
Policy Documents 

 
POLICY DOCUMENT:  NO. 1  ̧ 
Enrolment 
 
Section A. General Information 
 

General Introduction 
This enrolment policy is being set out in accordance with the provisions of the Education Act (1998). The 

Board of Management trusts that by so doing parents will be assisted in relation to enrolment matters.  The 
chairperson of the Board of Management and the principal teacher will be happy to clarify any further 

matters arising from the policy. 

 

School Name:  St Paulôs NS 

  

School Address:  Dooradoyle, Limerick  

 

Telephone No.:   061-227427 

 

Denominational Character:  Roman Catholic 

 

Name of Patron:  Bishop Diarmuid Murray, Bishop of Limerick 

 

Total Number of Teachers in the School: 
1 Principal 

23 Class Teachers 
3 Resource Teachers 

2 Learning-support Teachers 

 

Range of Classes Taught: 
Mixed classes from Junior Infants to 6

th
 Class  

 
The school depends on the grants and teacher resources provided by the Department of Education and 

Science and it operates within the regulations laid down, from time to time, by the Department.  School 

policy has regard to the resources and funding available. 

 
The school follows the curricular programmes prescribed by the Department of Education and Science, 

which may be amended from time to time, in accordance with Sections 9 and 30 of the Education Act 

(1998). 
 

Within the context and parameters of Department regulations and programmes, the rights of the patron as set 

out in the Education Act (1998), and the funding and resources available, the school supports the principles 

of: 
Á inclusiveness, particularly with reference to the enrolment of children with a disability or other special 

educational need; 

Á equality of access and participation in the school; 
Á parental choice in relation to enrolment; and 

Á respect for diversity of values, beliefs, traditions, languages and ways of life in society. 

 

Section B. Enrolment Procedures 

Application Procedure 
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Parents can enrol their children in Junior Infants or any other class by way of written application only.  

Application forms can be collected at school, forwarded on request by post or downloaded from our website.  
Junior Infant applications are looked at after the 30

th
 September the year before the children come to school 

and places are usually given out between then and midterm using the criteria below in our Enrolment policy.  

Parents are notified about enrolment through the newsletter in our school and on our website page.   

Provision of Key Information by Parents 

Certain information will be required when children are being enrolled.  An enrolment application form is 

provided by the Board for this purpose.  This information includes: 
Á Pupilôs name, age and address; 

Á Names and addresses of pupilôs parents/guardians; 

Á Contact telephone numbers; 
Á Contact telephone numbers in case of emergency; 

Á Details of any medical conditions which the school should be aware of; 

Á Religion; 
Á Previous schools attended, if any, and reasons for transfer, if applicable;  

Á Nationality 

Decision Making 

Decisions in relation to applications for enrolment are made by the Board of Management in accordance 

with school policy.  The Board will notify parents of their decision usually 21 days after 30
th
 September of 

the year prior to starting.  

As a general principle and in so far as practicable having regard to the schoolôs enrolment policy, children 

will be enrolled on application, provided that there is space available.  

The Board will have regard for relevant Department of Education and Science guidelines in relation to class 

size and staffing provisions and/or any other relevant requirements concerning accommodation, including 
physical space and the health and welfare of children. 

The Board is bound by the Department of Education and Scienceôs Rules for National Schools which 
provides that pupils may only be enrolled from the age of 4 years and upwards, though compulsory 

attendance does not apply until the age of 6 years. 

In the event that applications for enrolment exceed/is expected to exceed the number of places available the 
following decision making process will apply.  The Board will exercise its discretion in the application of 

the following criteria.  The criteria is as follows and in the following order 

1) Any pupil who has reached the age of 4 on or before May 1
st
 of the year of entry will be 

first to be considered (any pupil who has not reached the age of 4 by this date will not be 

considered until the following year).  Applications forms to be accompanied by birth 

certificates. 

2) Brothers or sisters of children already in the school.  

3) Staffôs children 

4) Children from St. Paulôs Parish, Dooradoyle. 

5) Children from outside the parish. 

 

Appeals 

The Board of Management of a school is also obliged under section 19(3) of the Educational 

Welfare Act 2000 to make a decision in writing in respect of an application for enrolment within 21 

days of the 30
th
 September of the year prior to entry and to inform the parents in writing of that 

decision. 

Where a Board of Management refuses to enrol a student in a school, the parent of the student or, 

where the student has reached 18 years of age, the student himself or herself, following the 

conclusion of any appeal procedures at school level, has a statutory entitlement under section 29 of 

the Education Act (as amended by Section 4 of the Education (Miscellaneous Provisions) Act 

2007, to appeal that decision to the Secretary General of the Department of Education and Science. 

A committee is established to hear the appeal with hearings conducted with a minimum of 

formality. In most cases appeals must be dealt with within 30 days. Where appropriate, the 
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Secretary General may give whatever directions to the Board of Management that are considered 

necessary to remedy the matter complained of. 

 

Details on appealing decisions on enrolment under section 29 of the Education Act (as amended by 

Section 4 of the Education (Miscellaneous Provisions) Act, 2007), are available on the 

Departmentôs website at www.education.ie 

¶ Parents/guardians are informed of their entitlement to appeal a decision of the Board of 

Management in relation to suspension or expulsion as referred to in óDeveloping a Code of 

Behaviour:  Guidelines for Schoolsô.  Parents have been informed that there is a copy of this 

on the website, or that it can be gotten in school or from any member of the Board of 

Management.   

¶ The Board of Management will prepare a response if and when an appeal is being 

investigated by the Dept of Education and Science. 

Admission Day/Date 

Junior Infants are admitted to the school on the first day of the new school year usually being September 1
st
.    

 

Enrolment of Children with Special Needs 

In relation to applications for the enrolment of children with special needs the Board of Management will 
request a copy of the childôs medical and/or psychological report or where such a report is not available, will 

request that the child be assessed immediately.  The purpose of the assessment report is to assist the school 

in establishing the educational and training needs of the child relevant to his/her disability or special needs 

and to profile the support services required. 
 

Following receipt of the report, the Board will assess how the school can meet the needs specified in the 

report.  Where the Board deems that further resources are required, it will, prior to enrolment, request the 
Special Education Needs Organiser (NCSE see Circular 01/05) to provide the resources required to meet the 

needs of the child as outlined in the psychological and/or medical report.  These resources may include for 

example, access to or the provision of any or a combination of the following: visiting teacher service, 

resource teacher for special needs, special needs assistant, specialised equipment or furniture, transport 
services or other. 

 

The school will meet with the parents of the child and with the SENO to discuss the childôs needs and the 
schoolôs suitability or capability in meeting those needs.  Where necessary, a full case conference involving 

all parties will be held, which may include parents, principal, class teacher, learning support teacher, special 

class teacher, resource teacher for special needs, Special Educational Needs Organiser or psychologist, as 
appropriate. 

 

Pupils Transferring 

Pupils may transfer to the school at any time, subject to school policy, available space and in some cases, the 

approval of the Department of Education and Science.   

 

Circulation: 

This policy will be circulated among Board of Management members at a meeting of the Board on 

March 11
th
 2009 

This policy will be circulated among staff via email on June 8
th
 2009 and were mentioned at the 

staff meeting on  

This policy will be circulated to parents in our information booklet and is also accessible on the 

web page.   

 
Ratification: 

¶ The original school policy was completed and made ready for the school plan in 2004 
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¶ The original policy was discussed at the Board of Management meeting of March 24
th
 

2003; included in policy document booklet presented to members at meeting of November; 

21
st
 2006 and ratified at the meeting of January 30

th
 2007 

¶ This policy was reviewed at our staff meeting on September 26
th
 2008 ï condition 1 above 

included, request for birth certificates adopted and this condition was ratified by the Board 

of Management at their meeting on October 1
st
 2008. 

¶ The updated version of our policy to ensure adherence to the Education Act was completed 

and made ready for the school plan on 5
th
 March 2009 

¶ The updated version was ratified by the Board of Management March 11
th
  

 

¶ Date for next  review:  Autumn 2011 (unless circumstances deem a sooner review date 

necessary) 

 
 

 

**********  

 

POLICY DOCUMENT:  NO. 2  ̧ 
Learning-support Provision 
 

This Draft Policy on Learning-Support Provision in St. Paulôs NS was initially formulated by the 

learning-support/resource teachers, Elizabeth Lawlor, Margaret Bernard and Mary Dalton, along 

with Principal, John Tuohy from October 2006 to January 2007.  It was recorded during meetings 

with Mary Dalton and Muirne Bennis (post holder ï school-plan development) in June 2007.  The 

policy has been formulated with specific reference to the Special Education Circular SP ED 02/05 

and the Learning Support Guidelines 

 

The Draft Policy was discussed and further developed by the teaching staff of St Paulôs NS on Sept 

29
th
 2006. 

 

The Draft Policy will be discussed, accepted and ratified by the Board of Management of St Paulôs 

NS in Autumn 2008. 

 

 

This Draft Policy on Learning-Support Provision in St Paulôs NS contains the following elements: 

 

             

1. Situation   

2. Aims of Learning-Support.  

2.1 Subsidiary aims.  

3. Principles.  

4. Staff Roles and Responsibilities.  

4.1 Role of the Board of Management.  

4.2 Role of Principal.  

4.3 Role of Class Teacher.  

4.4 Role of Learning-Support Teacher.  

4.5 Role of Resource Teacher.  

4.6 Role of Parents.  

4.7 Role of Pupils.  

5. Internal Provision.  

5.1 Prevention Strategies.  
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5.2 Early Intervention Programmes.  

5.3 Screening, Assessment, Caseload, Selection, Permissions and Review.  

1.  Initial Screening.  

2.  Diagnostic Assessment   

3.  Caseload Decisions.  

4.  Selection Criteria.  

5.  Parental permission.  

6. Continuing and Discontinuing Supplementary Teaching.  

7. Monitoring Progress.  

8. Liaising with Parents.    

8.1 Communication with Parents  

8.2 Principal Teacher Liaising with Parents.  

8.3 Class Teacher Liaising with Parents.  

8.4 The Learning-Support Teacher Liaising with Parents.  

9. Monitoring and Reviewing of Policy.  

 
List of Appendices.  

Appendix 1:  

A List of Assessments available to this Cluster.  

Appendix 2: 

Draft Letter of consent for the administration of Screening and Diagnostic Tests to be 

completed on childôs admission to school.     

Appendix 3: 

Draft Letter Seeking Parental Permission for their Child to Attend Learning-Support.  

Appendix 4: 

Resources Available to the Learning-Support Teacher in this School.  

 
Bibliography.  



 7 

1. Situation. 
 

School Roll 

Number 

Address Number of 

Class 

Teachers 

St Paulôs NS 193360 Dooradoyle, Limerick 22 

 

2. Aims of Learning-Support. 

 
The principal aim of Learning-Support is to optimise the teaching and learning process in order to 

enable pupils with learning difficulties to achieve adequate levels of proficiency in literary and 

numeracy before leaving primary school. 

 

2.1 Subsidiary aims. 

 
Á To enable pupils to participate in the full curriculum for their class level 

Á To develop positive self esteem and positive attitudes about school and learning in pupils 

Á To enable pupils to monitor their own learning and become independent 

learners 

Á To provide supplementary teaching and additional support in English and / or Mathematics 

and English for international children. 

Á To involve parents in supporting their children through encouraging parental involvement 

Á To promote collaboration among teacher in the implementation of whole-school policies on 

learning support for pupils 

Á To establish early intervention programmes designed to enhance learning and to prevent / 

reduce difficulties in learning 

Á To guard the self-esteem and self-image of the learner. 

 

3. Principles. 

 
Effective learning programmes are based on the following principles: 

Á Effective whole-school policies and parental involvement 

Á Prevention of failure 

Á Provision of early intervention 

Á Direction of resources towards pupils in greatest need. 

 

4. Staff Roles and Responsibilities. 

 
The role of supporting learning is a collaborative responsibility shared by all:- The Board of 

Management, Principal Teacher, Class Teachers, Learning-Support Teacher, Resource Teacher, 

Parents and Children. It is important that everyone contributes in the planning and implementation 

of our school plan on Learning-Support Provision. 

 

4.1 Role of the Board of Management. 

 

The Board of Management will: 

ü Oversee the development, implementation and review of the Learning-Support policy. 

ü Ensure that adequate classroom accommodation and teaching resources are provided for the 

learning-support teacher.  

ü Provide adequate funds for the purchase of Learning-Support materials. ñFunds provided for 

these materials should not be limited to the learning-support grant provided by the Department 

of Education and Scienceò, (Learning-Support Guidelines, p. 47). 
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ü Provide a secure facility for storage of records relating to pupils in receipt of learning-support 

services. 

 

4.2 Role of Principal. 

 

ñThe principal teacher has overall responsibility for the schoolôs learning-support programme and 

for the operation of services for children with special educational needsò. (Learning-Support 

Guidelines, p.38). 

The Principal Teacher will: 

ü Assume overall responsibility for the development and implementation of the schoolôs policies 
on learning-support and special needs in co-operation with the Learning-Support Teachers, 

Resource Teachers and English-Language Teachers. 

ü Work with teachers and parents in the development of the school plan on learning-support and 

special needs. 

ü Monitor the implementation of the school plan on learning-support and special needs on an 

ongoing basis. 

ü Monitor the selection of pupils for supplementary teaching, ensuring that this service is focused 

on the pupils with very low achievement. 

ü Oversee the implementation of a whole-school assessment and screening programme to identify 

pupils with very low achievement and learning difficulties so that these pupils can be provided 

with the support they need. 

ü Keep teachers informed about the external assessment services that are available and the 

procedures to be followed for initial referrals. 

ü Help teachers increase their knowledge and skills in the area of learning-support. 

ü Liaise regularly with the Learning-Support Teachers. ñIn order to support the implementation 

of school policy on learning support as outlined in the school plan, the principal teacher should 

arrange a meeting with the learning-support teacher at least once each school term to discuss 

the implementation of the school plan on learning supportò (Learning-Support Guidelines, p. 

40). 

ü Assume direct responsibility for co-ordinating learning-support and special needs services. The 

role of co-ordinating learning-support and special needs services is filled by the principal 

teacher himself in collaboration with the L/S, R/T teachers. These duties include the following: 

Á Maintaining a list of pupils who are receiving supplementary teaching and / or 

special educational services 

Á Help to co-ordinate the caseloads / work schedules of the learning-support and 

resource teachers 

Á Supporting the implementation of a tracking system at whole-school level to 

monitor the progress of children with learning difficulties 

Á Advise parents on procedures for availing of special needs services 

Á Liaising with external agencies such as psychological services to arrange 

assessments and special provision for pupils with special needs 

Á Arrange for classroom accommodation and resources, as appropriate. 

 

4.3 Role of Class Teacher. 

 

ü The Learning Support Guidelines (2000) advocate a significant change in the role of the 

class teacher, in terms of increasing emphasis on consultation with the learning-support teacher 

and with parents.  
ü The class teacher has primary responsibility for the progress of all pupils in her / his class, 

including those selected for supplementary teaching.  

ü ñA particular responsibility of the class teacher is to create a classroom environment in which 

learning difficulties can be prevented or at least alleviatedò, (Learning-Support Guidelines, p. 

42). 
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This can be achieved by: 

Á Grouping pupils for instruction  

Á Providing lower-achieving pupils with strategies for reading, spelling and problem 

solving 

Á Adapting learning materials for lower-achieving pupils 

Á Liaising closely with their parents.  

ü When supplementary teaching cannot be provided for a pupil, or is being phased out 

or discontinued, the class teacher will develop and implement a support programme that meets 

the pupilôs changing needs, in consultation with the learning-support teacher. 

ü In supporting the development and implementation of the school plan on learning 

support the class teacher will administer and score appropriate screening measures, and discuss 

the outcomes with the Learning-Support Teacher. 

ü The class teacher will play an important role in the initial identification of pupils who may have 

general or specific learning disabilities. The class teacher will carry out appropriate screening 

measures himself / herself and / or refer the pupil to the learning-support teacher for appropriate 

screening. 

ü For each pupil who is in receipt of supplementary teaching, the class teacher will collaborate 

with the learning-support teacher in the development of an Individual Profile and Learning 

Programme by identifying appropriate learning targets and by organising classroom activities to 

achieve those targets. 

ü With regard to teaching pupils with low achievement, the following general approaches and 

methods are recommended: 

Á Group teaching 

Á Modifying presentation and questioning techniques to maximise the involvement of 

pupils with low achievement in class activities 

Á Placing an emphasis on oral language development across the curriculum 

Á Providing pupils with extra tutoring in the key basic skills in literacy and numeracy 

Á Setting learning targets at an appropriate level 

Á Providing learning activities and materials which are suitably challenging but which 

also ensure success and progress 

Á Carrying out error analyses of a pupilôs work to pinpoint specific areas of difficulty, 

for particular attention in subsequent lessons 

Á Setting up óbuddy systemsô in class (high achievers collaboratively working with 

low achievers). 

ü A key role of successful learning-support is a very high level of consultation           

and co-operation between the class teacher and the learning-support teacher.       Central to 

this consultation is the development, implementation and review of Individual Profile and 

Learning Programmes.  This consultation will be achieved through termly meetings, formal 

and informal meetings.  

ü It is accepted practice for class teachers to consult with the parents of all their pupils from 

time to time. However, for parents of pupils who are in receipt of supplementary teaching, 

additional time should be devoted to consultation and collaborative planning. In the case of 

each pupil who has been identified as experiencing low achievement and / or a learning 

difficulty following administration of an appropriate screening measure, the class teacher 

should: 

Á Make parents aware of the concerns of the school about their childôs progress 

Á Outline the schoolôs practices regarding the administration of diagnostic tests by the 

learning-support teacher and seek the approval of the pupilôs parents to proceed with 

such assessment 

Á Outline the support that is available in the school to pupils who experience low 

achievement and / or learning difficulties 

Á Indicate to the pupilôs parents that a meeting with the learning-support teacher will 

follow the assessment 
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Á After the diagnostic assessment, attend, if possible, the meeting between the pupilôs 

parents and the learning-support teacher and indicate how the pupilôs class 

programme will be modified in order to achieve the agreed learning targets in the 

pupilôs Individual Profile and Learning Plan. 

 
4.4 Role of Learning-Support Teacher. 

 

The activities of the learning support teacher should include both teaching and non-teaching duties. 

According to the Learning-Support Guidelines (2000) ñThe particular balance that the learning-

support teacher achieves between supplementary teaching and consultative activities will depend 

on the specific circumstances of the schoolò (p. 32).  

The learning-support teacherôs activities should include, where possible: 

ü Assisting in the implementation of a broad range of whole-school strategies designed to 

enhance early learning and to prevent learning difficulties. 

ü Development of an Individual Profile and Learning Programme and/or Froup Educational 

Profile for each pupil or group of pupils who is selected for supplementary teaching, in 

consultation with class teachers and parents. 

ü Maintaining a fortnightly planning and progress record, or equivalent, for each individual or 

group of pupils in receipt of learning support. 

ü Delivering early intervention programmes and providing supplementary teaching in English 

and / or Mathematics to pupils in the junior section of the school (Senior Infants to 1
st
 

Class), caseload permitting. 

ü Providing teaching in English and / or Mathematics to pupils in the senior section of the 

school who experience low achievement and / or learning difficulties. 

ü Co-ordinating the implementation of whole-school procedures for the selection of pupils for 

supplementary teaching, giving due consideration to: 

Á The selection criteria specified in this Learning-Support Policy 

Á Teachersô professional observations 

Á Input from parents 

ü Contributing to the development of policy on Learning-Support at the whole school level. 

ü Providing advice to the Class Teacher (if requested) about pupils who are experiencing 

learning difficulties in such areas as: 

Á Individual pupil assessment 

Á Programme planning 

Á Curriculum differentiation 

Á Approaches to language development 

Á Approaches to reading 

Á Approaches to spelling 

Á Approaches to writing  

Á Approaches to Mathematics  

ü Contributing at the school level to decision making regarding the purchase of learning 

resources, books and materials to be made available to pupils with learning difficulties in 

their mainstream classrooms and in the learning-support teacherôs room.  

ü Performing a defined role in co-ordinating the provision of special needs and learning-

support services in the school, as requested and time permitting. 

ü Liaising with external agencies such as educational psychologists, speech and language 

therapists etcé to arrange assessments and special provision for pupils with special needs. 

ü Collaborate with the principal teacher and meet with him / her at least once each school 

term to discuss issues relating to the development and implementation of the school plan on 

learning-support, and to the provision of Learning-Support. 

ü The learning-support teacher should work closely with class teachers to implement school 

policies on preventing learning difficulties, screening pupils for learning difficulties, 
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interpreting the outcomes of diagnostic assessments and providing supplementary teaching 

and other forms of learning-support, where it is deemed necessary. 

ü The learning-support teacher plays an important role in co-ordinating the selection of pupils 

for supplementary teaching. The learning-support teacher should: 

Á Co-ordinate the administration by class teachers of a whole-school screening 

programme to identify pupils with very low achievement and / or learning 

difficulties in English and Mathematics 

Á Consult with class teachers on the identification of pupils who may need diagnostic 

assessment, taking into account the pupilsô scores on an appropriate standardised 

screening measure, agreed criteria for identifying pupils, teachersô own views of the 

pupilsô difficulties and needs and the number of pupils to whom learning-support 

can be provided 

Á Carry out a comprehensive diagnostic assessment of each pupil who has been 

identified as experiencing low achievement and / or learning difficulties and, in 

consultation with the class teacher and parents, identify the type and level of 

learning-support that is needed to meet the pupilôs needs. 

ü In addition to providing supplementary teaching to pupils, the learning-support teacher is 

involved in administering a range of formal and informal assessments and in maintaining 

records of the outcomes of those assessments. The learning-support teacher should: 

Á Conduct an initial diagnostic assessment of each pupil who has been identified as 

having low achievement and / or a learning difficulty, based on results of an 

appropriate screening measure and record the findings of the assessment in the 

pupilôs Individual Profile and Learning Programme. 

Á Monitor the ongoing progress of each pupil in receipt of supplementary teaching in 

relation to the attainment of agreed learning targets and short-term objectives that 

arise from them, and record the observations in the Fortnightly Planning and 

Progress Record, or equivalent. 

Á Review the progress of each pupil at the end of the learning-support instructional 

term and record it on the pupilôs Individual Profile and Learning Programme. 

 
4.5 Role of Resource Teacher.  

 

Most of this policy document makes reference to learning-support provision and to the Learning-

Support Teacher. At present this school has the services of two full-time Resource Teachers. 

ü Develop an Individual Profile and Learning Programme for each child who is in receipt of 

resource hours, in consultation with the class teacher and parents. 

ü Maintain a weekly planning and progress record or equivalent for each individual in receipt 

of resource hours. 

ü Provide supplementary teaching commensurate with the childôs particular and individual 
needs. 

ü Research the pupilôs specific learning difficulty, to become au fait with this impediment to 

learning. 

ü Implement recommendations from outside agencies, wherever possible. 

ü Maintain confidential records on each of his / her pupils. 

ü Assess their pupils on an on-going basis, and record their progress. 

ü Liaise with outside agencies pertinent to the children in their care. 

ü Liaise with class teachers regularly. 

ü Meet with parents of each pupil who is in receipt of resource hours to discuss targets and 

ways in which attainment of the targets can be supported at home. 

ü Meet with parents of each pupil who is in receipt of resource hours at the end of each 

instructional term: 

Á To review the pupilôs attainment of agreed targets 

Á To discuss the next instructional term 
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Á To revise the pupilôs Individual Profile and Learning Programme. 

ü Provide advice to class teacher in such areas as individual pupil assessment, programme 

planning, differentiation of the curriculum, as well as approaches to language development, 

reading, writing and mathematics for pupils in receipt of resource hours. 

 

4.6 Role of Parents. 

 

ñParents through their unique knowledge of their own child, have much to contribute to their 

childôs learning programmesò (Learning-Support Guidelines, p.52). Parents can prepare for 

and support the work of the school by: 

ü Providing a home environment in which there are opportunities for adults and children to 

participate together in language, literacy and mathematical activities in the early years 

before formal schooling begins. 

ü Supporting the work of the school by participating with their child in such activities as: 

Á Using Information and Communications Technology (ICT), where available, to 

support learning in English and / or Mathematics 

Á Book sharing / reading stories 

Á Storytelling 

Á Paired reading (listening to and giving supportive feedback on oral reading) 

Á Discussions about school and other activities to build vocabulary and thinking skills 

Á Writing lists and short accounts about childrenôs experiences 

Á Counting and measuring and other activities involving number 

Á Visits to the zoo, museum, library etcé to broaden the range of their childôs 

experiences 

Á Where their child is in receipt of supplementary teaching, implementing suggested 

home-based activities outlined in their childôs Individual Profile and Learning 

Programme and discussing the outcomes with the childôs teachers.   

ü Talking positively about school and school work; 

ü Availing of real-life situations to discuss the importance of language, literacy     and 

mathematics. 

ü Modelling involvement in language, literacy and mathematical activities at home by 

engaging in and talking about these activities. 

ü Where their child is in receipt of supplementary teaching, implementing suggested home-

based activities outlined in their childôs Individual Profile and Learning Programme and 

discussing the outcomes with the childôs teachers. 

ü Parents should keep the class teacher informed of the progress that they observe in their 

childôs learning. They should also let the school know of any learning difficulties that they 

observe in their child at home. If, following diagnostic assessment, the child has been 

identified as requiring supplementary teaching, the parents should attend a meeting with the 

learning-support teacher to discuss: 

Á The results of the assessment 

Á The learning targets in the childôs Individual Profile and Learning programme 

Á The actions to be taken by the school to meet those targets 

Á The ways in which attainment of the targets can be supported at home. 

ü Where a child is in receipt of supplementary teaching from the learning-support teacher, the 

parents should: 

Á Discuss their childôs progress with the learning-support teacher at the end of each 

instructional term, and, in cases where supplementary teaching is to be continued, 

discuss the revised learning targets and activities in their childôs Individual Profile 

and Learning Programme 

Á At the discontinuation of supplementary teaching, discuss with their childôs teachers 

how the childôs future learning needs can continue to be met at school and at home 
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Á Participate in activities organised by the school that are designed to increase the 

involvement of parents in their childrenôs learning 

Á Become familiar with and contribute to the development of the school plan on 

learning support individually and through involvement in parentsô associations.  

 

4.7 Role of Pupils. 

 

Pupils who are in receipt of supplementary teaching should, as appropriate: 

ü Become familiar with the medium and short-term learning targets that have been set for 

them and they should be given the opportunity to contribute to the setting of such targets. 

ü Contribute to the selection of texts and other learning materials that are relevant to the 

attainment of their learning targets. 

ü Develop óownershipô of the skills and strategies that are taught during supplementary 

teaching and learn to apply these learning strategies and skills to improve their own 

learning. 

ü Contribute to the evaluation of their progress by participating in appropriate assessment 

activities, including self-assessment. 

ñThe involvement of pupils in the development, implementation and review of their own learning 

programmes is an important principle underlining effective supplementary teachingò (Learning-

Support Guidelines, p.54).  

 

5. Internal Provision. 

 
5.1 Prevention Strategies. 

 

Our strategies for preventing learning difficulties include: 

ü The development of agreed approaches to the teaching of English and Mathematics in order 

to ensure progression and continuity from class to class. (See Plean Scoile for English and 

Mathematics) 

ü Provision of additional support in language development and relevant early literacy and 

mathematical skills to pupils who need it 

ü Implementation of paired reading programmes involving adults/parents and pupils in the 

school 

ü Ongoing structured observation and assessment of the language, literacy and numeracy 

skills of pupils in the infant classes to facilitate early identification of possible learning 

difficulties 

ü Close collaboration and consultation between the Infant teacher and the Learning-support 

teacher. 

 

5.2 Early Intervention Programmes. 

 

ü Early intervention is a vital component of the learning-support provision in this school, 

caseload permitting. Early intervention programmes may be provided by the class teacher and / 

or by the learning-support teacher. 

ü Close collaboration and consultation between the class teachers and the learning-support 

teacher, will identify pupils who may be in need of early intervention. Teacher observation and 

professional opinion will be given due consideration and respect in the selection of pupils for 

early intervention programmes. 

ü Intensive early intervention programmes in the early primary classes can be an effective 

response to meeting the needs of children following formal screening through the MIST test. 

These programmes will: 

Á Be set within a specific time frame (13-20 weeks) 

Á Be based on a shared expectation of success by everyone involved 
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Á Involve small group teaching or one-to-one teaching where small group teaching has 

not been effective 

Á Include a strong focus on oral language, laying the foundation for meaningful 

reading activities and further development of language and comprehension skills 

Á Emphasise the development of phonemic awareness and a range of other word 

identification skills 

Á Engage the pupils in frequent supervised oral and silent reading of texts at 

appropriate levels of difficulty and monitor their comprehension 

Á Stress the interconnected nature of listening, speaking, reading and writing 

Á Focus on language development in mathematics, and in the development of 

mathematical procedure and concepts where caseloads allow. 

 

5.3 Screening, Assessment, Caseload, Selection, Permissions and Review. 

 

1. Initial Screening. 

Class teachers will carry out the initial screening tests. Class teachers will also correct and record 

results for Micra-T, Sigma-T/Drumcondra and MIST standardised tests. 

 

2. Diagnostic Assessment. 

The learning-support teacher will discuss recorded results with the teachers and carry 

out further screening tests and / or diagnostic assessments where it is deemed necessary. 

 

3. Caseload Decisions. 

30 is the agreed maximum number of pupils that can be taught by the learning-support teacher at 

any one time.   

 

4. Selection Criteria. 

 

1) Resource teachers/learning-support teachers will accommodate pupils with assessed low 

incidence disabilities in accordance with approved hours granted by the SENO. 

2) Children who are awaiting assessment and SENO approval of resource hours, and likely 

to be categorised at the Stage III will be accommodated by resource teachers/learning-

support teachers, caseloads permitting. 

3) Children who have been assessed by a psychologist and who have received a 

recommendation that they attend learning support 

4) Leaning-support teacher will accommodate children up to 10
th
 percentile in English 

Literacy. 

5) Learning-support teacher will accommodate children up to the 10
th
 percentile in 

Mathematics 

6) Children with learning difficulties including those pupils with mild speech and language 

difficulties, children with social or emotional difficulties, and pupils with mild co-

ordination or attention control difficulties.  (caseloads permitting) 

7) Early intervention in English Literacy from the first term in Senior-infants and 1
st
 Class. 

8) Supplementary teaching post-MIST screening in Senior Infants (second term) 

9) Learning-support teacher will accommodate children from 11
th
-19

th
 percentile in 

English Literacy up to and including third class (caseloads permitting) 

10) Learning-support teacher will accommodate children from 11
th
-19

th
 in Maths percentile 

up to and including third class (caseloads permitting) 

 

5. Parental Permissions. 
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(1) Written parental permissions are required for children to attend learning-support.  

This will include consent to allow Learning-support teacher to undertake individual 

diagnostic testing. 

 

6. Continuing and Discontinuing Supplementary Teaching. 
 

ü A meeting will be held at the end of each instructional term with the parents in cases where 

supplementary teaching is to be commenced or continued to discuss the learning targets and 

activities in the pupilôs Individual Profile and Learning Programme.  Further meetings may 

take place at the request of the Learning-support teacher and/or parents. 

ü Supplementary teaching will normally be discontinued where the targets have been met and 

the pupil (on assessment) is performing above the percentile laid down in the criteria for 

receiving learning-support.  

ü The school may decide to discontinue supplementary teaching with some pupils (who have 

made satisfactory progress), in order for the learning-support teacher to provide early 

intervention / prevention for Senior Infants, after the analysis of the MIST screening test 

results. Due consideration will be given to the overall needs of the school and all of its 

pupils. 

 

7. Monitoring Progress. 
 

Monitoring the academic progress of the pupils in this school will be accomplished by: 

ü Ongoing structured observation and assessment of the language, literacy and numeracy skills of 

the pupils in the infant classes to facilitate early identification of possible learning difficulties 

by the class teacher. 

ü Formal and informal testing and observation of work by the class teacher. 

ü Implementing the school policies on screening and the selection of pupils for supplementary 

teaching in English and / or in Mathematics by administering and scoring appropriate measures: 

Á For Senior Infant pupils: MIST each year late in term 1 

Á For 1
st
 to 6

th
 Class pupils: Micra-T/Drumcondra Reading each year in October 

and  Drumcondra Maths each year in October  

ü Standardised and diagnostic testing by the learning-support teacher/resource teacher. 

ü Record keeping (Children have a file where records, test results and assessments are kept in a 

secure filing cabinet).  

ü Non-academic progress of pupils in this school will be reviewed informally, for example under 

the headings of improvements in the pupilôs self esteem; school attendance; attitude to learning; 

attitude to school and general behaviour. 

 

8. Liaising with Parents.    
 

8.1 Communication with Parents. 

 

Effective communication with parents is critically important to the success of a learning-support 

programme.  

ü Teachers will take every opportunity to make parents familiar with the purpose and 

procedures of the schoolôs learning-support team. 

ü Activities may be organised in our school, from time to time, to increase the involvement of 

parents in their childrenôs learning, e.g. Paired / Shared reading. 

ü Parents will be encouraged to support their childôs learning through: 

Á Developing childrenôs oral language through discussion 

Á Motivating children to read more 

Á Creating a home environment where literacy can thrive 

Á Selecting books that interest children 
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Á Counting, measuring and other activities involving number. 

 

8.2 Principal Teacher Liaising with Parents. 
 

While the learning-support teacher/resource teacher will consult with parents and outside agencies 

on an ongoing basis, the principal teacher can facilitate the involvement of parents in the learning-

support process by: 

ü Establishing school policies and procedures, which enable parents to become involved 

effectively in the provision of learning-support. 

ü Encouraging the organisation of information sessions for all parents on issues relating to the 

schoolôs learning-support service. 

ü Overseeing the development of links between teachers and the providers of assessments and 

other services. 

 

8.3 Class Teacher Liaising with Parents. 
 

ü Once a pupil has come to the attention of the school because of low achievement it will be 

possible for the class teacher in the context of ongoing contact with the parents to make 

them aware of the situation and to ascertain the parentôs views about the childôs 

performance at school. 

ü Seek the parentôs approval to proceed with diagnostic assessment, which may lead to 
supplementary teaching. Permission for diagnostic testing by the learning-support teacher 

must be given by parents in writing. When a child is selected for learning-support the 

parents must accept or decline the place in writing (Draft letter for this purpose, Appendix 

2). 

ü Indicate that a consultation with the learning-support teacher and the parents will take place 

following diagnostic assessment and prior to the commencement of supplementary 

teaching. 

ü Seek the parentôs permission for their child to attend supplementary teaching with the 
learning-support teacher (Draft letter for this purpose, Appendix 1). 

 

8.4 The Learning-Support Teacher Liaising with Parents. 

 

In addition to providing general information to parents about the learning-support services that 

are available in the school, the learning-support teacher should: 

ü Meet with the parents of each pupil who has been selected for diagnostic assessment 

ü After the initial diagnostic assessment has been completed, meet with each pupilôs parents 
to discuss the outcomes of the assessment. 

ü Discuss the learning targets in the childôs Individual Profile and Learning Programme with 

the parents, the actions to be taken by the school to meet those targets and the ways in 

which attainment of the targets can be supported at home (if it is decided that 

supplementary teaching will be provided by the learning-support teacher). 

ü Communicate on an ongoing basis with the parents of each pupil who is in receipt of 

supplementary teaching so that progress can be positively affirmed and any difficulties in 

implementing the pupilôs learning programme at school or at home can either be anticipated 

and avoided or addressed without delay. 

ü Consult with the parents of each pupil who is in receipt of supplementary teaching at the 

end of the instructional term to review the pupilôs attainment of agreed learning targets, to 

discuss the level of supplementary teaching (if any) that will be provided in the next 

instructional term and to revise the pupilôs Individual Profile and Learning Programme as 

necessary. 

ü Consult with parents when supplementary teaching is to be discontinued and identify ways 

in which the pupilôs learning can continue to be supported at school and at home 
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ü Demonstrate techniques and strategies to parents that will enable them to help with their 

childôs development in such areas as oral language, reading, writing, spelling and 

mathematics 

ü Where relevant, collaborate with other teachers to advise parents on ways in which they can 

support their childrenôs learning at home. 

 

9. Monitoring and Reviewing of Policy. 
 

Monitoring of the Learning-Support Policy is an ongoing and developmental process. A meeting 

will be held in the last term of each school year in order to review this Policy. The Principal 

Teacher, the Learning-Support Teacher and Resource Teachers will attend. Prior to this end of year 

meeting, the whole school staff of this school will discuss the Learning-Support Policy, so that 

pertinent issues and concerns may be addressed. 

 

¶ This policy was completed and made ready for school plan on 28
th
 June 2007 

¶ This policy was reviewed and updated by Mary Dalton and Marie Allis on 26
th
 June 2008.   

¶ This policy will be presented to the Board of Management meeting for ratification at the 

Autumn meeting 2008. 

 

 

List of Appendices. 
Appendix 1.  

A List of Assessments available to this School. 

Appendix 2. 

Draft Letter of consent for the administration of Screening and Diagnostic Tests to be 

completed on childôs admission to school. 

Appendix 3. 

Draft Letter Seeking Parental Permission for their Child to Attend Learning-

Support/Resource. 

Appendix 4. 

Resources Available to the Learning-Support Teacher in this School. 

 

Appendix 1. 
A List of Assessments available to this School: 

¶ Aston Index 

¶ Aston Portfolio 

¶ Marino Reading Test 

¶ ELT ï Early Literacy Test 

¶ Chipps ï Test 

¶ GRT ï Reading Test 

¶ Drumcondra Reading 

¶ Drumcondra Maths 

¶ MICRA-T Reading 

¶ Belfield Assessment Test 

¶ Profile of Mathematical Skills ï Norman France 

¶ Bangor Dyslexia Test 

¶ Staffordshire Mathematics Test 

¶ Jackson Phonics Test 

¶ Neale Analysis 

¶ Parallel Spelling Test 
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Appendix 2. 
Draft Letter of consent for the administration of Screening and Diagnostic Tests to be completed on 

childôs admission to school...we plan to introduce this format in the school year 2008-2009 

 

Dear Parents, 

It is the part of our school policy to administer ongoing formal and informal assessments and 

screening tests to monitor the progress of each child in our school.  These tests include: 

¶ M.I.S.T. (Senior Infants) 

¶ MicraT / Drumcondra (English) 1
st
-6

th
 Classes 

¶ Drumcondra (Maths) 1
st
-6

th
 Classes 

 

We request your permission to administer these tests and further diagnostic assessments if deemed 

necessary. 

 

Please complete the form below and return it to the school along with your form indicating 

acceptance of a place in this school. 

 

Thanking you for your co-operation, 

Yours sincerely, 

John Tuohy, 

School Principal. 

 

" ---------------------------------------------------------------------------------------------------- 

 

We give our permission for the school to carry out screening tests and/or diagnostic assessments 

with our child, _____________________ (ăchildôs name). 

 

Signed __________________ (Parent) 

Date:_____________. 

 

 

Appendix 3. 
Draft Letter Seeking Parental Permission for their Child to Attend Learning-Support. 

 

St Paulôs N.S. 

 

For the attention of the Parents of: ______________________,    ____ Class. 

 

Dear Parents, 

Following screening tests and diagnostic assessments conducted here in school, we believe that 

your child would benefit from a period of supplementary teaching in the area of literacy, provided 

by our learning-support teacher, as explained to you by your childôs class teacher. 

 

We are pleased to inform you that we can offer your child a place on the learning-support teacherôs 

caseload, and would like your permission for _________________ to attend learning-support. If 

you require any further clarification on this matter, you are more than welcome to call to the school 

at any time. It would be best to make an appointment with the principal teacher in advance, in 

person or by telephone, so that we can offer you uninterrupted time. 

 

Please complete the form below and return it to the school as soon as possible. 

 

Thanking you for your co-operation, 

Yours sincerely, 
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_____________________ (Principal Teacher). 

 

Date: ____________. 

 

" ---------------------------------------------------------------------------------------------------- 

 

We give permission for our child, _____________________ to attend the learning-support teacher.  

 

Signed __________________ (Parent) 

Date:_____________. 

 

 

    OR 

 

 

We do not give permission for our child, _____________________ to attend the learning-support 

teacher.  

 

Signed __________________ (Parent) 

Date:_____________. 

 

 

Appendix 4. 
Resources available to the Learning-Support Teacher in this School: 

 

List of resources Learning Support (Room:  M Bernard & B Lawlor) 

 
Phonological Awareness (R. Resource M Bernard B Lawlor) 

¶ P.A.T. Beginners 2,3 

¶ Hatcher 

¶ Sounds Abound 

¶ Newell Literacy 6,7 

¶ Hampshire Spelling Lists 

¶ Quest Worksheets 

¶ Alpha to Omega  

¶ Sounds Letters 

¶ Fuzzbuzz Words, Letters, Resource 

¶ Picture Qôs 

¶ Writing Skills ï Handwriting + Creative 

 

Speech Language 

¶ Junior Language 

o Big Mouth exercises 

o Pre-K environment 

o Webs for language 

o Linguistic Systems Critical /Thinking classifications 

o Of Course I Can 

o Auditory Processing  

o Listening and processing directions   

o From sentences to narrative 
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¶ Middle Language 

o Word classes and definitions 

o Irregular plurals and past tense 

o Listening comprehension  

o Multiple Meaning words 

o 100 % vocabulary 

o Monkeying around with vocab 

o Opposites 

 

¶ Senior Language 

o Conjunctions 

o Defining and Describing  

o Pragmatics/ Semantics 3 

 

Computer Programmes/ CD ROMs/ CT 

¶ Kurz Weil 3000 

¶ Story Book C.D. 

¶ FuzzBuzz 1 

¶ Lexia Reading System 

¶ Wordshark 2L 

¶ Gross Motor Skills and hard copy 

¶ Fine motor skills and hard copy 

¶ Stig of the dump 

 

Educational Toys/ Practical equipment  

¶ Counting camels 

¶ Blocks 

¶ Links 

¶ Jig- Saws 

¶ Magnetic Letters 

¶ Morphew 

¶ Metamex Building 

¶ Playing Cards 

¶ Dice 

 

Testing Materials 

¶ Social/ Skills 

¶ Socially speaking LDA 

¶ Communication skills 

¶ Self esteem workbooks 

¶ Original social story book 

¶ LDA cards- everyday objects, emotions 

¶ Smart Chute 

¶ Blends-idioms, vowel phonemes, proverbs. 

¶ Abbreviations, apostrophes, plurals. 

¶ Smart Kids- 

¶ Onset + Rime 

¶ Blends ï beginning and ends-Letôs Spell 

 

Maths 

¶ Figure it out 4 
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¶ Maths mastery 3,4 

¶ Sum Time 3,4,5,6 

¶ Maths Challenge 6,5,3 

¶ I can Solve it 5, 2, 1 

¶ Test time 6   4,3 

¶ Primary Maths workbook 6, 4,1  

¶ Meeting Mathematics 3 

¶ Busy at Maths 3,2,1, 

¶ Busy at Maths Manual ï Middle Standards 

¶ Maths mastery manual 3 

¶ Sum up 2 

¶ Maths in action 2 

¶ Mathemagic Shadow Book1 

¶ I Can Do it 1 

¶ Maths Matters  Junior Infants 

¶ Breakaway maths  

¶ Mathimagination 

¶ Homework assignments Middle 

¶ Time and Money life Skills 

 

Handwriting 

¶ Handwriting without tears 1 

¶ Get Set For School Pre K 

¶ Matman Materials 

¶ My Handwriting Workbook ABC 

¶ Pen to Paper 

¶ Nelson 

 

KeyWord 

¶ Key Word sentences 2, 3 

¶ Completely out of sight ( Borrowed ) 

¶ Written out of sight 

 

Jolly Phonics 

¶ Grammar 

¶ Handbook (Phonics) 

¶ Workbooks 1-7 

¶ Wall Chart  

¶ Phonic Finger Books  

¶ Flip Chart 

¶ Bag Book 

¶ Jolly Songs 

¶ Jolly Jingles 

 

Other 

¶ Self Esteem 1, 2, 3 

¶ Asset Part 1 

¶ Fuzzbuzz 3-7, 9, 13-20 

¶ Jolly readers Red, Green and Yellow 

¶ Read and See- Full Set 
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¶ Red Nose readers- full set 

¶ Finger phonics 1-7 

¶ Jolly Phonics songs 

¶ Go Books X5 

¶ Lets Spell X3 

¶ Read it Yourself Level 1- 5 

Á Level 2-3 

 

 

List of resources Learning Support (Room:  Mary Dalton & Susie Reale) 
 

English 

¶ Stile Phonics 

¶ Stile Dyslexia 

¶ Stile Comprehension 

¶ Phonological Awareness Training ï Jo Wilson 

¶ Sound Linkage PJ Hatcher 

¶ Reading Quest Nefer Nelson 

¶ Alpha to Omega- Hornsby 

¶ Smart Chute 

¶ Sure-Fire Phonics 

¶ Sounds or BK 2- Tony Walsh 

¶ Aston Portfolio  

¶ Modular Flip Chart 

 

¶ Hampshire Special Needs Spelling Programme 

¶ Reading For Comprehension series LDA, understanding sentences/ drawing conclusions 

 

¶ Smart Kids- Onsets and Rimes 

¶ Words with A double vowel 

 

¶ Smart Chute  

o Syllables level 2 

o Plurals 

o Short Vowels 

o Blend Endings 

o Long Vowels 

¶ Phonic cubes and alphabet cubes 

¶ Magic letters 

¶ White Boards 

¶ Jolly Phonics-  

o Jolly Jingles 

o Wall Frieze 

o Read and See 

o Finger Phonics 1 to 7 

o Active Grammar Practice ï3-Rosemary Allen 

o Phonics Crosspatches- bk 3 

o Differentiated Cloze ï Upper Prim Ed 

o Write Creatively ï Book 3 (10-11ys) 

o Ideas and activities to develop writing skills 

o Primary Comprehension- Fiction and Non Fiction Text Book C Prim Ed 
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o Differentiated Cloze ï Middle Prim Ed 

o Cloze in on the Language- Middle prim Ed ï Listening comprehension 

 

Handwriting 

¶ Pen to paper 

¶ Just Write 1,3 Stairways 

¶ Write Here 

o Cuisine 3
rd
 Class 

o Style Book G, H 4
th
 Class 

¶ My Handwriting WorkBook- Prim Ed 

 

Assessment Test 

¶ GRT Graded Reading Test Nfer Nelson 

¶ Neale Analysis 

¶ Phonological Assessment Battery Nfer Nelson 

¶ Bangor Dyslexia Test 

¶ Aston Index 

¶ Belfield infant assessment profile 

¶ Jackson ïñGet Reading Rightò, Phonics Test 

¶ Chipps Phonics Test 

¶ Norman France Maths Test 

 

Maths Resources 

¶ Counters 

¶ Lollipop sticks 

¶ Maths together- Florence Galvin 

¶ Die 

¶ Fraction Tower 

¶ Addition 0-10; Bingo game 

¶ 100 squares 

 

 

ICT 

¶ Word Shark 

¶ Wellington Square 

¶ Oxford Reading Tree 

¶ Reading for Literacy 1,2,3,4 

¶ Computer Classroom 

¶ Maths Made Easy 1,2,3,4 
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Circular 2005 

 

¶ This policy was completed and made ready for the school plan in June 2008  

¶ This policy was ratified by the Board of Management at their meeting on October 1
st
 2008. 

¶  This policy will be reviewed yearly by the Learning-Support team and any changes will be 

presented to the staff at each January Staff meeting 

¶ This policy was reviewed and updated by L-S/Resource teaching team in September 2008 

¶ This policy was discussed at staff meeting on June 6th 2008 ï element discussed:  

standardised testing 

¶ This policy was discussed at staff meeting on September 26
th
 3008 ï (a) reporting to 

parents:  STEN score for Micra & Sigma T; Percentile for Drumcondra English & Maths to 

be given in writing at PTM; (b) Standardised Tests for 1
st
 Class ï feel that Sigma-T is not 

appropriate; will research MALT 

 

English as an Additional Language Teaching 
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Overview 

Children in St Paulôs N.S. currently receive two years of EAL support. EAL support is based on the 

Up and Away programme developed by Integrate Ireland Language Training (IILT). This is a 

thematic programme taught in two week blocks per theme.  

 

Children attending EAL are assessed using the Primary School Assessment Kit by IILT. This kit 

assesses the themes covered in the Up and Away programme. The kit consists of a placement test 

for new entrants, and two tests which test the themes taught by Christmas and summer respectively. 

 

This year EAL Support will be increasing the amount of in-class teaching. The aim this year is to 

move to 50% withdrawal teaching and 50% in-class teaching. 

 

The school has always had a strong and welcoming multi-cultured environment which is supported 

strongly by all staff members and students. 

 

Assessment 

Children who attend EAL Support are tested using the Primary School Assessment Kit. The 

Primary School Assessment Kit is a set of three tests developed by IILT. These tests are: 

¶ Set 1 - Placement Test - This test is given to new entrants when they arrive to the school, 

with the exception of Junior Infant children where it advises a one month settling-in period 

before administering the test. 

¶ Set 2 - Christmas Test - This test assesses the themes taught up to Christmas including 

Myself, Our School, Colours, Shapes and Opposites. 

¶ Set 3 - Summer Test - This test assesses the themes taught up to Summer including Myself, 

Our School, Colour, Shapes and Opposites, Transport and Travel, The Local and Wider 

Community. 

 

Each of these tests consists of four sections; Listening, Speaking, Reading and Writing. 

 

These tests assess the children into three ability levels as laid out in the Up and Away programme: 

¶ A1 - Breakthrough  

¶ A2 - Waystage 

¶ B1 - Threshold 

 

These results are used to group children and to devise planning and IEPs. 

 

Children are also assessed fortnightly at the end of each theme. For children in the Infant classes 

assessment consists of reviewing their work, teacher-designed tasks and teacher observation. For 

children in 1
st
 Class to 6

th
 Class the English Language Portfolio by IILT is also used. Results of 

assessment are shared with class teacher to inform future teaching. 

 

Grouping and Timetabling 
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Our timetable is currently broken into four different slots per teacher each day. Two are used for 

Infant classes while the other two are used for students from 1
st
 class to 6

th
 class. Infant classes are 

taken between 9:00 and 10:55, and between 11:10 and 12:30. The older students are taken between 

1:00 and 1:50, and between 1:50 and 2:40. 

 

It has been decided by the school to give a larger portion of the time to the Infant classes as part of 

our policy of early intervention. This has happened over the last two years and has been very 

successful. 

 

In-class teaching is one of our main priorities this year. The aim is to have in-class teaching at 50% 

by the end of the year throughout the school. As a result of all support teachers working towards 

this goal we timetable together to maximise the efficiency of in-class teaching and to avoid 

conflicting with each others teaching. 

 

IEPs 

Group IEPs are written twice a year. Ability levels for the IEPs are derived from the Primary 

School Assessment Kit and teach towards the Christmas and summer tests in the Primary School 

Assessment Kit. 

 

The IEPs are broken into two week sections each one covering one of the themes listed in the Up 

and Away programme. There are some exceptions to the two week theme in regards the theme of 

Holidays which is taught for shorter periods at a number of times during the year. 

 

The IEPs are written in conjunction with the class teacher who helps with learning strengths, needs 

and prioritising in-class teaching in particular. IEPs are checked by the principal and copies given 

to the class teachers. 

 

Fortnightly Planning 

Our fortnightly planning consists of two complementary aspects.  

¶ Withdrawal teaching is planned from the IILT Up and Away programme and follows the 

sequence of themes laid out in the UP and Away programme and the IEP. 

¶ In-class teaching is planned on a fortnightly basis with the applicable teacher.  

 

Withdrawal Teaching 

Children are grouped for withdrawal as follows: 

¶ Junior Infants are grouped by class until Christmas and then by ability following the Set 2 

Christmas test.  

¶ Senior Infants are grouped by ability immediately. Both Junior and Senior Infant groups are 

generally larger than the groups from 1
st
 to 6

th
 class and usually have 6-7 children per 

group. 

¶ 1
st
 to 6

th
 Class students are grouped by ability and age. Groups usually have 2-3 children 

each. 
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Withdrawal Teaching is now 50% of the time allocated to the children for EAL Support. Teaching 

follows what is laid out in the fortnightly plans and the IEP and is recorded on a daily basis. Class 

teachers are informed to allow our teaching to complement each other. 

 

In-Class Teaching 

The areas in-class teaching will focus on are identified on the IEP. Subjects for in-class teaching 

are usually specific areas in English and the SESE subjects. In-class teaching is planned on a 

fortnightly basis with the class teacher in question. Planning usually consists of identifying areas on 

the class teacherôs fortnightly scheme which would benefit from in-class teaching. 

 

In-class teaching in the Infant classroom consists of: 

¶ One-on-one teaching 

¶ Small groups  

¶ Class splitting 

¶ Team and co-operative teaching 

In-class teaching in 1
st
 to 4

th
 class consists of the above plus a further focus on: 

¶ Reading groups 

¶ Creative Writing 

¶ Language-based Maths where applicable. Eg: Problem-solving. 

 

In-class teaching in 5
th
 and 6

th
 class is a subject currently being addressed by the staff. In-class 

teaching in these classes for children with very poor English is difficult and we are looking at 

strategies for how to accomplish this in our first staff meeting in September and on an ongoing 

basis during the year.  

 

Some strategies currently being used in EAL Support for these classes consists of: 

¶ Withdrawal most of the time 

¶ Teacher allocating in-class work to be pre-taught. Main areas would be History, Geography, 

Science and difficulties arising in English and Maths in class. 

¶ Revision for the weekly test 

 

Meeting Parents 

 

Formal meetings with parents take place three times a year. There is a Coffee Morning for EAL 

Parents in early October, the Parent-Teacher Meeting in early December, and a Coffee Morning at 

Easter time. 

 

Our school has found that EAL parents have low attendance at the formal Parent-Teacher Meeting. 

This seems to be caused by a number of factors which include language barriers and work 

commitments. 

 

The Coffee Morning runs twice a year and has a better attendance. The informal nature of this 

meeting allows parents to communicate with teachers in groups which negates the language barrier. 

The time of day seems to better suit their work commitments. The Coffee Morning also allows 

them to meet other the parents of other EAL children who can offer them advice and help in their 
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own language. These factors seem to make the meeting a less stressful situation for many EAL 

parents. 

 

Intercultural Environment 

Our school has a long history of multi-culturalism and a high percentage of children from other 

countries. A positive and welcoming atmosphere is created by all staff members and students and 

we find that EAL children are settling in faster with each passing year. Some of the things that 

contribute to the atmosphere of multi-culturalism in our school are: 

¶ Large wall frieze showing stories from children from all of the nationalities in the school. 

¶ Project displays during the year. 

¶ Comenius Project  

¶ Culture Days - This is a new initiative that we are trying out this year. We are hoping to 

have four separate days in four different classes each with a different culture on display. A 

number of teachers are interested in the concept. 

¶ Polish Newsletter - Starting from this September we are providing our newsletter in Polish 

on our school website.  

 

 

 

**********  

 
POLICY DOCUMENT:  NO. 3  ̧ 
Parent/teacher. 

 
Parent ï Teacher Meetings. 

 

1. Parents are invited to St. Paulôs N.S. by appointment to discuss their childôs progress.  This 
takes place late in the first term. 

2. All teachers have parent-teacher meetings for all classes Juniors-6
th
. 

3. All formal parent teacher meetings must take place only after an appointment is made.  A 

parent cannot meet a teacher during school time, as a class cannot be left unsupervised.  

However if a teacher can accommodate a parent during school time for whatever reason by 

informing the principal, who will supervise their class. 

4. Teachers are requested to telephone parents before children go home if an accident or difficult 

incident takes place in the yard 

5. The development of home ï school relations is very important in St. Paulôs National School 

parents are encouraged to get involved in school activities such as matches, concerts, book 

fairs, sports days and fund raising events.  The goodwill of parents and teachers is of the utmost 

importance of the success of the school. 

Parent-teacher Meeting Agenda 
 

1.    Attendance 

2.    Behaviour 

3.    Test Results 

4.    Standardised Test Results 
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5.    Homework 

6.    Recommendations 

 

 

Terminology used for STEN Results  (to be confirmed) 

1.    Need of Supports 

2.    Need of Supports 

3.    Well Below Average 

4.    Just Before Average 

5.    Average 

6.    Just Above Average 

7.    Above Average 

8.    High Average 

9.    Excellent 

10.  Excellent 

 

 

 

¶ This policy was completed and made ready for the school plan in 2004 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

¶ This policy was reviewed at meeting with Resource post holders, Deputy Principal, 

Principal and School Development post holder on January 12
th
 2009 ï parent-teacher 

meeting agenda 

 

¶ Date for review:  School year 2009-2010 

 

**********  

 

POLICY DOCUMENT: NO. 4  ̧ 
Supervision 

 
Supervision Rota 

 

1. There are two breaks in St. Paulôs  (a) 11pm to11.10.am and (b)12.30pm to 1pm. 

2. Yard supervision in St Paulôs National School allows 6 teachers to supervise at each break 

time (Monday to Wednesday) and 7 teachers Thursdays and Fridays.  Three teachers cover 

phase 1 and three teacherôs cover phase 2 during the consumption of lunch from 12.30 to 

12.45 pm approximately.  Then the children go to play in the yard until 1pm.  Five teachers 

supervise outside on the yard and one teacher remains inside in halla to attend to injured 

children and supervise sick children (sick bay).  Each teacher does one-day-per-week 

supervision on the yard 

3. One post holder covers morning (10 minutes before school) supervision each day. 

4. When the bell rings, the children walk to their lines and line up.  Then guided by the 

teachers on the yard they walk in silence to their classrooms.  One teacher supervises the 

children as they line up and walk in from the yard and the other teachers see the children 

back to their class. 

5. Since there are three yards in our school the infants to 1
st
 class play on the top yard.  2

nd
 to 

4
th
 class play on the middle yard and 5

th
 and 6

th
 classes play on the bottom yard closest to 

our playing field. 
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6. This method of supervision fulfils all adequate supervision needs as outlined by Board of 

Management and Insurance Company. 

7. On wet mornings the principal or staff member will open the school between 8.45am and 

8.50am, provided there is deemed to be adequate supervision. 

8. Teacher Absences ï Supervision 

When a teacher is absent from, school the Deputy Principal (Post Holder) is informed and 

he/she duly goes to that class and divides it.  There is a list of pupils for each class and the 

class is divided so that each child goes to a particular class and teacher on this day. 

A substitute teacher will be employed if the teacher is to be out for more that two days and 

has a medical certificate.   

 

¶ This policy was completed and made ready for the school plan in 2004 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

¶ This policy was discussed at the staff meeting on September 28
th
 2007 ï decision to use 

middle yard to line up some classes from Phase 2 

¶ This policy was discussed at the staff meeting on September 26
th
 2008 ï post holders doing 

morning supervision; supervising children entering the yard from phase 2 prefabs 

¶ This policy was reviewed at our staff meeting on September 26
th
 2008 

 

¶ Date for next review:  September Staff Meeting 2011 (unless circumstances deem a sooner 

review date necessary) 

 

**********  
 

POLICY DOCUMENT:  NO. 5  ̧ 
Break-time Supervision/Sanctions 

1. Yard supervision in St Paulôs National School allows 6 or 7 teachers to supervise at each 

break time (as indicated above) 

2. Children go on the yard from 11.00am-11.10am.  Five teachers supervise on the yard and one 

teacher remains inside in halla to attend to injured children and supervise sick children (sick 

bay).  

3. Three teachers cover phase 1 and three or four teacherôs cover phase 2 during the 

consumption of lunch from 12.30 to 12.45 pm approximately.  Then the children go to play in 

the yard until 1pm.  Five teachers supervise outside on the yard and one in sick bay.   

4. The following children only are permitted in sick bay: 

a. Children who receive an injury in the yard and need medical attention 

b. Children who are too sick to play outdoors.  These children must have a written 

request from parents to remain indoors and this must be presented to both class 

teacher and the teacher in halla. 

c. Children who need to use the toilet. 

d. Children who need to complete homework assignments or are on detention.  This 

sanction is only applied if such behaviour is continuous and warrants sanctioning.  It 

is the class teacherôs responsibility to bring this to the teacher in sick bayôs attention.  

These children are to remain in halla for the complete break.  This sanction is only for 

first break. 

5. When the bell goes, children must join their line.  They must enter the yard through the 

middle door. 

6. If children misbehave in the yard the teacher on yard duty will speak with the child and/or 

send the child to a time-out area already designated.   
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¶ This policy was completed and made ready for the school plan in 2004 

¶ This policy was discussed at the staff meeting on September 30
th
 2005 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

¶ This policy was reviewed at our staff meeting on September 26
th
 2008 ï no change deemed 

necessary 

 

¶ Date for review:  September Staff Meeting 2011(unless circumstances deem a sooner 

review date necessary) 

 

**********  

POLICY DOCUMENT:  NO. 6  ̧ 
Homework 
 
Homework shall be looked on as a reinforcement or continuation of work done during the school 

day.  Consideration will be given to the different abilities of children in the class.  In general, a 

fixed time that pupils should spend on their work will be given, rather than lists of work.  Where 

work in class is satisfactory, homework will be minimal, especially in the lower classes.  Parents 

will be encouraged at all times to play an active part in their childrenôs homework by providing the 

correct environment for work and by checking the work done. 

 

General Timescale 
Junior Infant  No more than 10 mins (Monday-Thursday)  

¶ Sound Notebook (daily) 

¶ Look, Listen and Learn (letter recognition ï once-a-week) 

¶ Shared Readers (Daily from March) 

¶ Class Reader (When appropriate) 

Senior Infants  No more than 15 mins (Monday-Thursday) 
¶ Two pieces of reading (e.g. shared reading/class reader/jolly phonics) 

¶ One other piece of homework 

1
st
/2

nd
 Class  30-40 mins 

3
rd
/4

th
 Class  1 hour 

5
th
/6

th
 Class  1-1½ hours work in total. 

 

¶ Learning-support/resource teacher assign homework as follows: cases are decided on an individual basis 
with the agreement of class teacher and parents. 

¶ Maths Homework (as decided at our Maths Curriculum Day; June 15th 2009 
o How many sums to be given per night to practice concept: 

Á 3 for senior infants 
Á No more than 6 from 1st to 6th 

o This refers to sums that need written answers and involve working out.  It does not refer to 

tables, mental maths or sums with short answers/one-step answers. 

 

This is a general guideline and it must be noted that homework can take a longer or shorter time 

depending on the individual.  It is best though that homework should take no longer than 1½ hours 

per night.  Homework is not given at weekends. 

 

 

¶ This policy was completed and made ready for the school plan in 2005 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 
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¶ This policy was discussed at our Maths Planning Day on June 15th ï outcome:  decision on 

amount of homework for maths as outlined above 

¶ This policy was discussed by infant teachers on June 23
rd

 ï outcome:  formal decision on 

homework policy for infants as outlined above 

 

¶ Date for review:  School Year 2009-2010 

 

**********  

POLICY DOCUMENT:  NO. 7  ̧ 
Intercultural policy 
 
Mission Statement. 

We aim to provide an education that is inclusive of all children in the school, which caters for the 

needs of non-national backgrounds, and provides an opportunity for others to learn from different 

cultures. 

 

Background information: 
School Year 2009-10 

We have children from over thirty nations attending our school.  

We have three temporary language-support teachers. 

We have 46 children currently receiving English-Language Support from 13 nationalities 

 

School Year 2008-09 

We have children from over thirty nations attending our school.  

We have three temporary language-support teachers. 

We have 46 children currently receiving English-Language Support from 13 nationalities 

 

School Year 2007-08 

We have children from thirty nations attending our school.  

We have 154 children attending our school who were born outside of Ireland 

We have four temporary language-support teachers. 

We have 57 children currently receiving English-Language Support from 14 nationalities 

 

School Year 2006-07 

We have children from thirty-one nations attending our school.  

We have four temporary language-support teachers. 

We have 42 children currently receiving English-Language Support from six nationalities 

 

Community. 

Within each school year we aim to: 

¶ Encourage the participation of foreign national children and their parents and families in 

community events. 

o Fundraising events i.e. Fashion Show. 

o Holy Sacraments. 

¶ Invite foreign national parents to become active members of the school community. 

o Parents Association. 

o School Games. 

o School Trips- (Supervisors) 

o Coffee Mornings 

 

Whole School. 
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Within each school year we aim to undertake at least one of the following: 

¶ Create at least one school display, which celebrates and promotes interculturalism within our 

school. 

¶ Nationality and countries of origin display. 

¶ Languages Display. 

¶ School signs in different languages i.e. English, Gaeilge, and Arabic. 

¶ Recognise and reflect upon the diverse religions within our school. 

¶ Display world religion chart. (Make references to in class.) 

¶ World religion day (Various activities across the school focusing on one religious event within one 

religion, i.e. Eid in Islam)  

¶ Have a continental/ country day once a year: 

o Classes throughout the school contribute to various aspects of a country's life to make a 

whole school display/ fair or each class prepares information about a particular country 

within a chosen continent. Parent involvement should be paramount. Have a multi-cultural 

week (like Seachtain na Gaeilge), where each class contributes to a whole school effort. 

¶ Ensure that children's names are kept in their original language, not an Irish friendly translation. 

¶ Create an intercultural magazine with stories, myths, poems, customs etc. This magazine should be 

prepared by pupils and sold in school to cover costs. 

¶ Provide informal meeting opportunities for parents through termly coffee mornings. 

 

Class 
¶ Within each school year we aim to undertake at least one of the following: 

o A study of countries where children have come from; food, clothes, dance, customs, music, 

traditions, religion and language. 

o Individual research projects on the above. 

o A guest speaker presenting and discussing above. 

o Presentation by student on the above, especially their religious beliefs and customs. 

o Include aspects of culture in curriculum activities, e.g. games and dance in P.E. and food 

in science and S.PH.E. 

o Use S.P.H.E and Religion as specific vehicles to encourage and promote interaction and 

acceptance of each other. 

o Create a print friendly environment using signs in different languages. 

 

¶ The need for this policy was discussed at the Board of Management meeting on December 

2
nd

 2004 

¶ This policy was discussed at staff meeting on February 10
th
 2006, and read at meeting on 

19
th
 May 2006 

¶  This policy was completed and made ready for the school plan 19
th
 May 2006 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

 

¶ This policy is reviewed yearly by TEFL teachers 

 

**********  

POLICY DOCUMENT:  NO. 8  ̧ 
Attendance policy 
 

The Attendance Policy of St. Paulôs NS includes the encouragement of children to participate and 

attend school every day the school is open.  This is facilitated by encouraging parents to send their 

children to school on a regular basis.  On the junior-infant induction night, parents are informed of 
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their responsibilities and the legal implications if negligent in this area.  Childrenôs attendance is 

also marked on the report card at the end of the year.  The role of the class teacher is to monitor 

the attendance of children in their class and to encourage everyone to attend while highlighting the 

importance of attending school.  Under the Education Act 2000 it is compulsory for each child to 

attend school between the ages of 6 and 16.   

 

Implementation of policy 

¶ It is compulsory for each teacher to record attendances daily in rolla book at rolla time:  

approximately 10am.  The numbers from the teacherôs roll book are entered into their own 

class numbers copy and then transferred to the school leabhar tinreamh. 

¶ Children must have written explanation of any absences.  These notes are to be kept by 

class teacher for that school year. 

¶ IF a child misses more than 20 days and is over the age of 6 it will be reported to the 

national education welfare board (NEWB); who will in turn contact the parents seeking an 

explanation for childrenôs absences. 

¶ The school must report online or in writing attendance statistics to NEWB for children 

between the ages of 6 and 16.   This shall be done by the principal and special-duties 

teacher. 

¶ Teacher Attendance: 

o From January 2009 substitute cover cannot be provided for one sick day.  Classes 

are to be divided and teachers are to have set of work photocopied per child in event 

of not attending work (one set per term) 

 

¶ This policy was completed and made ready for the school plan in 2005 

¶ Item re teacher attendance was discussed at our staff meeting on 5
th
 December 2008 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

 

¶ Date for review:  School Year 2009-2010 

 

**********  

POLICY DOCUMENT:  NO. 9  ̧ 
Child-protection policy 
 

In November/December 2005, training under the heading, óChild Protection Policy Developmentô 

was delivered to adults who work with children in this parish, particularly to all who carry out such 

work in its churches, schools and clubs.  Those who undertook this training developed the 

following policy. 

 

School Policy Statement: 

The school of St Paulôs NS undertakes to do all in its power to create a safe environment for 

children and young people and to ensure their protection from physical, sexual and emotional 

abuse. 

 

Recommendations of this Policy 

¶ Treat all children equally 

¶ Ensure that there is always a proper ration of adult leaders to children 

¶ Ensure the gender appropriateness of those in charge 

¶ Leaders and leadership structures must be clearly identified 

¶ Ensure children are supervised at all times 
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¶ Keep a record of attendances 

¶ Keep written records of all incidents, accidents and complaints 

¶ Reserve judgement whenever a complaint is made; focus on recording facts (such as date, 

time and names of others present. 

¶ Ensure that home phone numbers, contact numbers and addresses are easily accessible 

¶ Employees, volunteers and others who work with children must have óGarda Clearanceô 

 
Guidelines 

THE GUIDELINES ARE LAID OUT AS FOLLOWS: 

1.0 Appointment of a Designated Liaison Person (DLP) 

2.0 Roles, Responsibilities and Guidelines 

 2.1 Role of the Board of Management 

2.2 Role of the Staff Members (Teachers, SNAs, Caretaker, 

            Secretary) 

 2.3 Role of the Designated Liaison Person 

3.0      Case Conferences 

4.0      Organisational Implications 

5.0 Curriculum Implications 

 

 

1.0    Appointment of a Designated Liaison Person (DLP) 

a. The Board of Management has appointed Geraldine Stackpoole, as the Designated 

Liaison Person (DLP) in St Paulôs N.S. to have specific responsibility for child 
protection. 

b. John Tuohy has been appointed as Deputy DLP to take the place of the DLP if he/she 

is unavailable for whatever reason. 

c. The position of DLP will be addressed at the first meeting of each new Board of 

Management. The DLP will continue to act as such until such time as he/she is 

replaced by the BOM for whatever reason. 

  

2.0     Roles and Responsibilities 

¶ The Board of Management has primary responsibility for the care and welfare of 

their pupils.  

¶ The DLP has specific responsibility for child protection in the school.  

¶ All staff have a general duty of care to ensure that arrangements are in place to 

protect children from harm. 

  

2.1    Role of the Board of Management 

a. To arrange for the planning, development and implementation of an effective 

child protection programme. 

b. To monitor and evaluate its effectiveness. 

c. To provide appropriate staff development and training 

 Specifically they will 

1. Appoint a DLP and deputy DLP. 

2. Have clear procedures for dealing with allegations or suspicions of child 

abuse (See below) 

3. Monitor the progress of children at risk 

4. Ensure that curricular provision is in place for the prevention of child 

abuse. 
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5. Investigate and respond to allegations of child abuse against one of the 

schoolôs employees which have been reported to the Health Service 

Executive (HSE) or Gardaí. 

6. To decide on teachers attendance at child protection meetings/case 

conferences and to advise teachers before attending such 

meetings/conferences. 

  

Procedures for BOM in cases of allegations or suspicions of child abuse by a school 

employee: 

  

Reporting  
In the event of receiving a complaint or suspicion re an employee: 

i. The DLP will immediately inform the chairperson. 

ii.  S/He will seek a written statement of the allegation from the person/agency 

making the allegation. Parents/Guardians may make a statement on behalf of a 
child. 

iii.  The DLP will seek advice from the relevant HSE and will take responsibility for 

reporting, based on this advice. 

iv. If the DLP, following consultation with the HSE, decides that this matter is not for 

reporting, s/he must inform the Chairperson. They must then inform, in writing, 

the person or agency making the allegation, of the reasons for this decision. If this 

person or agency still has concerns, they are free to consult with or report to the 

relevant HSE or Gardaí on an individual basis. The provisions of the Protection 

for Persons reporting Child Abuse Act 1998 apply, once they report reasonably 

and in good faith. 

v. If the DLP, following consultation with the HSE, decides that this matter is for 

reporting s/he should inform the Chairperson, who should proceed in accordance 

with the procedures in the Child Protection Guidelines (1999 p.16).  

vi. The DLP/Deputy DLP completes a standard reporting form as comprehensively as 
is possible. 

vii.  When the Chairperson becomes aware of an allegation of abuse s/he will always 

seek legal advice and base his/her response on this advice. 

viii.  S/he will privately inform the employee of the fact and nature of the allegation 

and whether or not it has been reported by the DLP to the HSE. (Refer to 4.2 ï 

4.3, p.16 of Child Protection Guidelines and Procedures (DES, 2001). The 

chairperson has a duty to afford the employee fairness and due process ï s/he is 

entitled to details and a copy of the written allegation, to advice and representation 
and an opportunity to respond to the Board within a week.  

 

B.  Responding 

i. When the Chairperson becomes aware of an allegation of abuse s/he will always 
seek legal advice and base his/her response on this advice. 

ii.  The Chairperson will consider whether there is any risk to pupilsô safety. If the 
Chairperson considers that there is a risk ï s/he may require the employee to take 

immediate administrative leave. If unsure the chairperson will consult with the 

HSE/Gardaí. 

iii.  If administrative leave has been invoked, the chairperson will inform the DES. 

The HSE (in some cases the Gardaí) may also be notified in accordance with legal 

advice received. 
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iv. Once it is deemed necessary by the DLP and Chairperson to make a report (after 

receiving advice from the HSE) the Chairperson will convene and inform a 

meeting of the BOM as soon as possible. 

v. Where the alleged abuse has taken place within the school, or relates to the abuse 

of pupils of the school, by school employees outside of school time, the BOM will 

investigate the matter. They will convene a further meeting, once the relevant 
information has been gathered. At this meeting the BOM will consider in detail  

¶ the allegations made and their source,  

¶ the advice given by relevant authorities  

¶ And the written responses of the employee.  

vi. At this meeting also  

¶ the person/agency who is alleging abuse by the school employee should be 

offered an opportunity to present his/her case to the BOM and may be 

accompanied by another person 

¶ Parents/guardians may act on behalf of child.  

¶ The employee should also be afforded an opportunity to present his/her case 
and may also be accompanied.  

vii.  The BOM must deal with the matter sensitively and the employee must be fairly 

treated. 

viii.  The BOM will make a decision on action, if any, based on their investigation and 

will inform the employee of this in writing. They will also inform the DES of the 

outcome, if the employee has been absent on administrative leave. 

ix. Where it is not possible for the BOM to conduct an enquiry into allegations (e.g. 

where abuse has occurred in past employment, or where the employee is 

undergoing investigation by relevant authorities), the Chairperson will act on 

advice of authorities. The Chairperson will maintain close contact with the HSE 

and receive reports and records from them where appropriate. 

  

2.2. Role of the Staff Member (to include Teachers, SNAs, Caretaker, Secretary etc) 

a. It is the responsibility of all teachers and staff members to familiarise themselves 

with the Children First National Guidelines for the Protection and Welfare of 

Children (1999) especially 

¶ Chapter 3  Definition & Recognition of Child Abuse 

¶ Chapter 4 Basis for Reporting & Standard  

                       Reporting Procedures 

¶ Appendix 1 Signs and Symptoms Of Child Abuse 

  

b. Guidelines for teachers and staff members in handlingé 

 

1. Disclosures from children 

a. Where a child discloses alleged abuse to a staff member, the person 

receiving that information should listen carefully and supportively. Great 

care must be taken not to abuse the childôs trust. This should not be a 

formal interview.  

 

The following advice is offered: 

¶ Listen to the child. 

¶ Do not ask leading questions or make suggestions to the child. 

¶ Offer reassurance but do not make promises. 
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¶ Do not stop a child recalling significant events. 

¶ Do not over-react. 

¶ Confidentiality should not be assured - explain that further help may 
have to be sought. 

¶ Record the discussion accurately noting 

o What, where and when? 

o Descriptions and possible sketches of physical injuries. 

o Explanations of injuries using direct quotations if 
appropriate. 

¶   Retain the record securely. 

b. The staff member should obtain only necessary relevant facts. It is not the 

responsibility of school personnel to investigate allegations of abuse. 

c. The DLP should then be informed and given relevant records.  

d. If the suspected abuser is the DLP then the suspicion and any records will 

be passed on to the Chairperson who will proceed as per guidelines.  

 

2. Suspicions of Abuse:  

a. Staff members who suspect abuse should refer to Children First National 

Guidelines for the Protection and Welfare of Children (1999) especially 

Ç Chapter 3:  Definition & Recognition of Child 

                               Abuse 

Ç Chapter 4:  Basis for Reporting and Standard            

Reporting Procedures 

Ç Appendix 1: Signs and Symptoms Of Child 

                                Abuse 

b. Staff members should observe and record over time the 

dates/signs/symptoms/behaviour causing them concern. 

c. They should inform the DLP and pass on all records. 

  

2.3. Role of the Designated Liaison Person (DLP) 

a. The DLP acts as a liaison with outside agencies, HSE, Gardaí and other parties 

with child protection concerns 

b. The DLP will inform all school personnel of the availability of the Children First 

Guidelines in the school. S/he will photocopy and circulate to all staff Chapters 3 
& 4 & Appendix 1 of these guidelines and advise on good practice 

c. The DLP will be available to staff for consultation regarding suspicions or 

disclosures of abuse. S/he will keep records of these consultations. 

d. The DLP will seek advice from the HSE. 

e. The DLP will report suspicions and allegations of child abuse to the HSE or/ and 

An Garda Síochána based on this advice. 

f. The DLP will maintain proper records in a secure, confidential manner and in a 

secure location. 

g. The DLP will keep up to date on current developments regarding child 
protection. 

  

Guidelines for the DLP in handling reported concerns and disclosures  

a. Where the DLP/Deputy DLP have concerns about a child, but are not sure whether 

to report the matter to the HSE, they should seek appropriate advice. To do this the 

DLP/Deputy should make informal contact with the assigned (on duty) Social 
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Worker. The DLP/Deputy in this case, should be explicit that s/he is requesting 

advice and not making a report. If advised to report the matter, the DLP will act on 

that advice. 

b. A report will then be made to the HSE by the DLP/Deputy in person, by telephone 

or in writing. In the event of an emergency or non-availability of HSE staff, the 

report should be made to the Gardaí. The DLP should also report the matter to the 

Chairperson of the BOM, who should then follow the procedures as outlined in 

Chapter 4 (Section 4.3) of Children First National Guidelines for the Protection and 

Welfare of Children (1999). 

c. A standard reporting form is completed by the DLP/Deputy as comprehensively as 
possible (See Appendix 1, Child Protection Guidelines and Procedures, DES).  

d. Parents/guardians will normally be informed that a report is being made. It may be 

decided that informing the parent/carer is likely to endanger the child or place the 

child at further risk. The decision not to inform the parent/carer should be briefly 

recorded together with the reasons for not doing so.  

e. When the allegation is against the DLP, the chairperson then assumes responsibility 

for reporting the matter to the HSE and filling in the standard reporting form. 

f. Where there are allegations or suspicions of Peer Abuse the DLP will follow the 
same procedures.  

¶ Parents of all parties will be notified and the DLP will inform the 
Chairperson.  

¶ Principal and class teachers will make arrangements to meet separately with 

all parents, to resolve the matter. 

¶ The school will make arrangements to minimise the possibility of the abusive 

behaviour recurring. 

 

3.0 CHILD PROTECTION MEETINGS (Case Conferences) 

a. A request is made from the HSE through the DLP who should consult with the 

Chairperson of the B.O.M. of the school. The Chairperson may seek clarification 

through the DLP as to why the attendance of the school employee is necessary 
and ascertain who else will be present.  

b. The school employee may complete a report for the meeting/conference. (See 

Appendix 3, Child Protection Guidelines and Procedures, DES).  

c. The school employee will be advised if children/parents/guardians are going to 

be present. The school employee may contact the Chairperson of the Child 

Protection Meeting for advice. 

d. The school employee may keep a childôs behaviour under closer observation, if 
requested to do so. This may include observing the childôs behaviour, peer 

interactions, school progress or informal conversations. 

e. In all cases, individuals who refer or discuss their concerns about the care and 

protection of children with HSE staff, should be informed of the likely steps to 

be taken by the professionals involved. Where appropriate and within the normal 

limits of confidentiality, reporting staff will be kept informed about the outcomes 
of any enquiry or investigation following on from their report 

f. Teachers attending a child protection meeting/case conference should familiarise 

themselves with the protocol outlined on pgs. 149 ï 155 of Children First 
National Guidelines for the Protection and Welfare of Children (1999) 

 

4.0 Organisational Implications 
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School procedures already in place and new procedures being put in place will be examined 

with reference to the Children First Guidelines and any Child Protection issues that may 

arise will be addressed.  

  

The following policies have been addressed in this review: 

Accidents 

Attendance 

Behaviour 

Bullying 

Children travelling in staff cars                      

Communication  

Induction of all New Staff  

Induction of Pupils 

Record Keeping         

Supervision 

Swimming     

Visibility    

Visitors 

 

Accidents 

While every precaution will be taken under our Health and Safety Statement to ensure the 

safety of children, we realise that accidents will happen. Accidents will be noted in our 

Incident book and will be addressed under our accident policy as part of Health and Safety. 

  

 Attendance 

Our school attendance will be monitored as per our attendance policy. With regards to child 

protection we will pay particular attention to trends in non-attendance. We will also 

monitor non-attendance in correlation with signs of neglect/physical/emotional abuse. 

   

Behaviour 

Children are encouraged at all times to play co-operatively and inappropriate behaviour will 

be addressed under our Code of Behaviour. If an incident occurs which we consider to be 

of a sexualised nature we will notify the DLP who will record it and respond to it 

appropriately. 

                     

Bullying 

Bullying behaviour will be addressed under our Anti-Bullying policy. If the behaviour 

involved is of a sexualised nature or regarded as being particularly abusive then the matter 

will be referred to the DLP. 

  

Children travelling in staff cars 

Members of the school staff will not carry children alone in their cars at any time. 

 

Communication 

Every effort will be made to enhance pupil-teacher communication. If pupils have concerns 

they will be listened to sympathetically. The SPHE/Oral Language/RE programmes allow 

for open pupil-teacher communication, which is hoped will aid the pupil-teacher 

relationship. If teachers have to communicate with pupils on a one-to-one basis, they are 

requested to leave the classroom door open. Further details on communications are found in 

the schoolôs Communications Policy. 

 

Induction of Teachers and Ancillary Staff 
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The DLP will be responsible for informing all new teachers and ancillary staff of the 

Children First Guidelines (1999). The DLP will give a copy of Chapters 3 & 4 and 

Appendix 1 and this Child Protection Policy to all new staff. All new teachers are expected 

to teach the objectives in the SPHE programme. Margaret Bernard is responsible for the 

mentoring of new teachers and will be responsible for supporting new teachers as they 

implement the SPHE objectives. Margaret Bernard is also responsible for ensuring that new 

teachers know how to fill in the roll book correctly while Mary Dalton is responsible for 

informing the teacher of record keeping procedures within the school. 

 

Induction of Pupils 

All parents and children will be made aware of attendance rules and their implications as 

laid down in the Education Welfare Act (2000). All parents will be informed of the 

programmes in place in the school that deal with personal development e.g. RSE, Walk Tall 

and SPHE. All new parents are given a copy of the schoolôs enrolment policy, which 

outlines the procedures parents and children should use when contacting the school if there 

are absences or concerns of an educational/personal/family matter. Parents are encouraged 

to make an appointment with the class teacher/principal if they wish to discuss their childôs 

progress. All parents are given a copy of the schoolôs Code of Behaviour and Anti-Bullying 

policies. 

 

Record Keeping 

Teachers will keep each childôs file updated with results of assessments carried out, dates 

and details of meetings with parents and notes from parents. The records are kept in the 

bottom drawer of each teacherôs desk which is locked at all times. Roll books will be 

updated daily. Sensitive information regarding children will be shared on a need-to-know 

basis. All educational files of pupils who no longer attend this school are kept in the filing 

cabinet in the principalôs office for 5 years. Further details on record keeping are found in 

the schoolôs Record Keeping Policy. 

 

Supervision 

School supervision policy will be followed by all staff to ensure that there is comprehensive 

supervision of children at all breaks and before and after school. Principal/deputy principal 

will be involved before/after school supervision (see rota on staff notice board). A further 

rota will be displayed to cover 11 oôclock and lunchtime breaks. 

 

See supervision policy for agreed rules around break-times.  

See supervision policy for procedures around teacher absences. 

 

Swimming 

Children will be brought by bus to the swimming pool. Children will line up in an orderly 

manner for the bus as stated in our dismissal policy in the schoolôs Health and Safety 

Statement. Parents will assist with supervision in the changing rooms in order to ensure the 

childrenôs safety. All adults will act in óloco parentisô and as such will act as prudent 

parents in helping children to return to school as dry as possible. Parent helpers will be 

briefed on our swimming procedures. 

 

Visibility 

Teachers will ensure that children are visible in the schoolyard. Children will not be 

allowed to spend time in classrooms, toilets or sheds where they would not be under adult 

supervision. They are not to leave the school yard or to engage with adults who are outside 

of the school yard. 
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Visitors 

Teachers on yard duty will be aware of visitors entering the schoolyard and will ascertain 

their intentions. They will be supervised in the discharge of their business. 

 

 

 
 5.0 Curriculum Implications 

Introduction 

In St Paulôs NS all children will be cherished and in fulfilling the general aims of the 

Primary Curriculum we will: 

¶ Enable the child to live a full life as a child and to realise his or her potential 

¶ Enable the child to develop as a social being through living and co-operating with 

others and so contribute to the good of society 

¶ Prepare the child for further education and lifelong learning  

 

In endeavouring to realise these aims we will create a positive school climate which is open, 

inclusive, respectful, fair, democratic and tolerant and which seeks to support the holistic 

development of all children and all adults working with our children. The strategies we will 

use to create this environment are detailed in our SPHE Plan and will involve: 

¶ Creating a health-promoting physical environment 

¶ Enhancing self-esteem 

¶ Fostering respect for diversity 

¶ Building effective communication within the school 

¶ Developing appropriate home-school communication 

¶ Catering for individual needs 

¶ Developing democratic process 

¶ Fostering inclusive and respectful language. 

  

We strive to ensure that our school will be physically and emotionally safe and we will 

deliver the curricular content of our SPHE programme with a view to giving our children the 

protective skills of self-esteem and assertiveness. The circle time and bubble time 

methodologies will be used on a whole school basis. The No-Blame approach will be 

adopted in our Anti-Bullying policy. Co-operative interpersonal skills will be developed 

through working in pairs and working in groups. Older children will be encouraged to work 

positively with conflict, negotiation and consensus building skills developed. 

  

Junior and Senior Infants 

Infant teachers will teach content objectives as laid out under the 10 strand units in our 

SPHE programme. They are 

¶ Self Identity 

¶ Taking care of my body 

¶ Growing and changing 

¶ Safety and protection 

¶ Making decisions 

¶ Myself and my family 

¶ My friends and other people 

¶ Relating to others 

¶ Developing citizenship 

After discussion teachers felt that these strand units would enable children to develop 

assertiveness, body integrity, skills relating to self-care, respect for others, identification of 

feelings and skills necessary to recognise and tell of abuse. 
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The SPHE programme would be supported, using the Walk Tall resources, our Alive-O 

programme and Stay Safe resources. 

 

1st & 2nd classes 

Again teachers agreed that implementing our SPHE programme as laid out under the 10 

strand units named above would enable the children to develop skills, knowledge and 

attitudes pertaining to self-esteem, esteem for others and the environment and skills 

pertaining to self-care and disclosure. Healthy eating, positive attitudes to drug use and anti-

bullying awareness will be introduced. 

 

The SPHE programme will be supported by using the Walk Tall resources, our Alive-O 

programme, North Western Health Board materials and the Stay Safe programme. 

  

3rd and 4th classes 

Our SPHE programme will again be implemented according to the 10 strand units. 

Knowledge, skills and attitudes developed in previous classes will be built on. Children will 

be enabled to develop intra-personal skills and inter-personal skills. As children mature they 

wil l be challenged to develop their decision-making skills. They will be encouraged to 

develop self-protection skills pertaining to smoking and alcohol. Peer pressure and the 

influence of the media will also be examined. The development of self-esteem, esteem for 

others, assertiveness, awareness of feelings, and skills around self-protection and disclosure 

will underpin our teaching. 

Our SPHE programme will be supported by the use of Walk Tall resources, Prim-Ed anti-

bullying materials, RSE materials and the Stay Safe programme. 

  

5th and 6th classes 

Our SPHE programme will be implemented according to the curricular objectives as laid out 

under the 10 strands in the SPHE Revised Primary Curriculum. Skills, knowledge and 

attitudes developed in earlier classes will be enhanced. Children will continue to develop 

self-awareness and positive attitudes to themselves, others, their environment and the wider 

world in which they live. Self protection and respect for others will be fostered, decision-

making skills developed, peer influence and media bias examined. Knowledge of drugs and 

positive attitudes to drug use will be further developed. Children will be enabled to develop 

good group-building skills, anti-bullying awareness and conflict resolution skills. Self-

protection will be emphasised and protection of younger, less able people. Positive attitudes 

to sexuality will be developed and respect for self and others fostered (see RSE policy). 

  

The SPHE programme will be supported by the use of the Walk Tall materials, RSE 

resources, Stay Safe resources and North-Western Health board resources.       

 

Success Criteria 

We will evaluate the success of this policy using the following criteria: 

¶ Delivery and participation by all staff in training 

¶ Delivery of the SPHE curriculum 

¶ Resources to support the delivery of SPHE 

¶ Delivery and participation by children in the Stay Safe Programme 

¶ Assessment of these procedures by participants following a child protection case 

¶ Feedback from all staff 

 

 

Timeframe for Implementation 
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This plan will be implemented during Nov/Dec 2007 ï Jan 2007 and discussed at January 2007 

staff meeting. 

 

Timeframe for Review 

At the first staff meeting of every year the DLP will remind all teachers of the guidelines and 

copies of Chapter 3 & 4 & Appendix 1 of The Children First Guidelines will be given to those 

who require them.  

 

A review will be conducted based on the criteria above, following any and all incidents when 

the guidelines are used. 

 

Responsibility for Review 

¶ DLP  

¶ Principal 

¶ All Staff 

 

Ratification and Communication 

¶ This policy was completed and made ready for the school plan on 6
th
 June 2006 

¶ This policy was ratified on 4th March 2007. 

¶ Parents were notified of its existence and were invited to look and comment on the policy, 

which was displayed on the Parentsô Notes Notice board between February 14th and 21st 

2007. 

¶ This policy was discussed at staff meeting on December 7
th
 2007 ï DPL identified; staff 

requested to make themselves familiar with policy 

 

¶ Date for review:  School Year 2009-2010 

 

********* *  

POLICY DOCUMENT:  NO. 10  ̧ 

Policy on Bullying 
 

1. Definition of Bullying. 

Bullying is repeated aggression, verbal, psychological or physical abuse conducted by an 

individual or group against others. 

 

2. Types of Bullying. 

There are many different types of bullying, these include physical aggression, damage to property, 

extortion, intimidation, abusive telephone calls, isolation, name calling, slagging etc. 

All types of bullying can happen on a day-to-day basis.   Sometimes a few types of bullying are 

used when the bully is engaging in aggressive behaviour.   When the behaviour is systematic and 

ongoing IT IS BULLYING.  Bullying can be very subtle or very blatant and can be carried out by 

one or more individual. 

 

3. Bullying ï Indications/Symptoms 

Pupils who are bullied will feel very insecure and suffer extreme anxiety.   Their suffering is 

indicated through change in mood and behaviour; the following signs may indicate that a child is 

being bullied. 

¶ He/She may be anxious about travelling to and from school. ï pain in the tummy, asking 

parents to collect them or changing route of travel. 
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¶ Unwillingness to go to school. 

¶ Falling behind in educational performance, loss of concentration. 

¶ Visual signs of anxiety or distress - stammering, crying, not eating, bed-wetting, nightmares or 

difficulty in sleeping. 

¶ Possessions missing or damaged 

¶ Child shows bruising, cuts or damage to the clothing. 

¶ Closed and reluctant to talk about what is troubling him/her. 

These signs do not suggest that a child is being bullied but if these signs are occurring in 

combination they do warrant investigation in order to establish what is affecting the pupil. 

 

4. (A) The Victim  

 

Any pupil, through no fault of their own, may be bullied.   Some pupils can unwittingly behave in a 

very provocative manner, which attracts bullying behaviour.   They may be bullied for many 

reasons.   The pupils who are most at risk of becoming victims are those who react in a vulnerable 

and distressed manner. 

 

(B) The Bully  

 

Many children or adults who bully have ólearnedô the behaviour, they can be seeking attention or 

setting out to impress.  They are unaware or indifferent to the victimôs feelings.   It is not 

uncommon to find pupils who engage in bullying behaviour are also bullied. 

 

5. Bullying Policy in St. Paulôs N.S.   

 

(a) To create a school ethos which encourages children to disclose and discuss incidents of 

bullying behaviour. 

(b) To raise awareness of bullying as a form of unacceptable behaviour with school management, 

teachers, pupils, parents/guardian. 

(c) To ensure comprehensive supervision and monitoring measures through which all areas of 

school activity are kept under observation. 

(d) To develop procedures for investigating and dealing with incidents of bullying behaviour. 

(e) To develop a programme of support for those affected by bullying and for those involved in 

bullying behaviour. 

(f) To work with and through the various local agencies in countering all forms of bullying and 

anti-social behaviour. 

(g) To evaluate the effectiveness of school policy on anti bullying behaviour. 

 

Procedures for Noting and Reporting an Incident of Bulling Behaviour. 

 

1. School authorities should ensure that there is a procedure for the formal noting and reporting an 

incident of bullying behaviour and that such a procedure should be seen to be an integral part of 

the code of behaviour and discipline in the school.   This system should also provide for early 

detection of signs of indiscipline and/or significant change in mood or behaviour of pupils. 

2. All reports of bullying, no matter how trivial, should be noted, investigated and dealt with by 

teachers.   In that way pupils will gain confidence in telling.  This confidence factor is of vital 

importance. 

3. Serious cases of bullying behaviour by pupils should be referred immediately to the Principal 

and Vice-Principal. 

4. Parents or guardians of victims and bullies should be informed by the Principal or Vice 

Principal earlier rather than later of incidents so that they are given the opportunity of 

discussing the matter.   They are then in a position to help and support their children before a 

crisis occurs. 
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5. Parents/guardians must be informed of the appropriate person to whom they can make their 

enquiries regarding incidents of bullying behaviour, which they might suspect or they have 

come to their attention through their children or other parents/guardians. 

6. It should be made clear to all pupils that when the report incidents of bullying they are not 

telling tales but are behaving responsibility. 

7. Individual teachers in consultation with the appropriate staff member should record and take 

appropriate measures regarding reports of bullying behaviour in accordance with the schoolôs 

policy and Code of discipline. 

8. Non-teaching staff such as secretaries, caretakers, cleaners should be encouraged to report any 

incident of bullying behaviour witnessed by them. 

9. In the case of a complaint regarding a staff member, this should normally in the first instance 

be raised with the staff member in question and if necessary, with the principal. 

10. Where cases, relating to either pupil or a teacher remain unresolved at school level, the matter 

should be referred to the schoolôs Board of Management. 

11. If not solved at Board level, refer to local Inspectorate. 

     

Corrective Action/Sanctions etc 

1. A continuous stream of minor misdemeanours in class and in the yard shall be considered a 

sufficiently serious matter to apply the following sanctions if the behaviour persists despite 

reasoning, reprimand and other forms of disciplinary action as laid down by the Department of 

Education & Science 7/88. 

2. All acts of bullying continuous use of foul language and aggressive threatening or violent 

behaviour shall be considered a major breach of discipline.  The sanctions listed below shall be 

immediately imposed.  If one act should be considered sufficiently serious breech of discipline, 

earlier stages of the sanction code may not be applied and the childôs behaviour brought 

directly of the Board of Management.   The parents will be informed of this. 

3. In the following circumstances children will be expected to make amends for misdemeanours.  

(a) if a child is found responsible for littering he will be expected to collect the litter.  (b) in a 

case of defacement of property a child will be expected to repair the damages as far as possible.  

(c) if a child breaks or damages property it will have to be replaced. 

4. Parents are kept informed about their children on an ongoing basis in St. Paulôs.  However, if a 
child is continuously misbehaving or is involved in a serious breach of discipline, the parents 

are informed and may be sent for by the teacher or Principal. 

 

Actual Sanction/ Procedure to be Followed:  

 

1. Parents are contacted informing them of their childôs misdemeanour.   This must be 
acknowledged by parent/parents where appropriate. 

2. Should the childôs behaviour persist contact is made a second time requiring the presence of the 

pupilôs parents at a meeting with both the Principal and Class teacher. 

3. Further misdemeanours shall be referred to the Board of Management for more serious 

consideration; or the Board shall give the authority to the chairperson or principal to suspend 

disruptive pupils, pupils who persistently breach school rules, or where a pupil is involved in a 

serious breech of discipline e.g. assault, anti-social behaviour etc.  The maximum initial period 

of such exclusion shall be for three days. (Rule 130 Rules for National Schools; Circular 20/90) 

If there is no response from the parents to Sanction 2 within a set period of time the matter is 

referred directly to the Board. 

 

Appendix For Teachers 

 

1. The class behaviour book shall record the children who disrupt class, the nature of the 

disruption, the date and the action taken. 
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2. The office behaviour book shall record all the serious playground misdemeanours, the children 

who commit them, the date on which they are committed and the course of action taken. 

3. If a child misbehaves during break periods his/her name should be noted at the time, he/she 

should later be called from the line to stand in the porch until all the classes have been let in, 

children should not be sent to stand outside the office.   The children should then be brought to 

the office and his/her name entered into the book, and suitable punishment assigned.   The 

exercise should be completed for the following day. 

Just as the children understand why the rules were drawn up, so also must they have the rules 

clearly and specifically outlined to them in a consistent and fair manner, enabling them to 

understand the expectations of the teachers and principal. 
  

¶ This policy was completed and made ready for the school plan in 2005 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

 

¶ Date for review:  School Year:  2009-10 

 

 
 

  **********  

POLICY DOCUMENT:  NO. 11  ̧ 

Acceptable use policy 
 

School Name     St Paulôs National School 

 

Address              Dooradoyle Limerick 
The aim of this Acceptable Use Policy is to ensure that pupils will benefit from learning opportunities 

offered by the schoolôs Internet resources in a safe and effective manner. 

Internet use and access is considered a school resource and privilege.  

Therefore, if the school AUP is not adhered to this privilege will be withdrawn and appropriate 

sanctions ï as outlined in the AUP ï will be imposed. 

It is envisaged that the school will revise the AUP annually.  

éééééééééééééééééééééééééééééééééééé 

 

Schoolôs Strategy 
The school will employ a number of strategies in order to maximize learning 

opportunities and reduce risks associated with the Internet. These strategies are as follows: 

 

General 

¶  A teacher will always supervise Internet sessions. 

¶  Filtering software and/or equivalent systems will be used in order to minimize the risk of 

exposure to inappropriate material. 

¶  The school will regularly monitor pupilsô Internet usage. 

¶  Students and teachers will be provided with training in the area of Internet safety. 

¶  Uploading and downloading of non-approved software will not be permitted. 

¶  Virus protection software will be used and updated on a regular basis. 

¶ The use of personal floppy disks or CD-ROMs in school requires a         teacherôs permission. 

¶  Students will observe good ñnetiquetteò (i.e., etiquette on the Internet) at all times and will not 

undertake any actions that may bring the school into disrepute. 
 

 

World Wide Web 
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¶  Students will not visit Internet sites that contain obscene, illegal, hateful or 

¶ Otherwise objectionable materials. 

¶  Students will use the Internet for educational purposes only. 

¶  Students will be familiar with copyright issues relating to online learning. 

¶  Students will never disclose or publicize personal information. 

¶  Students will be aware that any usage, including distributing or receiving 

¶ Information, school-related or personal, may be monitored for unusual activity, security and/or 

network management reasons. 

 

Email 

¶  Students will use approved class email accounts under supervision by or 

             Permission from a teacher. 

¶  Students will not send or receive any material that is illegal, obscene, defamatory or that is 

intended to annoy or intimidate another person. 

¶  Students will not reveal their own or other peopleôs personal details, such as addresses or 

telephone numbers or pictures. 

¶  Students will never arrange a face-to-face meeting with someone. 

¶  Students will note that sending and receiving email attachments is subject to permission from 

their teacher. 

 

 

Internet Chat 

¶  Students will only have access to chat rooms, discussion forums or other electronic 

communication forums that have been approved by the school. 

¶  Chat rooms, discussion forums and other electronic communication forums will only be used 

for educational purposes and will always be supervised. 

¶  Usernames will be used to avoid disclosure of identity. 

¶  Face-to-face meetings with someone organised via Internet chat will be forbidden. 

 

School Website 

¶  Pupils will be given the opportunity to publish projects, artwork or schoolwork on the World 

Wide Web. 

¶  The publication of student work will be co-ordinated by a teacher. 

 

¶ This policy was completed and made ready for the school plan in 2005 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

¶ This policy was last updated during school year 2007-08 

 

¶ This policy is reviewed annually by post holder, Pat Kennedy 
 

  **********  

 
POLICY DOCUMENT:  NO. 12  ̧ 
Administration of medicines to children 

Guidelines for members. 
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As a general rule, teachers should not be involved in the administration of medication to pupils. In exceptional 

circumstances, where a teacher agrees to become involved in the administration of medication, the INTO advises 

that:   

1. The parent(s) of the pupil concerned should write to the Board of Management requesting the Board to 

authorise a teacher to administer the medication. 

2. The request should also contain written instructions of the procedure to be followed in administering the 

medication 

3. The Board of Management, having considered the matter, may authorise a teacher to administer 

medication to a pupil. If the teacher is authorised she/he should be properly instructed by the Board 

of Management 

4. A teacher should not administer medication without the specific authorisation of the Board 

5. In administering medication to pupils, teachers should exercise the standard of care of a reasonable 

and prudent parent. 

6. The Board of Management should inform the school's insurers accordingly 

7. The Board of Management should seek an indemnity from the parent(s) in respect of a liability that 

may arise regarding the administration of the medication. 

Note: Where the above procedure is put in place the Board of Management should give consideration to 

authorising another member of staff to administer the medication in the event that the regular teacher is absent 

from school. The Board of Management should also make arrangements for the safe storage of the medication. 

 

 

LETTER OF INDEMNITY 

  

 

THIS INDEMNITY made BETWEEN ________________________________ the (lawful father and mother) 

of _____________ (herein after called 'the parents') of the One Part AND for and on behalf of the Board of 

Management of St. Paul's National School, Dooradoyle, Limerick, (hereinafter called the Board'. 

WHERAS: 

1. The parents are respectively the lawful father and mother of _____________, a pupil of the above school. 

2.  The pupil suffers on an on-going basis from the condition known as:  _____ 

3. The pupil may while attending the above school, may require, in emergency circumstances, the administration 

of medication, viz  

4. The parents have agreed that the said medication, in emergency circumstances, be administered by the said 

pupil's classroom teacher and /or such other member of staff of the said school as may be designated from time to 

time by the Board. 

NOW IT IS HEREBY AGREED by and between the parties hereto as follows: 

In consideration of the board entering into the within Agreement, the parents, as the lawful mother respectively of 

the said pupil HEREBY AGREE to indemnify and keep indemnified the Board, its servants and agents including 

without prejudice to the generality the said pupil's class teacher and /or the Principal of the said school from and 

against all claims, both present and future, arising from the administration or failure to administer the said medicines. 
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¶ This policy was ratified at the Board of Management Meeting of April 5
th
 2005 

¶ This policy was updated and made ready for the school plan on 18
th
 May 2006 

¶ This policy was discussed at staff meeting on September 29
th
 2006 ï element discussed:  

There is an incident book in Johnôs office, Every teacher should have their own book 

¶ This policy was discussed at staff meeting on May 19
th
 2006 ï element discussed:  wipes 

only to be used when treating wounds.  If a child receives bump on head we must phone 

home 

¶ The updated policy was included in policy document booklet presented to members of 

Board of Management at meeting of November 21
st
 2006;and ratified at the meeting of 

January 30
th
 2007 

¶ This policy was reviewed at our staff meeting on September 26
th
 2008 ï no change deemed 

necessary 

 

¶ Date for review:  School Year:  2011-12 (unless circumstances deem a sooner review date 

necessary) 

 

  **********  

 
POLICY DOCUMENT:  NO. 13  ̧ 
Equality of access and participation 
 

Formulated at staff meeting May 19
th
 2006.   

 

Rationale 

A policy on equality of access and participation was devised at this time in response to 

o Equal Status Act 2000 
o Employment Equality Act 1998 

o Education Act 1998 

o To enable all our pupils to access and participate in education 

o To promote the principles of justice and equality for all 
o Existing policy is due for review 

 

 

Guidelines (content of policy)  

 

Vision/Mission/School Aims/Characteristic Spirit (ethos) 

¶ Our school aims to support and promote the principles of equality of access, opportunity and 

participation by all the school community, i.e. staff, pupils, parents, board, community 

¶ Our vision statement is inclusive of all ethnic, cultural and religious backgrounds and reflects that 

mission statement which encourages tolerance in the school environment 

 

Organisational Areas 

Enrolment:  

¶ All pupils welcome to enrol in our school irrespective of race, religion, membership of traveller 

community, family status, gender, sexual orientation, disability. 

¶ All pupils placed in age appropriate classes 

¶ Arrangements are made for pupils who do not wish to participate in religion classes/RSE lessons.  

Parents have the right to withdraw their child from class or to give permission for their child not to 

partake in religion class. 
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¶ The characteristic spirit of the school explained to parents so that they are aware of the religious 

denomination of the school and its reflection in the curriculum offered and the organisation of the 

school. 

¶ Support is offered to pupils whose first language is not English where the pupil is in the category of 

Level 1 as outlined by the Department of Education and Science (little or no English).  They are entitled 

to support from an English-Language teacher in the form of withdrawal from class.  
The Employment Equality Act provides for discrimination on grounds of gender (in relation to enrolment) in single sex 

schools.  
The Equal Status Act provides for discrimination in relation to employment where the applicant is over 65 years of 

age. Employers may set a maximum age of recruitment which takes account of (a) cost or time involved in training, (b) 

need for a reasonable period of time in position pre-retirement. 

Exemptions which may be relevant to race: Irish language proficiency for teachers in primary and post primary 

schools. 

A religious, educational or medical institution under the direction or control of a body established for religious 

purposes whose objectives include provision of services in an environment which promotes certain religious values, 

does not discriminate if  (a) it gives more favourable treatment on the religion ground to an employee where it is 

reasonable to do so in order to maintain the religious ethos or (b) it takes action which is reasonably necessary to 

prevent an employee from undermining the religious ethos of the institution.  

An employer must do all that is reasonable to accommodate the needs of an employee with a disability by providing 
special facilities or treatment. This obligation is limited when it costs more that what is referred to as ñnominal costsò, 

the same applies to enrolment of pupils with special needs, the onus for the provision of reasonable accommodation 

lies with the Department of Education and Science and with the board of management.  

 

Staff 
¶ The board is an equal-opportunities employer i.e. does not discriminate against any application for a 

position (or continuation in employment, training opportunities, promotion etc.) in the school based on 

the nine grounds as set out in the Equal Status Act*  

¶ Procedures for promotional posts within the school known to all. (INTO Handbook/CD) 

¶ The format outlined in the CPSMA Board of Management handbook for the advertisement and selection 

of staff is known and is followed 

¶ We have a policy in relation to harassment and bullying  

¶ The principal assigns classes to teachers as outlined in the duties of principal according to the circular 

16/73 of CPSMA 

¶ We have a fair and equitable procedure in relation to job sharing, secondment, staff development, career 

breaks, study leave, carerôs leave, maternity and paternity leave applications, as laid down by the DES 
guidelines/circulars. 

*Grounds:  

Age, Member of Traveller Community, Sexual Orientation, Family Status, Marital Status, Disability, Gender, Religion, 

Race 

 

Home School Communication 

¶ Parents of every child are contacted in the same manner ï communication is made through the parent(s) 

living with the child. 

¶ For parents who do not have a working knowledge of English we try to provide a translator for parent-

teacher meetings.  

 

Parental Involvement 
¶ Our Parents Association has representatives from different ethnic groups within the school. 

¶ Our Parents Association has a gender balance? 

¶ We encourage parents to come into the classroom to share experiences e.g. Sudan, Polish Day, 

Curricular areas e.g. history, geography 

¶ International parents are made aware of language development, the need to continue speaking the 

childôs first language at home while at the same time assisting the child to learn English. 

 

Access to information on school policies/daily routines 

¶ Equal access to all information is made available to all parents through induction nights, school plan and 

monthly newsletter. 
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Extra- Curricular Activities (arranged for after school hours) 

¶ All pupils avail of the extra-curricular activities promoted by the school. 

¶ We aim to provide ensure equal participation and to cater for both genders 

Curriculum 
¶ All children are able to access all areas of the curriculum regardless of background.  However, they can 

opt out of some areas of some subjects with written permission from parent e.g. religion, RSE, can be 

exempt from Gaeilge under circular 14/87 (special needs) 

¶ Various teaching methodologies are employed in the classroom to support integration and promote 

equality of participation e.g. SNAôs, Circle Time, Co-operative learning, projects, groupings etc. 

 

Gaeilge 

¶ Some children are exempt from Irish under Circular 14/87 
¶ Psychologist are made aware of circular 14/87 when assessing a child 

 

English 

¶ The principles of equality & respect for diversity reflected in the textbooks used by the pupils 

¶ English classes are held for pupils whose mother tongue is not English 

 

Maths 

¶ Currencies, measures may not be metric, commonality of numeration and number operations, 

Arabic/Chinese contribution to maths, famous mathematicians, counting in different languages, etc.  

¶ Using statistics, proportional representation in elections, graphs etc.  

 

History 
¶ A balance of hero/heroine, international history, portrayal of perpetrators, gender ratio, principal 

characters in history - Ghandi, Mandela, Luther King, Nobel, Eleanor Roosevelt, Emily Pankhurst, 

Queen Maeve, Cleopatra, Marie Curée, etc are presented.  Pupils /parents can be invited to prepare a 

brief history of their country of origin 

¶ Topics such as slavery, war, child labour, emigration, Universal Declaration of Human Rights etc.  

 

Geography 
¶ People from other countries, food produced in other countries, cultures, national flags, national dress, 

terrain and physical geography, climates, etc. 

 

Science 
¶ Flora and Fauna of other countries, food of other countries, role of Greenpeace and other environmental 

protection agencies 

 

SPHE 

¶ Many opportunities present under the strands Myself and others, Myself and the wider world and the 

strand unit Media education  

 

Religion:  
Understanding other religions, commonalty of other religions, struggle for the freedom of belief, etc.  

 

Music 
¶ Music and songs from other countries, pop stars, instruments, folk music, reggae, international aspect of 

music, freedom songs, labour songs, etc.  

 

Art 

¶ Famous artists, examples of ethnic art, international aspect of art, parents to demonstrate traditional 

crafts, dress and patterns, pottery, etc. 

 

PE 
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¶ Famous sports persons e.g. Jessie Owens, Sonia O Sullivan, traditional games and their country of 

origin, Special Olympics, etc. 

¶ Dance 

 

Drama 

¶ International, cultural, short stories, enacting, role-play, etc.   

 

A) Success Criteria 

This success of this policy will be examined under the following categories 

Á Awareness of language of rights, of concept of equality and justice  

Á Reduction in incidents of bullying/racist incidents 

Á Pupils having and using appropriate language  

Á All pupils accessing and participating in all areas of the curriculum and school life at a level 

appropriate to their needs 

Á Improvement in pupil attainment levels in curricular areas (especially literacy)  

Á Parental satisfaction with the values being promoted in the school 

Á Staff feel that they are valuedéetc.  

 

 

B) Roles and Responsibility 

Those who have particular responsibilities for aspects of the policy are: 

Á Teaching staff  

Á Principal 

Á Board of management in supporting the policy and in providing the identified resource 

 

Implementation Date 

September 2006 

 

Timetable for Review 

School Year 2006/07 

 

 Ratification & Communication 

¶ This policy was completed and made ready for the school plan on 26
th
 August 2006 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

 

¶ Date for review:  School Year:  2010-2011 

 

**********  

POLICY DOCUMENT:  NO. 14  ̧ 
Health and safety 
 

INCORPORATING 

¶ Safety Equipment 
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¶ School Environment 

¶ Health Awareness 

¶ Accidents 

¶ Procedures for Disclosures / Suspicions of Abuse 

¶ Fire Drill Instructions. 

 

AIDHMEANNA: 

¶ To provide a safe, healthy and comfortable environment for both pupils and staff 

¶ To develop an awareness of health and safety rules. 

 

Statement on General Policy. 

 

The board of management of St. Paulôs N.S. Dooradoyle recognises the importance of the 

legislation enacted in the Safety, Health and Welfare at Work act, 1989. 

 

This safety statement sets out the safety policy of the Board of Management of St. Paulôs N.S. and 

sets out the means to achieve that policy. 

The Board of Managementôs objective is to endeavour to provide a safe and healthy work 

environment for all our employees and pupils, and to meet our duties to members of the public with 

whom we come in contact. 

 

The policy requires the co-operation of all employees. 

 

It is our intention to undertake regular reviews of the statement in light of experience, changes in 

legal requirements and operational changes. 

 

The Board of Management will undertake to carry out a safety audit annually and report to staff.   

The inspection / safety audit will be carried out more frequently if requested by either staff or the 

Board of Management. 

 

All records of accident or ill-health will be monitored in order to ensure that any safety measures 

required can be put in place, wherever possible, to minimise the recurrence of such accidents and 

ill -health. 

 

Signed: 

 

---------------- 

Chairperson, Board of Management. 

 

 

Health and Safety statement for St. Paulôs N.S. 

 

1.2 The Board of Management will ensure that in so far as it is practicable, the highest 

standards of safety shall prevail and that at a minimum, the provisions of the Safety, Health 

and Welfare at Work Act, 1989 are applied. 

 

1.3 Specifically, the Board of Management wishes to ensure so far as it is reasonably 

practicable: 

 

1) The design, provision and maintenance of all places in a condition that is safe and 

without risk to health. 

2) The design, provision and maintenance of safe means of access to and from places of 

work. 



 55 

3) The design, provision and maintenance of plant machinery. 

4) The provision of systems of work that are planned, organised, performed and 

maintained so as to be safe and without risk to health. 

5) The provision of instruction to staff on proper lifting techniques of pupils and dealing 

with pupil challenging behaviour. 

6) The provision of such information, instruction, training and supervision as is necessary 

to ensure safety and health at work of its employees. 

7) The provision and maintenance of suitable protective clothing or equivalent as 

necessary to ensure the safety and health at work of its employees. 

8) The preparation and revision as necessary of adequate plans to be followed in 

emergencies.  E.g. fire drills, injuries etc. 

9) The safety and prevention of risk to health at work in connection with use of any article 

or substance. 

10) The provision and maintenance of facilities and arrangements for the welfare of 

employees at work. 

11) Obtaining where necessary, the services of a competent person for the purpose of 

ensuring the safety and health at work of its employees. 

12) The continuing updating of the Safety Statement. 

13) The provision of arrangements for the selection from amongst its employees of a 

representative. 

 

1.4 The Board of Management recognises that its statutory obligations under legislation extends 

to employees, students, any person legitimately conducting school business and the public. 

1.5 The Board of Management of St. Paulôs N.S. will ensure that the provisions of the safety 

Health and Welfare at work Act, 1989 are adhered to. 

1.6 A safety Committee may be established to monitor the implementation of the safety and 

Health policies of St. Paulôs N.S. and the requirement under the Safety, Health and Welfare 

at Work Act 1989. 

 

DUTIES OF EMPLOYEES. 

 

1.   It is the duty of every employee while at work: 

1) To take reasonable care for his/her own safety, health and welfare and that of any 

person who may be affected by his/her acts or omissions while at work. 

2) To co-operate with his/her employer and any other person to such extent as will 

enable his/her employer or the other person to comply with any of the relevant 

statutory provisions. 

3) To use in such manner so as to provide the protection intended, any suitable appliance, 

protective clothing, convenience, equipment or anything provided (whether for his/her use 

alone or for use by him/her in common with others)for securing his/her safety, health or 

welfare while at work. 

4) To report to the Board of Management without unreasonable delay, any defects in  plant, 

equipment, place of work or system of work, which might endanger safety, health or 

welfare, of which he/she becomes aware. 

 

2.   No person will intentionally or recklessly interfere with or misuse any of the relevant statutory 

provisions or otherwise, for securing safety, health or welfare of persons arising out of work 

activities. 

 

3.  Employees will, by using available facilities and equipment provided, ensure that work 

practices are performed in the safest manner possible. 
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CONSULTATION   AND   INFORMATION 

 

It is policy of the Board of Management of St. Paulôs N.S. 

 

¶ To consult with staff in the preparation and completion of the health and safety 

statement and óof Hazard, control forms. 

¶ To give a copy of the Safety Statement to all present and future staff. 

¶ That any additional information or instructions regarding Health, Safety and Welfare at 

work not contained in the document will be conveyed to all staff as it becomes 

available. 

¶ That health and safety and Welfare will form an integral part of any future staff training 

and development plans. 

 

HAZARDS 

1) The Board of management in consultation with the employees will review and make 

recommendations for the elimination of hazards. 

Hazards that can be rectified or minimised will be dealt with as a matter of urgency.  Those that 

cannot will be clearly indicated and appropriate procedures listed beside them. 

 

Specific Hazards 

 

Fire 

It is the policy of the Board of Management of St. Paulôs N.S. that : 

¶ There is an adequate supply of fire extinguishers, which will deal with any type of fire. 

¶ All fire equipment is identified and regularly serviced. 

¶ Regular fire drills take place at least once a year. 

¶ Instruction is given in the use of fire extinguishers for specific materials/equipment 

¶ Fire alarms are clearly marked. 

¶ Signs will be clearly visible to ensure visitors are aware of exit doors. 

¶ All electrical equipment be unplugged or turned off outside office hours and when officers 

are vacated for lengthy periods. 

¶ An assembly area is designated outside the building. 

¶ Those leaving buildings/classrooms should let someone know. 

¶ Exit signs are clearly marked. 

 

Other Hazards 

Examples: 

¶ Condition of school buildings, dampness, draughts, roof slates, leaks, electrical fittings, 

windows opening out at head level , yard surface etc. 

¶ Storage, maintenance, and appropriate use of PE equipment will be adequately documented. 

¶ Individual classrooms, sockets, lights etc. 

¶ Hallway condensation, slippery floor surface, protruding units such as coat rails etc. 

¶ Toilets, water, towels, sanitary disposal units, hand dryers floors, cleaning policy etc. 

¶ Water, drinking/non-drinking areas clearly marked and specified  

¶ Staff room, facilities, safety measures etc. 

¶ Ice/flooding on yards, steps etc. 

 

Constant Hazards 

 

1) Machinery, Kitchen Equipment and Electrical Appliances 

It is the policy of the Board of Management of St. Paulôs N.S. that: 
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Machinery, kitchen equipment and electrical appliances are used in  accordance with 

instructions.   Such appliances and equipment will be subject to regular maintenance 

checks. 

 

2) Chemicals 

It is the policy of the Board of Management of St. Paulôs N.S. that all chemicals, detergents 

etc. be stored in clearly identifiable containers bearing instructions and precautions for their 

use and kept in a locked area, and protection for use when handling them. 

 

3) Drugs Medications 

It is the policy of the Board of Management of ST. Paulôs N.S. that all medications, drugs 

etc. be kept in a proper medication cabinet, locked at all times, ókey to which is kept in a 

secure and safe place. 

 

4) Polished or Wet Floors 

It is the policy of the Board of Management of St. Paulôs N.S. that washing and polishing of 

floors is conducted after school hours to ensure, as far as it is reasonably practicable, 

elimination of danger of slipping.   To this end warning signs regarding wet floors will be 

used. 

 

5) The Code of Discipline 

The Code of Discipline in the school provides for a level of behaviour to minimise personal 

risk or stress to any employee. 

 

6) Access to Employees is by Consent. 

When the employee feels at risk or threatened by a particular person on school property this 

must be drawn to the Board of Managementôs attention.  The Board of management will 

undertake to ensure that in such circumstances all appropriate measures will be taken to 

protect employees. 

 

FIRST AID 

 

It is the policy of the Board of Management of St. Paulôs N.S. that all required remedies and 

equipment are made available for first aid function. 

 

There will be an adequate supply of properly equipped First Aid Cabinet available at all times 

to staff which will contain: 

 

¶ Elastoplast Plasters 

¶ Alcohol Wipes 

¶ Cotton Bandage 

¶ Scissors 

¶ First Aid Chart 

¶ Disposable gloves which must be used at all times when administering First Aid. 

¶ Water and soap will be available and should be used before and after administering First 

Aid. 

 

Any contractor should make direct contact with the Principal before initiating work on the school 

premises. 

It is the policy of the Board of Management of St. Paulôs N.S. to minimise sound pollution ï room 

to room, yard to room etc. 
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When people are working on the premises with drills or other loud implements they must, wear 

protective earmuffs.  Where such work is taking place, which constitutes any threat to Health and 

Safety, the school will be closed or the work will not take place during school hours. 

All flammable, toxic and corrosive substances must be kept in the locked press/room provided.  All 

the above substances must be clearly and accurately labelled at all times. 

 

When a child who needs to be lifted is enrolled in the school suitable support services must be 

provided, arrangements made and training provided for the lifting of the child in order to minimise 

strain on staff. 

 

Arrangements will be made to ensure the protection of staff from violent or disturbed children. 

 

School will avoid dismissing students to unknown care. 

 

School will ascertain at enrolment time the persons who have permission to collect child.  If any 

other person is permitted to collect him/her, a note specifying this should be sent to school if 

possible.  In an emergency situation, a phone call from parent/guardian may suffice. 

 

COLLECTING  CHILDREN 

 

1) Motorists are advised to drive slowly approaching school grounds when collecting children. 

2) Those parking outside the school grounds are advised to accompany children to and from 

the school premises. 

 

FIRE   DRILL   INSTRUCTIONS 

 

To be done once a term, the first one recommended in September.    

 

On Hearing the Fire Alarm 

 

¶ The Principal in charge will be responsible for ensuring that the fire brigade is called 

immediately. 

 

¶ Orders will be given by the teacher.  Follow them strictly. 

 

¶ Persons in charge of classes will take the class in an orderly manner to the assembly 

point away from the fire.  Class teacher brings rolla to count children. 

 

¶ Other members of staff will immediately make their way to the assembly point. 

 

¶ Any student not with his/her class or group when the alarm sounds will make their way 

directly to the assembly point and join their appropriate class or group. 

 

¶ There must be no rushing or overtaking on the way to the assembly point.  No running.   

Form single file and go by the most direct route to the assembly point. 

 

¶ As soon as classes are assembled, teachers will take a roll call or count and report to the 

principal teacher if anyone is missing.   *If any person is found to be missing, an 

immediate check must be made by the staff. 

 

¶ No other person must leave the assembly point to recover clothing, books etc. until 

permission has been given ï in case of a drill by the Principal teacher ï in the case of a 

fire by a fire officer in charge. 
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THE SCHOOLôS RESPONSE TO DISCLOSURE AND SUSPICIONS OF CHILD ABUSE 

 

(In accordance with the guidelines of the Department and the stay safe programme.) 

DISCLOSURES 

           ñThe initial response to a disclosure is crucial.ò 

In the event of a disclosure the teacher should: 
Listen 

Allow the child to tell you what happened in his/her own words without too much prompting.  Give 

the child time and space.  Let the child know that you are not afraid to hear what happened. 

 
Tell the child that you believe him/her 

It is rare for the children to lie about abuse. 

 
Stress that the child was right to tell 

This cannot be done too many times.  It is very important to counterbalance the messages the child 

has been receiving from the abuser. 

 
Emphasise that the child is not at fault 

Stay in Control 

Stay calm.  The initial response is crucial, as the child may not continue to tell if he or she senses 

anger, embarrassment or other strong emotion in the adult. 

 
Be honest about what will happen next 

Do not make unrealistic promises.  Explain that you will have to talk to another person in order to 

get help. 

 
Record 

Make notes of dates and details as soon as possible after the child has disclosed. 

 
Suspicions 

Direct disclosure of abuse to a teacher is unusual.  It is important to document the grounds for 

suspicion.   Over a period of time, these may build into a more definite picture. 

 
General Advice  

Teacher is merely forwarding information to the relevant authority. 

Teacher is acting in the childôs best interests and is not making personal allegations. 

Informal consultation to help to decide whether a referral is warranted. 

If the teacher and principal feel that there are sufficient grounds for concern, the next step is to 

implement the Department of Education guidelines. 

When making a written referral to the Health Board, what is needed is clear, concise and factual 

information about: 

¶ What was seen ï if a physical injury is involved, a simple sketch would be helpful 

¶ When ï record the date and time 

¶ What was said  - record exact words if possible. 

In the interests of confidentiality, teachers may wish to use a code or roll number instead of the 

childôs name in these records.   It is useful to retain any relevant written material or drawings. 

 

When a child has disclosed or there is serious suspicion of chid abuse and a referral is being made 

to the local Health Board, it is not the responsibility of school personnel to make enquiries of 

parents or guardians.  Such enquiries  are in breach of Department of Education Guidelines.   It is 

the responsibility of Health Board personnel to investigate suspected abuse and determine what 

action to take, including notifying parents and Gardai (Department of Education, 1991) 

Health and Safety Statement for St. Paulôs N.S.  Dooradoyle. 
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Clarification of Roles and Responsibilities  

1) School informs Health Board  (appropriately) 

2) Health Board Response to child abuse.   The responsibility for the management, monitoring 

and co-ordination of child abuse cases rests with e ódesignated officerô in each Health 

Board Community Care area. 

 

¶ This policy was completed and made ready for the school plan on 20
th
 September 2006 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

¶ This policy was reviewed by Geraldine Stackpoole (post holder)during September 2007 and 

discussed at staff meeting on September 28
th
 2007 

¶ This policy was discussed at staff meeting on December 7
th
 2007 ï element discussed:  

defibrillator.   It was decided that we were so close to the hospital that we could have 

access to trained personnel by the time we had the defibrillator ready.   

¶ APEX fire representative addressed staff meeting on February 8
th
 2008 on use of fire 

extinguishers 

¶ General health and safety issues discussed at staff meeting on 6
th
 June 2008 

 

¶ This policy is reviewed annually by post holder:  Geraldine Stackpoole 

 

**********  

POLICY DOCUMENT:  NO. 15  ̧ 
Policy on Record Keeping and Data Protection 

  

Introductory Statement   

This policy was formed in June 2006 to define the types of record the school requires and to 

ensure access and confidentiality in the uses of these records. We want to ensure that the school 

has effective management procedures in place to allow parents, or former pupils who have 

reached 18 years of age access to records relating to the progress of the student in his/her 

education 

 

Rationale 

The school needed a policy on record keeping, which would reflect current legislation and provide for good 
communication between school and home. 

Á Teaching is informed by pupilôs learning needs and the recording of where a pupil is in relation to 
his/her learning is a cornerstone of good teaching.  

Á Education Act Section 9(g) provides that parents (or students of 18 years or upwards) are entitled to 

have access in the prescribed manner to records kept by the school relating to the progress of the 
student in his/her education  

Á Attendance at school has a bearing on a pupilôs attainment levels 

Á Education (Welfare) Act requires principals   

1. To communicate to a school, to which a student is transferring, any problems relating to school 

attendance which the pupil concerned had and any other appropriate matters relating to the 

pupilôs educational progress 

2. To keep a record of the pupilôs attendance and the reasons for failure to attend 
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3. To inform the Educational Welfare Officer in writing, where a pupil is suspended for a period in 

excess of 6 days/or where a pupil is absent in excess of 20 school days in a school year/or where 
in the opinion of the principal the student is not attending regularly  

 

Relationship to characteristic spirit of the school  

As outlined in the ethos of the school ST Paulôs NS seeks to enable each child to develop his/her potential in 
a caring environment where the talents of each child are valued. This work can best be done where there is a 
high level of openness and co-operation between staff, parents and pupils.  

 

Aims 

Á To record the educational progress that a pupil is making thereby enabling parents and teachers to 
support the childôs learning. 

Á To report to parents in a meaningful way on the educational progress of their children 

Á To establish clear, practical procedures that will enable parents/guardians (or past pupils who have 
reached the age of 18) to access records relating to educational progress. 

Á To ensure that this access is available within the capacity of the school to administer it.  

Á To establish a clear understanding, shared by management, staff and parents, as to the type of records 
that are maintained and how such records should be made available. 

Á To ensure that the school complies with legislative requirements while awaiting the issue of 

guidelines as to the óprescribed mannerô referred to in Section 9 (g) of the Education Act 

Á To ensure that, is so far as possible, the school complies with legislative requirements/principles of 
good practice while awaiting the issue of guidelines. 

 

Content of policy 

This following statement defines what is understood by órecords kept relating to the progress of that student 
in his or her educationô and this includes 

Á Annual Report 

Á Standardised Tests: A record of percentiles, standard score and sten score 

Á Results of Teacher-designed Tests 

Á Screening Tests:  e.g. MIST 

Á Diagnostic Tests: as according to the SEN policy 

Á IEPs / IPLP 

Á Records of attendance / absence: Roll Books. Explanations for absences ï duly dated and stored for 

the current year only, unless the case needs to be monitored or has been reported to principal, post 

holder or NEWB 

Á Psychological Assessments and Reports 

Á Referrals for Learning Support/ Visiting Teacher Service or other supplementary teaching and 

communications relating to this e.g. a record of parents decision not to allow the child to attend at 
learning support or resource teaching 

Á Enrolment Form 

Á Record of childôs serious breaches of code of behaviour in teacherôs book kept in class.   

Á A record of any serious injuries/accidents in accident book kept in principalôs office 

 

Clear guidelines for the administration of records including records related to employees: 

 
Á The following have access to the records: 
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1. Teachers, parents/guardians, past pupils who have reached 18, 

2.  Education Welfare Officers  

3. Health Board 

4. If any of the above agencies or other external agencies wishes to access records, written 

request must be made to the school and the parents.  If this written permission is not 
forthcoming, then access to the records is denied. 

Á Parents, past pupils aged 18 or over, and parents of past pupils, may make a request in writing or by 

phone to access records.  All other requests must be made in writing.   

Á The Fallons school report from juniors to 6
th
 will be used in the school and will be posted out to 

parents of children from 1
st
 to 6

th
.These reports will be based on results of teacher-designed tests and 

observation.  Comments will be included.  Teachers have the responsibility for ensuring that records 

are compiled/updated each year in June (or prior to that if a child is leaving early/transferring school).  
Reports will be kept in a safe and secure place by the class teacher 

Á Records will be destroyed when s/he transfers from the school 

Á Where records are communicated to another school/agency, copies are kept.  The school will keep a 
note of what, when and to whom a record has been transferred. 

Á Records are to be retained after pupils transfer are a kept up to 10 years. 

Á Where reports are generated by external agencies (e.g. NEPS) permission will be sought from parents 

before allowing access to the reports by third parties e.g. another school 

 

C) Roles and Responsibility 

The principal has particular responsibilities for aspects of this policy including notifying parents of their 
entitlements and the procedures they should follow and ensuring that files are securely stored when pupils 

transfer out of the school 

Implementation Date 

This policy will be implemented fully in the school year commencing September 2006  

Timetable for Review 

 

 Ratification & Communication 

¶ This policy was completed and made ready for the school plan on 15
th
 November 2006 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

 

¶ Date for review:  School Year:  2008-09 (2
nd

 Term) 

 

¶ Next Review:  School Year 2011-2012 

 

 

**********  

POLICY DOCUMENT:  NO. 16  ̧ 
Staff Relations 
 

St Paulôs School Policy to address staff relations difficulties, adult bullying or harassment. 

St Paulôs NS strives to be a Christian, caring, safe and happy school. A key asset to the staff of St Paulôs 

is the support and security of working in a school where there are positive staff working relations. It is 
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very important in St Paulôs NS that teachers support each other and create a school climate which 

fosters positive working relations. Each teacher must be prepared to operate as part of a team and 

within the authority structures of the school.   

All teaching staff are members of INTO and a teacher is elected yearly to act as staff rep for a period of one 

year 

Staff Relations Difficulties: 

Procedures to address staff-relations difficulties are set out in the "Working Together" document.  This 

document was devised by the following bodies: 

Å   Catholic Primary School Managers Association. 

Å   Church of Ireland, Board of Education. 

Å    National Association of Boards of Management for Special Education. 

Å   Educate Together. 

The Board of Management of St Paulôs NS recommends the procedure outlined in the document to 

address staff relations difficulties 

Adult Bullying or Harassment and Grievances: 

The Board of Management of St Paulôs NS views bullying, sexual harassment, or other harassment on 

specified discriminatory grounds as very serious and unacceptable behaviour. 

The Board of Management of St Paulôs NS recognises that all employees have the right to a workplace free 

from sexual harassment and bullying and is fully committed to ensuring that all employees are able to 

enjoy that right. It is incumbent on the staff and management to promote a culture of positive working 

relations at all times.   

There is a responsibility on all employees to ensure a workplace free from sexual harassment and bullying 

for all employees and to be aware of this policy. 

Any complaint of sexual harassment and bullying shall be fully and properly investigated and if 

substantiated, will be regarded as grounds for disciplinary action up to and including dismissal. An attempt 

will be made to resolve the complaint informally in the first instance, but if this is not possible, a formal 

procedure will be invoked. Confidentiality will be ensured, insofar as is possible, at all times during the 

investigation for all parties involved. 

 

Sexual harassment means unwanted conduct of a sexual nature or other conduct based on a person's sex, which 

affects the dignity of men and women at work. This can include unwelcome physical, verbal or non-verbal 

conduct which is offensive and causes discomfort or humiliation to the individual concerned. 

Example of sexual harassment include: 

Å Unwanted physical or verbal advances. 

Å Unwanted touching or physical gestures. 

Å Comments and remarks of a sexual or discriminatory nature. 

Å Unwelcome comments about personal appearance. 

Å Demands of sexual favours. 

Å Displays of pinups or pornographic material. 

Å Innuendos of a sexual nature based on a person's sex. 

Å Bullying. 

This list is not exhaustive. 
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The Health and Safety Authority defines bullying as follows: "Bullying in the workplace is repeated aggression, 

verbal, psychological or physical, conducted by an individual or group against another person or persons. 

Bullying is where aggression or cruelty, viciousness, intimidation or a need to humiliate, dominate the 

relationships. Isolated incidents of aggressive behaviour, while to be condemned, should not be described as 

bullying. In the workplace environment there can be conflicts and interpersonal difficulties. Many of these are 

legitimate industrial relations difficulties, which should be dealt with through the appropriate industrial relations 

channels. Only aggressive behaviour which is systematic and on going should be regarded as bullying". 

In summary, Adult Bullying can take many different forms, which usually include: 

Å Intimidation or harassment. 

Å Aggression. 

Å Verbal abuse. 

Å Humiliation. 

Å Undermining. 

Å Dominance or abuse of power. 

Å Different or unfavourable treatment. 

Å Exclusion or isolation. 

Key factors of Adult Bullying are that behaviour is generally: 

Å    Persistent, 

Å   Unwanted, 

Å   Subtle and 

Å   Unwanted. 

The Board of Management of St Paulôs NS recommend that any employee who feels he/she has been or is being 

sexually harassed or bullied, should refer to the "Working Together" document. 

 

Within this document, procedures are set out to address staff relations, difficulties, adult bullying or harassment 

and grievances. The Board of Management of St Paulôs NS recommends following the procedure outlined. 

 

¶ This policy was completed and made ready for the school plan on 16
th
 November 2006 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

¶ The following addendum to this policy was added in June 2008: 

 

Policy 16 Addendum  ̧Dignity at Work:   
Building and Maintaining a Positive and Effective Work Environment 
 

The policy is formulated in light of a number of background documents including the Health & 

Safety Authorityôs Code of Practice for Employers and Employees on the Prevention and 

Resolution of Bullying at Work (2007) and the Equality Authorityôs Code of Practice, given legal 

effect in the Statutory Instrument entitled Employment Equality Act 1998 (Code of Practice) 

(Harassment) Order 2002 (S.I. No. 78 of 2002) 

 

A.  Core Principles of Policy. 

This school is committed to a positive work environment where work is done in an atmosphere of 

respect, collaboration, openness and equality. 

 

Adult bullying and harassment in the workplace are phenomena which this school will seek to 

prevent and will not tolerate.  All employees have the right to be treated with dignity and respect.   

Management is committed to intervening in an appropriate matter ï utilising one of the accepted 
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Management/INTO procedures ï to investigate and deal with allegations of bullying or harassment.  

The provisions of Circular 40/97 on Assaults on Staff in Primary Schools will be utilised where 

appropriate. 

 

B.  What is Workplace Bullying and Harassment? 

The Board of Management adopts the definition of adult bullying as set out by the Task Force 

(2001): 

 

ñWorkplace Bullying is repeated inappropriate behaviour, direct of indirect, whether verbal, 

physical or otherwise, conducted by one or more persons against another or others, at the place of 

work and/or in the course of employment, which could reasonably be regarded as undermining the 

individualôs right to dignity at work. An isolated incident of the behaviour described in this 

definition may be an affront to dignity at work but, as a once off incident, is not considered to be 

bullying.ò 

 

Harassment is covered by Employment Equality legislation and is based on a personôs standing 

within one of the nine categories (or grounds) specified in that legislation (gender, marital status, 

religion, sexual orientation etc.).  Harassment is defined in law as ñunwanted conductò related to 

one or more of the discriminatory grounds which ñhas the purpose or effect of violating a personôs 

dignity and creating an intimidating, hostile, degrading, humiliating or offensive environment for 

the person.ò   

 

It is recognised that bullying and harassment complaints may arise among colleagues but may also 

arise in relation to visitors to the school.  In either case, the commitment to a positive workplace 

where dignity at work is respected prevails.   

 

C.  A Positive Work Environment 

It is agreed that we will all work to make this school a good place to work.   A good place to work 

has a positive work environment characterised by:  

¶ A supportive atmosphere 

¶ Good and open communication (e.g. through opportunities at regular staff meetings) 

¶ Appropriate interpersonal behaviour 

¶ Collaboration 

¶ Open discussion and resolution of conflict 

¶ Recognition, feedback and affirmation as appropriate 

¶ Fair treatment of all staff (including fair systems of selection and promotion in line with 

agreed procedures) 

 

Every person has a responsibility to play his/her part in contributing to a positive work 

environment.  In this regard, a person who is a witness or bystander has a clear responsibility to 

raise concerns, about dignity at work and threats to this, in an appropriate and timely manner. 

 

The Safety Statement ï as mandated under the Safety, Health and Welfare at Work Act 2005 ï will 

also include a commitment to a positive work environment, in light of the Employerôs obligations 

as outlined at Section 8 of that Act, including the duty to manage work activities in such a way as 

to prevent ñimproper conduct or behaviourò likely to put health and safety at risk 

 

It is agreed that the adoption of this policy in our school will be accompanied by a number of steps 

to examine our work environment and, as necessary, to agree changes which a commitment to 

dignity at work.  These steps will be initiated by Management, and be repeated by way of a review 

at appropriate intervals. 
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The actions to be undertaken may generally be described as Identification, Assessment, 

Implementing Strategies and Monitoring.  The attached illustration indicates that this is a 

continuous process. 

 

D.  Adult Bullying as a Problem 

Our school recognises that Adult Bullying and Harassment are problems where they occur in any 

workplace. 

 

Bullying behaviour generally amounts to psychological abuse which causes serious pain and 

suffering.  Studies have shown that any person may become a target, irrespective of their 

personality or ability.  In addition to its unacceptable effects on persons who are its targets, 

workplace bullying and harassment is extremely detrimental to organisational effectiveness. 

 

Bullying may include behaviours such as: 

¶ Verbal abuse/insults, undermining remarks 

¶ Excessive monitoring of work 

¶ Withholding work-related information 

¶ Exclusion with negative consequences 

 

Such behaviours need not and should not be part of the workplace.  This policy aims to ensure that 

a positive environment prevents such behaviours from occurring.  Where bullying or harassment 

does occur or is alleged to have occurred, there are means of tackling it through the agreed 

procedure. 

 

E.  What happens if there is an Allegation of Bullying or Harassment? 

Without prejudice to an individualôs right to take such advice or steps as they themselves may 

decide, the Board of Management will take seriously any allegations of workplace bullying or 

harassment. 

 

Supportive and effective procedures, in accordance with nationally-agreed practice, are in place in 

this school.  These procedures to address and investigate allegations will focus on the earliest 

possible resolution, will proceed as necessary from informal to formal stages and will have a stress 

on confidentiality. 

 

F.  Summary 

Management has a duty of care towards employees.  Similarly, employees have a duty of care 

towards one another.  This policy seeks to set out principles and practices to support the exercise of 

duty in our school.   

 

Just as inappropriate and undermining behaviours among work colleagues is taken seriously, so is 

such behaviour when perpetrated against an employee of this school by any other person. 

 

Together we are committed to building and maintaining a work environment where respectful, 

open and equal relationships are the norm. 

 

In summary, we are committed to having a good place to work. 

 

¶ This addendum was completed and made ready for the school plan on June 30
th
 2008 and 

was ratified by the Board of Management at their meeting on October 1
st
 2008. 

¶ This policy was discussed at our staff meeting on 5
th
 December 2008 ï element discussed; 

staff rep for INTO to be elected annually for a period of one year 

 

¶ Date for review:  School Year:  2010-2011 
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**********  

POLICY DOCUMENT:  NO.17  ̧ 
Staff development 

 

Background: 
 

According to the Education Act (1998) Section 9 

The BoM of a school should ensure that the needs of personnel involved in management 

functions and staff development needs generally in the school are identified and provided for. 
 

Under the Education Act (1998) Section 23 also The Principal shall be responsible for the creation, 

together with the board, parents of students and the teachers, of a school environment which is 

supportive of learning among the students and which promotes the professional development of the 

teachers, 
 

Circular Letter 28/03 (Primary) Teacher Fee Refund Scheme 
The purpose of the Teacher Fee Refund Scheme is to provide funding towards the cost of course and 

examination fees incurred by Primary and Post-Primary teachers on successful completion of in-career 

development courses approved by the Department and school authorities. All enquiries should be directed 
to: 
 

The Administrator, Teacher Fee Refund Scheme, St. Patrickôs, Marino Institute of Education, 

Griffith Avenue Dublin 9. Tel: (01) 8535102 (01) Fax: (01) 8535114,  

e-mail: madge.bulger@mie.ie 

 

What do we understand by ódevelopmentô in the context of this school?  

 

(a) The principal will take responsibility for the development of  

o Teaching staff 

o Post of responsibility holders 

 

The BoM takes responsibilities for the development of 

o SNAs 

o Ancillary staff 

o Members of Board of Management 

 

The parents association takes responsibilities for the development of 

o Parentsô Association 

 

(b) Forms of staff development 

o Workshops/seminars for whole staff on issues relevant to the school as a whole 

o Staff members attending courses relevant to the identified needs of the school 

o Courses specific to particular roles within the staff (e.g. resource teachers, management 

courses for staff members in leadership rolesé) 

o Opportunities for development within the school context ï e.g. mentoring, shared teaching, 

o Opportunities for collaborative planning began in our school in 2007-08 and teachers meet 

within their class standard for discussion, planning and support.  Meetings normally take 

place once per month but teachers often follow up or arrange other meetings more often.   

These are organized by Carmel Hayes, postholder, who, in consultation with principal, 

school development postholder (Muirne Bennis) or other postholders in curricular areas, 

makes decisions as to what the outcomes of these meetings will be.  Topics these meetings 

addressed include: 

mailto:madge.bulger@mie.ie
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Á Planning per class level for base curriculum 

Á Planning per class level for scéim choícíse 

Á Reviewing of subject area 

Á Formulation of yearly grids 

Á Monthly evaluation of work completed, discussing methodologies, 

changes which may be beneficial, if topics are completed or need further 

work.  This discussion will lead into completion of cuntas míosúil 

o Opportunities for development within staff meetings 

 

(c) Principal support: 

o The principal provides time for staff to go on one-day training courses and organises for the 

supervision of their classes with the support of teaching staff. 

o The BoM may provide financial assistance to defray costs of fees etc. for staff members 

who attend training, e.g. First-Aid training course in Health and Safety 

o  

(d) Issues the school has addressed: 

 

o EPV Days 

¶ Teachers to request EPV day from principal and then inform Bessie Lawlor (deputy 

principal) 

¶ Only one teacher from each phase can avail of an EPV day at a time (not as applicable 

to supplementary-teaching team) 

¶ EPV days not to be taken in June where possible, unless in exceptional circumstances 

and with permission of principal 

 

o Responding to multiple applications in any one year: 
Á Applications can be made in writing to the Board on Management 

Á The BoM decides after receipt of applications from staff who will be granted permission 

to take up study leave or attend courses pertaining to staff development.  All staff 

members are entitled to apply to the board 

 

 

o Dissemination of learning to others: 

Á Report at staff meetings, BoM meetings, and teacher meetings 

Á Review meetings to discuss possible changes to school policies or curriculum additions 

as a result of staff-development training courses 

 

¶ This policy was completed and made ready for the school plan on 15
th
 November 2006 

¶ This policy was included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

¶ A special duties óBô post was created in December 2006 for Staff Development.  Aisling 
Geary was appointed to this position 

¶ Aislingôs post was changed in March 2009 and there is currently no post holder in this area 

¶ This policy was discussed at staff meeting of 5
th
 December 2009 ï element discussed:  

collaborative planning moving towards collaborative evaluation 

 

¶ This policy was reviewed annually by post holder, Aisling Geary and is now due for 

renewal in school year 2010-2011 

 

**********  

POLICY DOCUMENT:  NO. 18  ̧ 
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Substance abuse policy 

 

Aims and Objectives of our Substance Use Policy 

The aim of this policy is the welfare, care and protection of every member of the school community in 

line with the Education Act 1998. 

 

Our objectives are to enable each child to: 

Å  Develop a sense of personal responsibility 

Å   Develop an understanding of healthy living, an ability to implement healthy behaviour     

       and a willingness to participate in activities that promote and sustain health. 

Å  Make decisions, solve problems and take appropriate actions in various personal, social and health 

contexts. 

Å  Become aware of and discerning about the various influences on choices and decisions. 

Å  Begin to identify, review and evaluate the values and attitudes that are held by individuals and by 

society and to recognise that these affect thoughts and actions. 

Å  Become aware of some of the individual and community rights and responsibilities that come from 

living in a democracy. 

(SPHE Curriculum Statement Pg. 10) 

Education concerning Substance Use 

(Policy Content (i)) 

Education concerning Substance Use will be provided within the broad context of Social Personal 

Health Education which is timetabled on our curriculum since September '03.  We will endeavour to 

ensure that by the time each child leaves sixth class, all content objectives of the SPHE curriculum which 

deal with Substance Use, will have been covered in an age-appropriate manner, as determined by the 

staff taking cognisance of diverse needs as they present.  All education concerning Substance Use will be 

provided in the context of the positive climate and atmosphere of our school which seeks to nurture, care 

and support. 

We intend to use the Walk Tall Programme as our primary resource in providing education concerning 

Substance Use. The main themes in this programme are Self Esteem, Feelings, Influences, Decision 

Making and Drug Awareness. These themes are developed in a systematic way at each class level. In 

accordance with the curriculum, we will endeavour to use Active Learning strategies where possible. We 

will also consider inviting outside speakers to work with the pupils, in the presence of the teacher, to 

enhance the work done in the context of the full SPHE programme. Such speakers may include: 

- The Garda Schools Programme 

- The Drug and Alcohol Education Officer 

- Health Board. 

 

See attached: - "Content Objectives of SPHE curriculum which deal with 

Substance Use" - "List of useful resources" 

 

Management of Incidents 

(Policy Content (ii)) 

Definition of a drug:  It is our understanding that a drug is any chemical which alters how the 

body works, or how a person behaves or feels. 

This includes the following: 

- Tobacco                                                               

- Alcohol                                                               

- Over the counter drugs; Solvents                                    

- Prescription drugs 

- Illegal drugs                                                   
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¶ A policy must be developed on each of the above substances in 

respect of rules for: 

Á pupils 

Á staff 

Á visitors 

¶ Rules for Storage of certain substances must also be considered. 

Useful statements: 

¶ Disciplinary procedures will be considered if school rules are broken. 

¶ The welfare, care and protection of the young person will at all times inform our actions. 

¶ Confidentiality will be considered of paramount importance.  Information concerning drug 

incidents will only be disclosed on a need to know basis. 

¶ Parents will be notified in respect of any drug related incident, any incident involving 

tobacco, alcohol, over the counter drugs or illegal drugs 

¶ The Gardaí will be informed in respect of an incident involving illegal drugs. 

¶ The Chairperson of the Board of Management will be informed in respect of an incident 

which requires that the Gardaí are contacted. 

¶ All incidents, actions and decisions taken in respect of drug incidents will be recorded. 

 

Training and Staff Development 

(Policy Content (iii)) 

 

As a staff, we have a shared understanding of the contribution an SPHE programme can make 

to the prevention of substance misuse. 

We are all aware that by developing and maintaining a positive climate and atmosphere in our 

school and in our individual classrooms we are playing a vital role in the prevention of substance 

misuse. 

We are all aware of and sensitive to the signs and symptoms of substance misuse.  

 

Signs and Symptoms of Substance Use 

- Unusual smells around the child 

- Bouts of drowsiness 

- Unusual sores or spots around the mouth or nose 

- Sudden changes of mood/erratic mood swings 

- Uncharacteristic irritability or aggression 

- Changes in appearance 

- Furtive/secretive behaviour 

- Involvement in stealing 

- Changes in friendship patterns 

- Gradual loss of interest in school, friends, hobbies 

- Changes in eating habits 

 

Opportunities will be provided for the staff to avail of training when necessary. This may 

include: 

- In-service training in SPHE (Primary Curriculum Support Programme) 

- First Aid training (Order of Malta; Irish Red Cross) 

- Drug Awareness training (Substance Misuse Prevention Programme; Gardai) 

 

¶ This policy was ratified at the Board of Management meeting on April 5
th
 2005  

¶ This policy was updated and made ready for the school plan on 27
th
 June 2006 



 71 

¶ The updated  policy was included in policy document booklet presented to members of 

Board of Management at meeting of November 21
st
 2006;and ratified at the meeting of 

January 30
th
 2007 

 

¶ Date for review:  School Year:  2010-2011 

 

*********  

 

POLICY DOCUMENT:  NO. 19  ̧Ancillary staff 

 
Background:   

Education Act Section 24 

The Education Act delegates the personnel function of the Board of Management as follows: 

(1) Subject to this section, a board may appoint such and so many persons as teachers and other 

staff of a school as the Board from time to time thinks necessary for the performance of its 

powers and functions under this Act 

and 

(2) A board shall appoint teachers and other staff, who are to be paid from monies provided by the 

Oireachtas, and may suspend or dismiss such teachers and staff, in accordance with procedures 

agreed from time to time between the Minister, the patron, recognised school management 

organisation and any recognised trade union and staff association representing teachers or other 

staff as a appropriate 

 

The Board is responsible for the appointment and dismissal of teachers, the internal promotion of staff, 

grievance and complaints procedures. Many of these personnel functions are delegated to the principal 

who under section 23 (2) (a) is ñ responsible for the day to day management of the school including 

guidance and direction of teachers and other staff of the schoolò and ñ is accountable to the Board for 

that managementò (Primary Education Manual, Section 2.16) 

 

Å Included in this area 

o Secretary 

o Caretaker 

o SNAs 

o Occasional teachers (Music, PE, Speech & Dramaé)  

o Coaches 

 

BoM Issues:  

o The BoM is entitled to appoint ancillary staff where necessary e.g. secretary, caretaker, 

SNAôs 

o Duties, responsibilities, required experience, competencies and full job descriptions will 

be advertised in the local papers e.g. Limerick Leader and Limerick Post 

o Applicants will be interviewed and the contracts used will be determined by the 

conditions and guidelines given by the Dept of Education and Science. The BoM as 

employer will issue terms, seek Garda clearance and medical clearance.  The tenure, 

salary and conditions of positions will also be given to applicants and successful 

applicants will sign a contract. 

o The chairman and the BoM are responsible for ensuring that there is clarity of role, 

responsibilities, appropriate conduct 

o Induction and Training is also the responsibility of the BoM 

o All employees are entitled to take up trade union membership 
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o The principal and middle management structure within the teaching body are 

responsible for imparting knowledge on the Health and Safety Statement, policies on 

Child Abuse Prevention, Substance Use, Anti Bullying, Code of Behaviour etc 

o Arrangements are in place in the event of staff being sick: 

¹ When an SNA is sick on a long-term basis a substitute can be employed 

to take their place by the Dept of Education and Science 

¹ The principal, where possible, will employ a substitute secretary or 

substitute caretaker in the event of these being sick 

Schools should note that the duties of SNAs sanctioned by the Department of Education and Science 

are of a non-teaching nature e.g. 

 

(a) preparing and tidying up classrooms in which the pupils with special needs are being taught; 

(b) assisting children to board and alight from school buses. Where necessary, travelling as an escort on 

school buses may be required; 

(c) providing special assistance, as necessary, for pupils with particular difficulties,   e.g. helping 

physically-disabled pupils with typing or writing; 

(d) assisting with clothing, feeding, toileting and general hygiene; 

(e) assisting on out-of-school visits, walks and similar activities; 

(f) assisting the teachers in the supervision of pupils with special needs during assembly, recreational 

and dispersal periods; 

(g) accompanying individuals and/or small groups who may have to be withdrawn temporarily from the 

classroom; 

(h) generally assisting the class teacher, under the direction of the principal, with duties of a non-

teaching nature (special needs assistants may not act as either substitute or temporary teachers. 

Under no circumstances may they be left in sole charge of a class). 

(i)  where a special needs assistant has been appointed to assist a school in catering for a specific pupil, 

duties should be modified to support the particular needs of the pupil concerned  

Questions the school may need to address: 

o Personnel will be rostered and their work will be monitored by the principal on behalf of the 

BoM 

o SNAôs will report to class teacher if they have any concerns about a child in their care 

o Secretary and Caretaker will report to Principal 

o Ancillary staff will have lunch in the kitchen 

o No pupil records will be accessible to ancillary staff except to the secretary subject to a 

confidentiality cause 

o Teaching staff can communicate their requirements to each ancillary staff directly once 

such requirements are fair and reasonable and included in the job description of that person 

o The following staff members have keys to the school: 

¹ Principal 

¹ Deputy Principal, Liam Walsh 

¹ Caretaker, Tony McNamara 

¹ Pat Kennedy 

¹ Muirne Bennis 

¹ Cleaners 
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¹ Security Firm 

¹ Anna Culhane, Sacristan 

o When the school is closed for in-service the ancillary staff are required to attend and the 

principal and teaching staff will have outlined work for these days  

o The BoM supply requisites necessary for such staff to carry out their duties 

o Ancillary staff will be required to work outside school time e.g. evenings of open days, 

concerts nights, communions and confirmations, interviews etc 

o SNAs will supervise the children in their care on the yard during the first break.  SNAs will 

take their own break 10 minutes prior to the childrenôs break 

o Professional development is the responsibility of the Board of Management 

o SNAs will attend staff meetings 

 

¶ This policy was update and made ready for the school plan on 16
th
 November 2006 

¶ The updated  policy was included in policy document booklet presented to members of 

Board of Management at meeting of November 21
st
 2006;and ratified at the meeting of 

January 30
th
 2007 

 

¶ Date for review:  School Year:  2010-2011 

 

**********  

 

POLICY DOCUMENT:  NO. 20  ̧Healthy Eating policy 
 

Vision Statement   In light of recent publicity regarding obesity, especially  in Irish children, 

due to unhealthy eating habits and lifestyle, we, as a school community will endeavour to promote 

healthy eating habits, which combined with an improved lifestyle would benefit the child both 

physically and mentally. 

 

Introductory Statement  Recent statistics have shown that Irish children  and teenagers 

scored second worst for obesity in a European league table and to remedy this we have decided to 

put in place the following healthy eating policy.    

 

Aims of the Policy    

1. To create an awareness of healthy eating choices.   

2. To enhance the existing S.P.H.E. programme. 

3. To encourage and promote the benefits of a well-balanced diet.  

4. To make pupils and parents aware of the benefits of healthy eating. 

5. To put in place procedures to promote and monitor good practice among the children in our 

school. 

 

Implementation of Aims:  
1. Through the use of the S.P.H.E. programme to create an awareness of healthy eating 

choices. 

2. By availing of services and resources supplied by outside agencies e.g. Mid Western Health 

Board. 

3. To involve educational partners i.e. National Parents Council Board of Management, staff 

in creating an awareness of and implementation of the schools Healthy Eating Policy.  
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4. On enrolment of pupils and parents will receive suggestions and guidelines for a healthy 

lunch in the form of information leaflets  together with a copy of the schools Healthy Eating 

Policy. 

5. To promote morning break as a healthy eating fruit break.   

6. We would envisage that healthy eating choices would be reflected in the contents of the 

childrenôs lunch boxes i.e. (leaflets supplied)  

 

 

The following items are excluded from the school at all times.   
 

¶ Crisps, chewing gum, sweets, bars, buns nutella tubes and nuts. 

¶ Bars Sweet bars, chocolate bars, sweet biscuits and confectionary. 

¶ Given the current high intake of fats in school going childrenôs diets fast foods e.g. 
breakfast rolls, chips, burgers, curry chips, battered sausages, wedges, pizza slices, 

chicken nuggets, fried chicken and hot dogs are not allowed.  Drinks not allowed 

are:  Fizzy Drinks and Capri Sun as the cartons cannot be recycled.   

 

 

Children will continue to be encouraged to dispose of fruit skins and rubbish in litter bins which are 

placed around the school, thus encouraging a sense of pride in their surroundings. 

 

¶ All uneaten items of food should be taken home. 

¶ All classes will cover a certain number of healthy eating lessons during each school 

year and children will be encouraged to participate in such events as the National 

Healthy Eating Week.    

¶ Information leaflets on healthy eating living will also be sent home.      

 

Suggestions for Healthy  Eating/ Points of Interest.  

 
There has been growing concern in recent times over the general health and well-being of adults 

and children alike.  In recent years there has been a considerable increase in the rate of obesity in 

children  in Ireland. 

Low levels of physical activity and the consumption of junk food (e.g. fast foods and sugary foods) 

according to the health experts, are the main factors contributing to the worrying trend regarding 

our childrenôs health. 

 

It is with the above in mind that we, the staff of St. Paulôs N.S.  aim to promote and encourage 

positive and responsible attitudes to eating and to appreciate the contribution that good food makes 

to our health. 

 

These guidelines will support the healthy eating programme being taught in classrooms. 

 

A healthy lunchbox should include a piece of food from the first four shelves of the food pyramid. 

    Shelf 1. Bread, cereal and potato group. 

    Shelf 2. Fruit & vegetables group. 

    Shelf 3. Meat, fish and poultry. 

    Shelf 4.       Dairy Products. 

 

For a healthy lunch we recommend the following examples: 

 

Bread e.g. Brown or white, Pitta Bread, Bread Rolls, Crackers, Nutrigrain  Bars. 

Suggested Fillings e.g. Ham, chicken, lettuce, turkey, salad, cheese, chocolate spread. 
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Fruit of all kinds. 

 

Snacks e.g. Raisins, Rice Cakes, Cheese, Dried fruit, cheese strings, Yogurts e.g. petit filous, Yop, 

Actimels and frubes. 

 

Drinks e.g. Milk, fruit juice, water with diluted cordial 
 
¶ This policy was completed  and made ready for the school plan in 2005 

¶ This policy was ratified at the Board of Management meeting on April 5
th
 2005  

¶ This policy was also included in policy document booklet presented to members of Board of 

Management at meeting of November 21
st
 2006;and ratified at the meeting of January 30

th
 

2007 

¶ This policy was discussed at staff meeting on September 28
th
 2006 ï staff requested to 

promote policy 

 

¶ This policy is reviewed yearly by post holder, Margaret Bernard 

 

**********  

POLICY DOCUMENT:  NO. 21  ̧Assessment 
 

D) Introductory Statement   

This policy has been formulated on a continuous basis and continues to be updated on an ongoing 

basis.  It is a reflection of current practice.   

 

Rationale 

The policy on assessment was formulated to record existing practice and to put a mechanism in 

place to have ongoing revision of the policy.  We also wished to formulate clear cut guidelines for 

all teachers, parents and children. 

 

Relationship to characteristic spirit of the school  

Assessment activities used in this school will contribute to pupil learning and development by 

providing a suitable education in a caring and happy environment.   

 

Aims   

 

Á To benefit pupil learning 

Á To monitor learning processes 

Á To generate baseline data that can be used to monitor achievement over time 

Á To involve parents and pupils in identifying and managing learning strengths or difficulties  

Á To assist teachersô long and short term planning  

Á To coordinate assessment procedures on a whole school basis. 

 

Guidelines (content of policy)  

The following statements have been informed by Assessment in the Primary School Curriculum ï 

Guidelines for Schools, NCCA, 2007) 

(a) Purposes of assessment: 
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¶ To inform planning for, and coverage of, all areas of the curriculum 

¶ To gather and interpret data at class/whole school level and in relation to national norms  

¶ To identify the particular learning needs of pupils/groups of pupils including the 
exceptionally able  

¶ To contribute to the schoolôs strategy for prevention of learning difficulties 

¶ To monitor pupil progress and attainment 

¶ To enable teachers to modify their programmes in order to ensure that the particular 
learning needs of individual pupils/groups are being addressed 

¶ To compile records of individual pupilsô progress and attainment 

¶ To facilitate communication between parents and teachers about pupilsô development, 
progress and learning needs 

¶ To facilitate the involvement of pupils in assessment of their own work 

¶ To enable teachers to monitor their own approaches and methodologies 

 

(b) Assessment for learning:   

¶ The following informal assessment methods are used in the school  

o Teacher observation 

o Teacher-designed tasks and tests 

o Work samples, portfolios and projects. 

¶ There are different assessment methods depending on age level e.g. in the younger classes 
teacher observation is the prime method used along with one-to-one assessments.   

¶ At the moment in our school there is no coherent policy on what is observed/recorded 

where assessment is based on teacher observation.  This will be discussed during the school 

year of 08-09 at our next school development planning day.  We will also discuss what 

portfolios of pupil assignments, work samples, projects teachers will assemble.  Work in 
copies is also used as a portfolio.     

¶ The schoolôs plan for each curriculum subject addresses the issue of assessment. 

¶ The following subjects use teacher-designed tasks / tests:  English, Irish, Maths, History, 
Geography, Science.   

¶ Pupils are involved in assessment of their own work/progress e.g. Looking and Responding 
to Art work, the writing process, circle time for SPHE etc. 

 

(c) Standardised tests 

¶ The following standardised tests are used in our school 

¶ MicraT / Drumcondra (English) 1
st
-6

th
 Classes 

¶ Drumcondra (Maths) 1
st
-6

th
 Classes 

¶ For 1
st
 to 6

th
 Class pupils: Micra-T/Drumcondra Reading each year in October and  

Drumcondra Maths each year in October 

¶ Mary Dalton (post holder) and principal are responsible for purchase, distribution and co-

ordination of testing. 

¶ Each class teacher administers the standardised tests and in some cases with the help of a 
learning-support teacher.  It is open to each class teacher to request help if necessary. 

¶ All pupils are tested and no pupil is left out.   

¶ All the following scores are recorded:  raw score, standard score, percentile rank, STEN, 

Reading age on the class sheet.  The percentile and standard score will be recorded in the 

data base.  There is a uniform approach across all classes. 
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¶ Class teachers, principal and supplementary-teaching staff are involved in the analysis of 
results for individual classes, across the appropriate classes and at whole school level 

¶ The information gathered from tests helps target the children for supplementary teaching 
and also helps the class teacher to adapt methodologies. 

¶ Parent-teacher meetings are held at the end of the first term when testing is completed and 

the following information is provided to parents:  STEN, percentile and ranking for 

standardised tests 

¶ The deployment of teachers and/or the allocation of learning support/resource hours in our 
school are informed by the results of all standardised tests. 

(d) Screening:   

¶ MIST is used to facilitate the early identification ofô learning strengths / difficulties.  It is 
administered late in term one in Senior Infants by the class teacher and the supplementary 

teaching team.  There is joint interpretation of results.  Emphasis is put on early-

intervention programmes for children who are not achieving.  The class teacher and 

supplementary-teaching team devise an intervention strategy to help these children best.  

Parents are advised of these results at parent teacher meetings.   All parents are notified in 

writing if their child requires remediation or support learning and parental permission is 

sought.   

 

(e) Diagnostic Assessment:  

¶ Internal provision which includes prevention strategies, early-intervention programmes, 

screening, assessment, caseload selection, permissions and reviews are included in our SEN 
policy section 5   (5.1, 5.2 and 5.3 inclusive) 

 

(f) Psychological Assessment:   

¶ Mary Dalton (post holder) liaises with parents if it is felt that a psychological assessment or 

other assessment is required.  This happens after consultation with class teacher and 

principal. 

¶ Mary Dalton (post holder) and principal are responsible for liaising with NEPs and 

arranging an assessment from them.  Parents may also organise for other professionals such 

as Psychologist, Speech & Language Therapist or Audiologist etc.   Sometimes a teacher 

may suggest to parents to have a matter investigated further. 

¶ The IEPs are based on the recommendations of the assessment. 

¶ Psychological reports are stored in a specific secure records room in phase 2 of the school 

and the principal controls access to them.  Copies of the reports are also kept by class 
teachers, resource teachers and principal.   

 

(g) Recording the results of assessment 

¶ Class teachers record the assessment results on a specific form.  Percentiles and standard 
scores are inputted into the data base 

¶ There agreed terminology used by all teachers is according to the test administered  

¶ Teachers are aware of the need to record comments in an objective and instructive manner. 

¶ Sensitive data is kept securely in the records room. 

¶ A file/information sheet and individual school record booklets are used for the transfer of 

appropriate information from teacher to teacher.  Parents are informed of results at parent-

teacher meetings and by the end-of-year report.  Pupils from 1
st
 to 6

th
 class are informed of 

test results when appropriate and in a sensitive manner.  
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¶ Many other of our school policies are informed by this policy including SEN policy, Record 
keeping & Data protection. 

¶ An individual pupil profile will be kept on each child and passed from teacher to teacher as 

advised in WSE report 2008.  We drafted a templated suitable to our school and the practice 
will be implemented from September 2009.   

 

E) Success Criteria 

Some practical indicators of the success of the policy include: 

¶ A range of informal and formal assessment modes are used to place assessment as an 
integral part of teaching and learning. 

¶ Procedures run smoothly and efficiently because there is clarity about what is expected and 
who is responsible for different aspects. 

¶ Transfer of information from class teacher to class teacher happens efficiently at the 
beginning/end of school year. 

F) Roles and Responsibility 

Mary Dalton (post holder) and principal have particular responsibility for co-ordinating the policy.  

Implementation Date for Updated Version 

Beginning of school year 2008-09 (please note this policy has been in operation since 2005)  

Timetable for Review 

¶ Assessment is discussed regularly at staff meetings (at the very least in the last staff 

meeting each year) and the operation of the new procedures are reviewed and, if necessary, 

amended as a result of these discussions.   

¶ Mary Dalton (post holder) and principal will initi ate and co-ordinate this review. 

 Ratification & Communication 

 

¶ This updated  policy was completed  and made ready for the school plan on 18
th
 September 

2008 

¶ This policy was ratified by the Board of Management at their meeting on October 1
st
 2008. 

¶ This policy will be communicated to staff at staff meetings and through the school plan.   

¶ This policy will be included in the school plan posted on the website. 

¶ This policy was discussed at staff meeting on September 26
th
 2008 ï (a) reporting to 

parents:  STEN score for Micra & Sigma T; Percentile for Drumcondra English & Maths to 

be given in writing at PTM; (b) Standardised Tests for 1
st
 Class ï feel that Sigma-T is not 

appropriate; will research MALT 

¶ This policy was discussed at our staff meeting on February 18
th
 2009 ï individual pupil 

profile 

 

¶ This policy is reviewed yearly at the June Staff meeting 
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Code of Conduct 

 
Title    

Code of Behaviour  

G) Introductory Statement   

The original policy was updated during the school year 2007/08 by principal, post holders, 

behaviour committee, all staff, parents and board of management.  Following the WSE November 

2008 the code was updated by principal, post holders, board of management.   

Rationale 

Introducing this code of conduct for our school, we are aware that a great majority of our pupils are 

well behaved and thus are a credit to their parents and a pleasure to have in school. 

 

However all pupils are in need of clear guidelines so that the children become more responsible in 

their work and conduct.   Where teachers insist, firmly but fairly, on honest effort and commitment 

from pupils, and on high standard of behaviour, there is a greater likelihood they will obtain them.  

The great majority of parents take their responsibility with regards to standards of behaviour in 

their children seriously. 

 

Some parents, however, do not fully appreciate the need to provide their children with firm 

guidance and positive models of behaviour.   We need the support of all parents in order to meet 

the legitimate expectations with regard to good behaviour and discipline.  Parents can co-operate 

by encouraging their children to abide by the school rules and by visiting the school when 

requested to do by the principal or other member of staff. 

 

It is accepted that there is a need for sanction to register disapproval of misconduct.  Keeping this 

in mind, we hope always to lay the emphasis on rewards for good behaviour whenever possible.   

This Code of Discipline set out clearly the sanctions, which will be used for serious breaches of 

rules or continuous bad behaviour.   Sanctions such as these will be used only after every attempt is 

made to advise and reason with the errant pupil in an effort to educate towards good conduct. 

 

Each classroom is entity in itself under the immediate control of class teacher.   This code does not 

presume to set our guidelines for each individual teacher, nor does it dictate how each should effect 

discipline within the classroom, rather it is an overall guide to the general conduct of our pupils 

coming and going to school and activities within the school. 

 

We believe the sanctions outlined in the code are firm, clear and fair to all concerned and when 

used will help all of our school community to enjoy school life to its fullest. 
 

Relationship to characteristic spirit of the school 

This code enables children and staff to contribute to the caring and happy environment we 

promote in our school to support our studentsô education.  The code teaches the children the 

values of faith hope, charity and love and enables children to fulfil their potential both 

educationally and morally.  
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Aims  

¶ To ensure an educational environment that is guided by our vision statement         

¶ To allow the school to function in an orderly way where children can make progress in all 

aspects of their development  

¶ To create an atmosphere of respect, tolerance and consideration for others 

¶ To promote positive behaviour and self-discipline, recognising the differences between 

children and the need to accommodate these differences 

¶ To ensure the safety and well being of all members of the school community 

¶ To assist parents and pupils in understanding the systems and procedures that form part of the 

code of behaviour and to seek their co-operation in the application of these procedures 

¶ To ensure that the system of rules, rewards, and sanctions are implemented in a fair and 

consistent manner throughout the school 

¶ Other. 

 

 

Content of policy 

The policy is addressed under the following headings. 

1. Guidelines for behaviour in the school 

 

2. Whole school approach to promoting positive behaviour  

¶ Staff 

¶ Board of Management 

¶ Parents 

¶ Pupils 

 

3. Positive strategies for managing behaviour  

¶ Classroom 

¶ Playground 

¶ Other areas in the school 

 

4. Rewards and sanctions 

¶ Rewards and acknowledgement of good behaviour 

¶ Strategies for dealing with unacceptable behaviour 

¶ Involving parents in management of problem behaviour 

¶ Managing aggressive or violent behaviour 

 

5. Suspension / Expulsion 

¶ Suspension 

¶ Expulsion 

¶ Appeals 

 

6. Keeping records  

¶ Class 

¶ Playground 

¶ School records 

 

7. Procedure for notification of a pupilôs absence from school 

 

8. Reference to other policies 
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1.  Guidelines for behaviour in the school  

The Education Welfare Act, Section 23, states that the code of behaviour shall specify 

ñthe standards of behaviour that shall be observed by each student attending the 

schoolò.  

 

Rules of Conduct for St. Paulôs N.S. 

 
1. A respectful attitude towards all teachers, staff members and visitors to the 

school is expected.  A general courteous and mannerly attitude is anticipated 

when addressing or being addressed by a teacher or staff member. 

2. Pupils are expected to work diligently, in school, co-operate fully with 

teachers and complete all homework assigned to them. 

Children are expected to be punctual.   Constant disruption of class cannot be 

tolerated. 

3. All children must wear school uniform to school every day except for the day 

on which they have P.E. the school tracksuit must be worn on that day.   Boys 

are not allowed cultish hairstyles and they are not allowed to wear earrings in 

school. 

4. A child cannot leave the school without permission.   A note from parents is 

required if a child must leave the school grounds during school time, or if a 

child stays in during lunch periods. 

5. No running, boisterous behaviour, barging or shouting is allowed in the 

school. 

6. Children must not steal or damage the property of the school or others 

childrenôs possessions. 

7. Silence is required when assembling on the yard, corridors and stairs. 

8. No physical or verbal bullying shall be tolerated. 

9. No child may use lewd or foul language.   Remarks of racist nature will not be 

accepted. 

10. No fighting, spitting or rough play is allowed. 

11. No pornographic or suggestive comics and magazines are allowed in the 

school. 

12. It is expected that the same standards of behaviour will be observed by pupils 

on route to and from school. 

13. Mobile phones are not allowed in school. 

14. Chewing gum is not allowed in St. Paulôs School. 

 
Rules for the School Playground. 

 
1. Classes must keep to their defined play areas, and no child must leave that 

area without permission. 

2. Certain designated games, which involve rough play and intimidation are 

banned. These are reviewed each year in consultation with the children to 

include new games and changing trends. 

3. Cycling is not allowed in the schoolyard. 

4. When the bell rings children walk to their lines immediately in a quiet and 

orderly fashion. 

5. During lunch period all children must remain in their own places and tidy up 

before leaving the classroom. 
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6. Children are only allowed back into the school during lunch if they need to go 

to the toilet or if they are sick.   They must always ask permission from the 

teacher on the yard. 

7. Children who cannot obey general rules of conduct will not be allowed to stay 

for lunch. 

 

¶ In all cases teachers do recognise that factors influencing childrenôs behaviour 

may sometimes need to be considered and accommodated.  

 

A copy of the schoolôs code of behaviour is given to all parents in the junior infant 

booklet according to:  Section 23 (4) of the Act further states that, prior to registering 

a pupil, the principal teacher shall provide the parents of the child with a copy of the 

schoolôs code of behaviour and that the principal will  as a condition of so registering 

such child, require his or her parents to confirm in writing that the code of behaviour 

so provided is acceptable to them and that they shall make all reasonable efforts to 

ensure compliance with such code by the childô.   

 

2.  Whole school approach in promoting positive behaviour  

 

In St. Paulôs N.S. our active school policy will be most effective in a school climate 

which encourages respect, trust, consideration and support for others.   As pupils 

model their behaviour on the behaviour of adults, Principals and teachers have to be 

careful to act as good role models and not misuse their authority.   They should be 

firm, clear and consistent in their disciplinary measures.   The importance of a whole-

school approach is recognised.  Teachers should provide pupils with an opportunity to 

develop a positive sense of worth and therefore improve their self-esteem and  

 

Staff 

In our school, we treat all children with respect and dignity. There is a strong sense 

of community and cooperation among staff, pupils and parents and all are agreed 

that their focus is primarily on the promotion and recognition of positive behaviour 

éóIt is important that the policy is accepted by all staff.ô (Circular 20/90).  

¶ All staff are consulted on and aware of this code of behaviour.  The code is 

communicated to new staff through the teacherôs resource folder presented to 

these teachers.  

¶ The staff recognise the need to cater for children who may present behavioural 

difficulties arising from their special education needs.  Specific strategies which 

are used to cater for these children include an IEP with behavioural target. 

The schoolôs SPHE curriculum is used to support the code of behaviour. It aims to 

help our children develop communication skills, appropriate ways of interacting and 

behaving, and conflict resolution skills. It also aims to foster self-esteem and to help 

children accommodate differences and develop citizenship.  

¶ This curriculum is managed and monitored through planning, cuntas miosúil, 

staff meetings, and post holder, Margaret Bernard. 

¶ New teachers informed and supported through information packs and mentoring 

¶ Parents of newly enrolled children informed about the curriculum through the 

junior-infant information booklet and their support is requested regularly e.g. 

junior-infant information evenings, parent-teacher meetings, newsletter  
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¶ Activities are scheduled to develop these skills in children include Circle Time, 

Social Stories etc 

 

Board of Management 

óThe Board of Management has a role to play in the maintenance of desirable 

standards of behaviour in a school.   It should be supportive of the Principal Teacher 

in the application of a fair code of behaviour and discipline within the schoolô 

(Circular 20/90).    

¶ The Board of Management was consulted in reviewing/drafting the code of 

behaviour at their meetings 

¶ The Board of Management supports the code of behaviour in the school on an 

ongoing basis.  

¶ The Board of Management supports the staff in implementing the code of 

behaviour e.g. provision of opportunities for staff development. 

¶ The procedures that are in place for the Board of Management to deal with 

serious breaches of behaviour are identified below 
 

Parents   

óEvidence seems to indicate that schools which succeed in achieving and maintaining 

high standards of behaviour and discipline tend to be those with the best relationships 

with parents.ô  

óSchools need the support of parents in order to meet legitimate expectations with 

regard to good behaviour and discipline.ô (Circular 20/90). 

¶ Co-operation between staff and parents is encouraged through ongoing 

communication and support of the parentsô association. 

¶ The parents were involved in the formulation and implementation of this policy 

through the setting up a representative committee including members of the 

board of management, parents and teaching staff to examine a draft policy or 

review/draft a code of behaviour.  

¶ For those not directly involved, they were consulted through:  

o Circulation of a policy at staff meeting that was drafted in consultation 

with all staff, and an invitation to parents to make suggestions based on 

this draft policy. Please note final authority rests with the Board in 

accepting or rejecting such amendments. 

¶ The code of behaviour communicated to parents on the enrolment of their child 

is in the junior-infant booklet and general information booklet for other classes 

¶ Parents support the school in the promotion of positive behaviour and the 

maintenance of high standards of behaviour: 

o Parents are aware of and cooperate with the schoolôs system of rewards 
and sanctions 

o Parents ensure their children are at school in time 

o Parents attend meetings at the school if requested 

o Parents help their children with homework and ensure that it is completed 

o Parents ensure their children have the necessary books and materials for 

school.  
 

Pupils 

¶ Pupils play in the ongoing implementation of the code of behaviour? e.g.  
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o Drafting rules for the classroom 

o Taking part in assemblies 

o Working on Student Council ï this will be explored during the school 

year 2009-10 

o Buddy systems 

3. Positive strategies for managing behaviour 

óThe most effective methodology that teachers develop in attempting to manage 

challenging behaviour is to prevent it occurring in the first placeô. (Managing 

Challenging Behaviour, Guidelines for teachers INTO 2004: 5).   

Name the positive strategies used throughout the school to promote good behaviour 

and to prevent misbehaviour. Address the classroom setting, the playground and the 

general school environs.  

Classroom  

Name the positive strategies which you as a staff use to effectively manage behaviour 

in the classroom. e.g. 

¶ ñGround rulesò/ behavioural expectations in each class that are consistent with 

the ethos as expressed in the code of behaviour and which set a positive 

atmosphere for learning 

¶ Pupil input in devising the class rules 

¶ Teachers ensure that pupils understand and are frequently reminded of how 

they are expected to behave 

¶ A clear system of acknowledging and rewarding good behaviour and sanctions 

for misbehaviour 

¶ Classroom management techniques that ensure a variety of activities and 

methodologies to sustain pupil interest and motivation 

¶ Timetabling.  

 

Playground(s) 

Name the positive strategies which you as a staff implement to promote good 

behaviour, to prevent behavioural difficulties and to deal with incidences of 

unacceptable behaviour. e.g. 

¶ A concise set of playground rules which emphasise positive behaviour and 

make it clear what activities are permitted are listed above.  These are 

communicated to staff through school plan and pupils through teachers and 

parents. 

¶ Outline the arrangements for supervision in the playground. Include how 

SNAs are involved.  

¶ Our format of supervision is stated in our supervision policy.  Teachers inform 

supervising teachers if there is a need to supervise more closely the behaviour 

of certain age groups, certain areas of the playground, certain individual 

pupils.  In some of these cases class teachers remain on yard or monitor from 

indoors. All children visible at all times. 

¶ Zones have been created within the playground, providing sections for specific 

class groups. 

¶ SNA supervise their assigned children during first break and if available assist 

the supervisor on the yard through monitoring closure/opening of gates, 
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supervising general play, bringing incidents to the attention of 

class/supervising teachers if applicable 

¶ Class teachers make arrangements for wet days e.g. suitable games i.e. board 

games, jigsaws, marla  

¶ Pupils going to and returning from the playground are supervised by those on 

yard duty 

¶ Arrangements for supervision of children who leave the playground to use the 

toilets, for example or those who remain inside due to illness are supervised by 

teacher on sick bay as outlined in our supervision policy 

¶ Procedures are place to manage incidents of misbehaviour include. incident 

book, reporting to classroom teacher, time-out, withdrawal of privilegesé 

(see below) 

 

4. Rewards and Sanctions 

Rewards and acknowledgement of good behaviour 

¶ Good behaviour is publicly recognised and acknowledged in the school through 

praise and rewards systems  

¶ There are special occasions when pupil achievement is acknowledged e.g. 

assemblies, end of year awards, principals visits classroom regularly for any 

achievements they have made in or out of school. 

¶ There are specific rewards at certain class levels as per individual teacherôs 

classroom management 

¶ óGood newsô is communicated to parents by class teacher of principal by word 

of mouth or letter 

Strategies for dealing with unacceptable behaviour 

The Education (Welfare) Act 2000, Section 23, states that a school must outline óthe 

measures that may be taken if a student fails to observe the standards of behaviour 

that the school has outlinedô. 

SCHOOL DISCIPLINE 

The misbehaviour of pupils is divided into three categories and is not a finite list: 

1. Minor Misdemeanours 

2. Serious Misdemeanours 

3. Gross Misdemeanours 

 

Minor Misdemeanours  

¶ Talking/eating during class 

¶ Chewing gum in class 

¶ No homework done without an acceptable excuse 

¶ Late for school 

¶ Being in the wrong yard, without permission 

¶ No note for absences 

¶ Homework diary not signed 

¶ Not lining up properly after breaks 

 

Sanctions 

¶ Verbal reprimand 

¶ Extra homework 
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¶ Detention from play 

¶ Prescribing additional work 

¶ Note in journal/communication with parents 

 

Serious Misdemeanours 

¶ Constant disobedience 

¶ Constant no homework 

¶ Failure to perform tasks set as punishment 

¶ Continuous disruptive behaviour in class 

¶ Fighting, kicking, punching, spitting in school-yard 

¶ Bullying ï use of physical and/or verbal intimidation 

¶ Mocking other pupils 

¶ Making remarks of a racist nature 

¶ No note for absences on a regular basis 

¶ Being out of oneôs place repeatedly, with permission, when confined to 

classrooms during breaks on wet days 

¶ Not wearing school uniform without an acceptable excuse 

¶ Using a mobile phone during the course of the school day 

 

Sanctions 

¶ Removal of óprivilegesô e.g. school tours, games, educational visits  

¶ Detention from play 

¶ Extra homework 

¶ Temporary removal of child to another classroom 

¶ Removal of child by parent during lunchtime as a consequence of repeated 

misdemeanours during lunch time 

¶ Pupil must apologise for offence 

¶ Restricted Day 

¶ Note in journal/communication with parents 

 

Gross Misdemeanours 

¶ Use of bad language to teachers/staff members 

¶ Showing deliberate disrespect to teachers/staff members 

¶ Causing deliberate damage to school property, property of staff member of 

property of other pupils 

¶ Theft 

¶ Persistent breaking of school rules 

¶ Physical Assault on a staff member or pupil 

¶ Smoking 

¶ Misuse of prescribed drugs 

 

Sanctions 

¶ Suspension imposed by Board of Management 

¶ Parents informed of childôs suspension 

¶ Parents to meet principal and teacher at school 

¶ Child to be re-admitted to class after he/she apologises for the offence and 

an undertaking is given in writing and signed by parent(s) that such 

misbehaviour will not occur again. 
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Involving parents in management of problem behaviour 

óParents should be kept fully informed from the outset of instances of serious 

misbehaviour on the part of their children. It is better to involve parents at an early 

stage than as a last resort.ô (Circular 20/90). 

¶ The school follows Circular 20/90 in its approach to involving parents when a 

pupilôs behaviour is a source of concern is as follows: 

o Parents are contacted at an early stage i.e. serious misdemeanour stage.  

This is done by principal or class teacher.   

o Parents are invited to the school to discuss problems or difficulties if they 

are of a serious nature.  They are informed by phone and also by letter. 

o Depending on the situation a child may or may not be present for part of or 

all of the meeting. 

o Parents are encouraged to contact the school if they have concerns.  

Parents are requested to make an appointment to meet a teacher.  This 

procedure is communicated during information evenings and regularly 

mentioned in newsletter 

 

5. Suspension / Expulsion procedures  

The Education Welfare Act, 2000, stipulates that a code of behaviour shall specify... 

óthe procedures to be followed before a student may be suspended or expelled from 

the school concernedò and ñthe grounds for removing a suspension imposed in 

relation to a student.ò(Sections 23(2) c, d)    

 

Suspension 

The principal shall inform the education welfare officer, by notice in writing, when a 

student is suspended from a recognised school for a period of not less than 6 days. 

(Sections 21(4) a ) 

Circular 20/90 states that óParents should be informed of their right to come to the 

school and be invited to do so in order to discuss the misbehaviour with the Principal 

Teacher and/or the class teacher.   This should always be done when the suspension 

of a pupil is being contemplatedô. 

The following steps in relation to suspension and expulsion are used: 

¶ Categories of misbehaviour warranting suspension are detailed above  

¶ The Board of Management has authorised either the Principal or the 

Chairperson to exclude a pupil from the school for a maximum initial period of 

three school days  

¶ State the procedures that ensure fairness when excluding a pupilé 

o When all other means of dealing with the behaviour have been tried 

o When there has been previous communication with parents regarding 

misbehaviour 

o Parents are invited to the school to discuss the intention to exclude 

o When a fair investigation has taken place, taking parentsô and pupilôs 

perspective into account 

o If the BoM is likely to reach a decision to exclude a pupil, how will it 

ensure the decision will be reached in an unbiased manner? c/f NEWB 

Guidelines for Developing School Codes of Behaviour 
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o What facility is there to allow a pupil return to school before the period 

of suspension is over? (Section 23(2)d) 

¶ Set out the procedures to be followed when actually suspending a pupil e.g. 

standard form, supervision until collected by parent(s) etc. 

¶ Child to be re-admitted to class after he/she apologises for the offence and an 

undertaking is given in writing and signed by parent(s) that such misbehaviour 

will not occur again. 

¶ If a period of suspension in excess of three days is intended a special decision of 

the Board of Management is required. 

¶ Where a student has been suspended for a cumulative total of six or more days, 

the National Education Welfare Board is notified using the standard form. 

Forms are available on www.newb.ie   

 

Expulsion (permanent exclusion) 

 

Under the Education Welfare Act, 2000, óA student shall not be expelled from a 

school before the passing of twenty school days following the receipt of a notification 

under this section by an educational welfare officerô (Section 24(4)) It is the right of a 

Board of Management to take óésuch other reasonable measures as it considers 

appropriate to ensure that good order and discipline are maintained in the school 

concerned and that the safety of students is secured.ô (Section 24(5)) 

Appeals 

Under Section 29 of the Education Act, 1998, parents (or pupils who have reached the 

age of 18) are entitled to appeal to the Secretary General of the Department of 

Education and Science against some decisions of the Board of Management, including 

(1) permanent exclusion from a school and (2) suspension for a period which would 

bring the cumulative period of suspension to 20 school days or longer in any one 

school year.  Accordingly, schools should advise parents of this right of appeal and 

associated timeframe if it has been decided to suspend or permanently exclude a 

pupil. Appeals must generally be made within 42 calendar days from the date the 

decision of the school was notified to the parent or student. (See Circular 22/02) 

¶ The entitlement of Parents/guardians to appeal a decision of the Board of 

Management in relation to suspension or expulsion is included in the code of 

conduct handed out at the start of the year. 

¶ The chairperson and principal will prepare a response if and when an appeal is 

being investigated by the Dept of Education and Science. (Section 12, Circular 

22/02 ï Processing of an Appeal) 

 

6.  Keeping records 

In line with the schoolôs policy on record keeping, and data protection legislation, the 

following records are kept in relation to pupilsô behaviour and are written in a factual 

and impartial manner 

 

Class level 

o Each teacher has an incident book in their classroom.   

o All serious misbehaviour should be reported to the principal. 

o The end of year report includes a reference to behaviour. Parents been kept up to 

date during the year regarding behaviour issues through homework journal and 

parent-teacher meetings. 
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Playground 

o The principal keeps an incident book for his office for serious misdemeanours in 

the playground.  Supervising staff keep a record of misbehaviour by recording in 

the principalôs incident book and informing the class teacher. 

o Code of Behaviour is discussed by teachers and principal on an ongoing basis 

including staff meetings and this encourages consistency in the application and 

interpretation of the rules. 

 

School records 

o Most incidents will be incidents will be recorded in individual teacherôs 

incidents book with the exception an incident book kept in the principalôs office 

(referred to above). Copies of all letters sent to parents are kept on file in the 

principalôs office 

7. Procedures for notification of pupil absences from school 

 The Education Welfare Act, 2000, Section 23 (2)(e) states that the code of behaviour 

must specify, ñthe procedures to be followed in relation to a childôs absence from 

school.ò Section 18  stipulates that parents must notify the school of a studentôs 

absence and the reason for this absence.  

¶ In order to encourage school attendance the school  

o Creates a stimulating and attractive school environment 

o Teachers acknowledging/rewarding good or improved attendance 

o Making parents aware of the terms of the Education Welfare Act and 

its implications. (if pupils miss more than 20 days a report is sent to the 

NEWB) 

¶ The schoolôs policy in relation to explanation of pupil absences is: 

o  all pupils must bring a written letter, a note in journal, by telephone or 

speaking with teacher.  These notes are kept for the duration of the 

school year 

¶ The school uses the standard forms to report on pupil absences to the National 

Education Welfare Board. (See forms on www.newb.ie) 

 

8. Reference to other Policies  

List and check other school policies that have a bearing on the code of behaviour e.g. 

o SPHE plan  

o Anti-bullying 

o Enrolment 

o Record keeping 

o Home / School links 

o Health & Safety 

o Equality 

o Special Educational Needs 

o Other. 

 

 

H) Success Criteria 

Identify some practical indicators of the success of the policy 
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Á Observation of positive behaviour in class rooms, playground and school 

environment 

Á Practices and procedures listed in this policy being consistently implemented by 

teachers 

Á Positive feedback from teachers, parents and pupils 

I) Roles and Responsibility 

¶ The BOM supports the school staff in fulfilling this policy 

¶ All staff, pupils and parents have responsibility for the implementation of this 

policy  

¶ Principal will coordinate and monitor the implementation of this policy 

 

 Ratification & Communication 

This policy will be communicated to staff at staff meetings, to parents through 

website and information booklets 

¶ This policy was included in policy document booklet presented to members of 

Board of Management at meeting of November 21
st
 2006;and ratified at the 

meeting of January 30
th
 2007 

¶ September 2007 ï committee formed to review code:  John Tuohy, Paul 

Carroll, Ruairí Walsh, Mary Ryan and Annemarie Kelly 

¶ This code of conduct was reviewed and ratified by staff  at staff meeting on 

December 7
th
 2007 and ratified by the Board of Management at their meeting 

on March 12
th
 2008 

¶ Following the WSE the updated version of our policy to ensure adherence to 

the Education Act was completed and made ready for the school plan on 10
th
 

March 2009 

¶ The updated version was ratifies by the Board of Management March 11
th 

2009 

¶ The updated version was communicated to staff via email on June 8
th
 2009  

 

¶ Date for review:  School Year:  2008-09 (3
rd

 Term) 

¶ Date for next review:  School Year 2011-2012 
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School Day 
 

Opening Time:     9 a.m. 

 
(One post holder will supervise yard for 10 minutes each morning from 8.50am-

9.00am. On a wet morning school is opened between 8.45a.m. and 8.50a.m. to allow 

children into school.   The Principal and Staff do this if there is adequate supervision 

available for the children). 

 

Roll Call:    10 am 

 

First Break:    11 am 

Lunch Break:   12.30pm to 1 pm 

Closing Time:   2.40pm 

 

 

School opening: 
 
The school opens at approximately 8.30a.m. each morning.  The staff arrive at school 

up to 8.50 a.m.   One the bell rings the Principal/infant teacher opens the top door of 

the school at Phase 1 (Junior Infants to 2
nd

 Class).   The Junior Infants initially come 

into class usually with their parents, minders etc.  All the classes from Senior Infants 

to 2
nd

 Class line up and their teachers bring them into class.   Junior infants will line 

up from October. 

 

The bell goes at 9 oôclock and the classes from 3
rd
 to 6

th
 line up at Phase 2.  The 

Principal and the Vice-Principal guide the children to their classes where they are met 

by their class teacher.  The children walk in silence into school, class by class.   They 

hang up their coats and put away their lunch boxes etc. and sit down in their seats. 

 

 

 

 

 
 
 


