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St. Anne’s N.S. Ardclough
St Anne’s National School is a Roman Catholic School (which is established in connection with the Minister for Education). St Anne’s N.S. aims at promoting the full and harmonious development of all aspects of the person of the pupil: intellectual, physical, cultural, moral and spiritual, including a living relationship with God and with other people. The school models and promotes a philosophy of life inspired by a belief in God and in the life, death and resurrection of Jesus Christ. The school provides Religious education for the pupils in accordance with the doctrines, practices and tradition of the Roman Catholic Church and promotes the formation of the pupils in the Catholic faith.

St. Anne's National School, Ardclough.

About the school

St. Anne's is a mixed, vertical, national school under the patronage of the Catholic Diocese of Kildare and Leighlin. Bishop Denis Nulty our patron. We take boys and girls from junior infants through to 6th class. The school is a Catholic school and children of other faiths are also welcome.

[image: image8.wmf]This year we will have 14 teachers on staff, including the Principal, the learning support teacher and two resource teachers. We will have 10 mainstream classes to cover the 8 primary school grades for our 277 pupils. 

The Staff.   

 The members of staff are as follows:

[image: image9.wmf]Principal:                         Ms. Patricia King.

Deputy-principal:             Ms. Mildred Hegarty.

Assistant Teachers:        Ms. Ann Lennon

           


     Mrs. Amy Knightly
                                       Ms. Jane Molloy

                                       Ms Aoife Jennings O’Connor
                                       Mrs. Michele Dalton





     Mrs Fíona Kelly





     Mr. Fiontán Ó’Loinsigh





     Ms Elaine Mc Kiernan

                                        Mrs Lynne Buckley
                                        Mr Barry O’Leary
     Ms Aisling Brophy

     Ms Emily Gavin
Classroom Assistants:   Dolores Doherty and Caroline Burke. 
 As an Administrative Principal, I no longer have a class to teach all day.

However, I try to visit and work with the classes as often as possible and most days I am very busy indeed.

School principals work with pupils, teachers and parents primarily. However, the principal’s time is also given to liaising with many others. These would include officials of the Department of Education and Skills, including inspectors, with visiting nurses, doctors and educational psychologists. I would also work with our Special Educational Needs Officer (S.E.N.O.) and sometimes a speech and language therapists or social worker. The priests of the parish and parish liturgists, the education secretary for the diocese, visiting teachers and trainers all communicate and work with the school through the principal. I also work with each group within the school including teaching staff, ancillary staff, Board of Management and Parents’ Support Group.
I am helped greatly by the school secretary Nora Burke who works with us every day between 9am and 3pm. Nora will be of great assistance to you as parents also as she deals with calls and small queries, orders and payments.

We also have on staff two classroom assistants (Special Needs Assistants). They are Dolores Doherty and Caroline Burke. We are very fortunate to have their services. Their contribution is tremendous.

Tony Maguire is our school caretaker. He is here every morning to open the school and prepare for the new day.
Management

St. Anne's is managed by an 8-member Board of Management.
The school, as already mentioned is under the patronage of the Bishop, ie Bishop Denis Nulty of Kildare and Leighlin, Diocese. He has two nominees on the Board of Management to represent him.

Two members of the BOM are elected parents-one father and one mother.

Two members of the BOM are teachers- The Principal and a teacher elected by the staff.
The remaining two members of the 8-member board are representatives of the local community.

The current BOM was elected in October 2011 and will remain until the end of October 2015.
Bishops nominees:    Mrs Marie Griffin (Chairperson)

      Fr Matt Kelly cc

Parents: 

      Mr Pat Doyle (Treasurer)




      Ms Janice O’Shaughnessy

Teachers:                Mrs. Patricia King, Principal, (Secretary) 
                                Mrs Amy Knightly
Community:              Mrs. Therese Allen.

                                Mr. Seán McGarr  
Parents' Association [image: image32.emf]
All parents at St. Anne's are automatically considered to be members of the Parents' Association, usually referred to as the Parents’ Support Group.  Each year at the AGM of parents, a number of people are selected to form the committee. Usually this is done simply by accepting volunteers or nominations from the floor. This committee is often a group of 15 - 20 parents and the officers include:

· Chairperson

· Secretary

· Treasurer

The group also appoints a person to liase with the National Parents' Council.

Meetings of the PSG occur usually about 8 times a year. The committee works on a major fundraiser in the second term. This is usually held in February or March and as well as working on the night, members are involved in selling and collecting sponsorship beforehand. Several meetings are given to organising this event.

Also during the year the group provide parties for First Communion Day and Confirmation Day. All parents are most welcome to lend a hand and our visitors always compliment the warm welcome they receive at these celebrations. Sometimes guest speakers are invited by the group to speak to the parents or students. The PSG have created their own written constitution. A copy of this constitution has been printed at the back of this booklet. This year the role of chairperson is shared by joint chairpersons Anita Blake and Marie Killeen. The joint secretaries are Linda Clarke and Sandra Derham and the treasurer is Louis Phillips.
Parents very often offer help to the school in lots of different ways. These are a few examples:
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· Assisting with the Senior Infants Paired Reading Workshops
· Volunteering to drive children to matches/games.

· Offering time and skill to carry out a particular task

· Looking after the laundry of team jerseys after a match.

· Supervising dressing rooms/ applying make-up/ Stage work for school concerts.

· Assisting teachers on school tours/trips.

· Acting as contact person for a group of families in the case of (rare) emergency closures. (e.g. after heavy snowfall)

· Helping with First Communion programme of monthly family masses.

· Working as a leader with 6th class children preparing for Confirmation.

· Helping with catering and hospitality at school celebrations/parties.

· Acting as steward/ team supervisor at the School Sports Day.
Everybody can help in some way and as always, many hands make light work.
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As parents, you are the first educators of your child and up to now perhaps nobody else formally shared that particular role as educator with you. Many of the children will have had playschool or Montessori teachers, while others may not. Either way "Education" is now beginning to take a more formal shape as your child begins "Big school". Your role in the changeover period is vital. Your relationship with the school and the teacher and your attitude to school life will make all the difference to your child.
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School is a happy place. Children enjoy playing and working, learning and creating together. Encourage them to look forward to it. Talk about your own (hopefully happy!) experiences at school. Allow the child to show off his/her new uniform / lunch box/ schoolbag ad infinitum to family, grandparents etc. It might be possible to have another new infant over to play during the summer. 

Even if you're a little anxious yourself don't communicate this to your child--- He/she will be fine-and so will you!

To ease the initiation of new pupils in Junior Infants, we operate the following timetable

Week 1:


Monday 31st August– Friday 4thSept.
 10 am. – 12.00 noon
Week 2:


Mon 7th Sept. –Friday 11th Sept             9.10 am – 12.00 noon

Week 3:


From Mon 14th Sept.2015 , full infant day 9.10 am – 1.50 pm.

It would be very helpful if parents could work with their children on practical things like opening/closing coat buttons/zips / bags/ lunch-boxes/ pencil cases etc. Hopefully they will also be able to use the toilet independently and wash and dry their own hands.

During the first few weeks at school it will be especially important that you are (or somebody appointed by you is) at the school waiting for your child when he/she arrives out to go home. He/she may get a little fright if they don't see you there. The teacher will of course be there to mind your child until you arrive and won't allow him/her out without you, but if you are experiencing delay, a phone call to the school will alert us and perhaps save a few tears! For the first week please wait at the P.E. Hall doors for the children & we will bring them out through the hall.
The class teacher should always know who will be collecting your child. Please let her know if on a given day/ week you will be unable to come and have arranged with someone else to do the pick-up - even if this is another parent. We have your child's safety at heart and will need your permission before allowing him/her to go with anybody else. Separated parents should please clarify any custody arrangements with the principal as soon as possible.

Some parents who have older children to collect at 2.50pm may find it helpful to have their Junior/Senior infant cared for in the After School Club for the hour between 1.50pm and 2.50pm. The “1.50 club” is organised by three parents who rent a spare room in the building for their small business and parents wishing to use their service contact them directly. Last year they also began a Morning club for parents rushing to work.
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The School Timetable 

From 9.10 am Children may enter the school grounds and go directly to their classrooms. Children are not allowed on the premises before we open at 9.10am.The Board of Management does not accept responsibility for children who arrive before this time, as they are unsupervised and therefore unsafe.  Please do not take your children to school too early. The Bell will sound at 9.10am.
Class teachers will be in their rooms supervising children from 9.10am as they arrive. At 9.30am all children will be in and formal lessons will begin. During the assembly period between 9.10 and 9.30, Children can hand in homework or notes, exchange library books, speak with Teacher, collect copies, prepare for the day etc.
During the day the children have a small snack before the ten-minute morning playtime. Lunch is eaten before the afternoon, 30 minute play.
11.00 -11.10am Break Time.   12.45 -1.15pm Lunch Break.
1.50pm Home Time for Junior and Senior Infants
2.50pm   School Closes for 1st -6th classes.
School Closures

For the most part, holidays and school closures are planned during the month of June and for parents’ convenience a list of these dates is sent home to every family. This is a useful list and should be kept carefully. A list of some of the coming years planned closures is at the back of this booklet. This is subject to the approval of the Board of Management at the June meeting.

Staff meetings are vital to the smooth running of every school. 

Following Dept. of Education and Skills guidelines issued in 2010, all staff meetings are now held after school when the children have gone home.
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In the case of unusual and unplanned closures e.g. snow making travel impossible/complete heating failure; we operate a “list” system for contacting families quickly by telephone. One parent takes responsibility for telephoning a group of families (perhaps half a class). In this way everybody can be contacted quickly without the principal/secretary having to make an enormous number of calls. If for any reason you would prefer your telephone number not to be placed on such a list please inform Mrs King as soon as possible as otherwise it will automatically be included.

In recent years we also successfully used “Text a parent” for sending a quick message to mobile phones from the school computer.
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The School Uniform. 
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The school uniform consists of: 
· Grey trousers / pinafore / skirt

· White shirt

· Plain red tie

· Navy v-neck jumper/ cardigan

· Ordinary school shoes please.
The uniform should be worn every day except on PE day. If for any reason a child is not wearing full uniform he/she should have a note from his/her parents explaining why please. We depend entirely on parents’ co-operation in this matter. Thank you.

· On PE days, children should wear the school PE tracksuit and white soled or non-marking runners. The school tracksuit eliminates pressure to buy expensive designer sports gear and is also very useful on school tours and trips. The tracksuit may be ordered from the school office before 5th June and will be delivered to the school for you in September. Teachers will clarify the P.E. timetable for you in September.
Thank you to the PSG for their assistance.
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Homework  
1. It is a policy at St. Anne's to assign homework to students each night from Monday to Thursday. (Occasionally at weekends the students would have to finish essential work or complete a punishment exercise).
2. Homework can involve researching, making or discussing as well as reading, writing, learning, spelling and maths. 

3. Homework is intended to reinforce learning done in school and for the most part should not be too difficult or time consuming where reasonable effort is made. As a general rule children in the infant classes should spend no longer than 15 minutes on homework, first and second- 30mins, third and fourth 40mins. Fifth and sixth 1 hour. 

4.  If an occasion arises when a child spends longer than the times above on homework (other than punishment exercises) and has made a genuine effort but has serious difficulty completing the task, his/her parents should please allow the child to stop and sign the time taken on the journal. Exhausted children become upset and do not produce good work. Essential items may be caught up with at a later date.

5. Each child from 1st to 6th uses a homework journal. The journal itself is an important record. All homework should be neatly written into the journal each day and dated. Parents please sign the journal every night. 
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6. Teachers and parents will use the journal for brief notes/messages, perhaps explaining absence, homework difficulties, requesting permission to leave early or a comment from teacher re work/behaviour etc. 

7. Teachers in Infants classes send home a homework sheet each Monday, outlining the work to be covered each evening. This sheet is also used for notes and reminders from Teacher.

8. There is a special section in the school journal for notes explaining absence from school. It is important that all absences are explained in writing as we are required to inform TUSLA (Child & Family Agency) in the case of a child missing 20 days or more in a school year. All notes explaining absences are recorded in school files, so even if you know we are aware of your child’s illness please don’t forget to send in the note when he/she returns. Thank You.
[image: image23.jpg]



[image: image24.jpg]


Special Activities.
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It is important to us all at St Anne's to provide the children with a wide variety of learning experiences. We strive to recognise and foster the children's individual talents. Some children are very able readers, some excellent mathematicians, more are fine artists or singers or sportspeople. We try to give them at least a "taste" of extra-curricular activities while they are here so they experience success and enjoyment, develop an interest for their future, a sense of teamwork and build their self-esteem enormously along the way.

To these ends we take part in all of the following:

· School concerts
-usually held every second year.
· Annual School Sports Day- May/June.

· Charity collections for Trócaire/People in need/Children’s Charities/ Special Olympics /Vincent de Paul / Local charities etc. The Jack & Jill Foundation.

· Gaelic games training and competitions. We have enjoyed lots of success at these. (Football, Hurling, Camogie). In 2013 we were winners of the U/11 Football and Hurling leagues. We won the Senior Camogie cup for our division in 2014 This year our Girls Cross Country Team were county champions.
· Cross Country Running 3rd to 6th class

· Visiting speakers to the school, including writers / poets/artists/musicians/historians/scientists.
· Trips to the theatre and places of historical interest.

· Local nature walks.

· Art and craft every week as part of the curriculum.

· Special Art exhibitions.

· Entering Art competitions sponsored by Texaco / Credit union /other commercial sponsors/Community games.

· School tour every year for all children. 

· Project work for middle and senior pupils which is exhibited at the end of term.

· Write-a-Book project every second year. The children are very proud of their very own publications. 2014/15 was be a Write -a -Book year

· Bicycle safety lessons for children from 4th class.

· School concerts – usually held every second year.

· Mini Scientist Competition

· Football and Hurling coaching with GAA officials.
· School Choir. The choir provide beautiful music for the First Communion, First Confession and Confirmation ceremonies as well as Concert and Christmas carol performances. This year they performed with the Peace Proms Orchestra at an excellent concert in the RDS.
· Pre Communion programme organized by volunteer parents.

· Book weeks, including library trips, visits and the most popular Readathon Fancy Dress Competition.

· One day retreat for 6th class preparing for Confirmation.

· Paired reading sessions with Senior Infants and volunteer parents reading together for enjoyment.

· Senior Infants also pair with 5th/6th class ‘Reading Buddies’.

· After school Irish Dancing Lessons with Natalie Mowlds (Thursdays)

· After School Art lessons with Artzone on Fridays.
· After School Speech and Drama classes on Wednesdays.

……….To name but a few!!
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School lunches
The children are given time twice a day to eat their lunch/snack at school. At morning break they eat for five minutes and at lunchtime they have a further 10 minutes eating time.

 This should be enough for sandwiches, fruit etc. They are encouraged to eat sandwiches and healthy food. 

Sweets/ bars/cakes/ biscuits and crisps and peanuts are not allowed for school lunches since 2013.Although peanuts are good for us, we are worried about children with allergies to nuts (we are aware of at least two students) and of course the danger of choking. The children are encouraged to drink fruit drinks/water or milk.

 Milk is available to your child every day and is subsidised under the school milk scheme. This can be ordered in the office in September for the coming year. The cartons come with straws and cost about 19cents. You will be offered the option of ordering milk for the full year or to order and pay in two halves, if you wish to avail of this scheme.
Playtime

 At playtime children go to the yard when the weather is dry enough to go out. There are two yards at the back of the school building forming an L shape. They enjoy playing skipping and “Four square ball”. Hopscotch type games are scheduled to be painted over the summer. They are also allowed to bring in small hand held toys to the yard (a Teddy / yo-yo etc.). Please encourage them to bring just one toy at a time!
       For safety reasons, we ask the children to observe the “walking rule” when everybody is in the yard together, so that nobody moves at top speed and causes an accident. We also ask children to play with other children their own age. Classes are often rewarded with a few minutes “extra play” in the yard. On these occasions with just one class group in the yard or on the grass they are allowed to run. Good behaviour is expected of all children at play as well as at work and the safety and feelings of others must be respected. 
   Very recently we purchased an additional piece of land beside the school to be used as a playing field. We were put to the pin of our collar so to speak to find the finance to make the purchase. Fundraising is still on-going. Fencing, nets, a lawnmower etc will be needed next to get our field up and running. 

    Parents will be informed if a child is not behaving well in the yard. In the case of serious misbehaviour you will be informed immediately.
Children who begin to form a pattern of misbehaviour (i.e.) those who are booked in the yard notebook by a supervising teacher 3 or more times in any fortnight, will be given a note home and a punishment exercise by the Principal or Deputy Principal. Parents should sign and return it for the files and hopefully, when the child sees we are both keeping a closer eye on them the situation will improve. We used this system for several years and only a very small percentage of children were sanctioned in this way. Children who do not make a good effort to improve yard behaviour will be given lunchtime detention. (3rd note)

Accommodation 

 As you have seen, we are at last housed in a beautiful, new, 16-classroom school. We have waited a very long time and encountered several delays but now we can enjoy the light and space the new facility affords us.
We began working here in September 2013 and have been busy settling in ever since.
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Along with the sixteen classrooms we have offices/Computer-Library/hall/GP room/Learning Support classrooms.

School books

School booklists are distributed in June each year for the coming year. Parents will find the recommended books at any bookshop. They may also be purchased online. Parents requiring free books for their children should make an appointment with the principal about the matter, which is strictly confidential.
The overall cost of school books is reduced for parents by the use of a rental scheme for English, History, Geography and Science.(S.E.S.E.)
Parents are asked to pay €5 per subject in the scheme.
School Expenses.
Some payments are made directly to the school. E.g. contributions towards the purchase of extra library books, Art and Craft materials etc.

A list of these expenses is attached to your booklist each year.

Insurance

Personal insurance is available to every student at St Annes. The cost is not high and will be cheaper if every child in the school takes up the option. The parents at the PSG meeting agreed it is very good value and asked that you be encouraged to take out this insurance. 

Parents’ concerns

We hope that you and your child will enjoy eight perfect years here at St Anne’s, but we know that’s a lot to ask!

Sometimes little things go wrong and you may have a worry or concern about something. In that case, please send a short note to your child’s class teacher asking for an appointment to talk it over, or phone the office to fix a suitable time to meet him/her. The teacher will be happy to meet you once they have had a chance to make arrangements for their classes. Usually a short chat achieves a lot.

Hopefully the matter will be resolved quickly but if not you can then ask to meet myself as principal. If I can do anything to help I will – most matters are small and best dealt with at early stages. If you need to take the matter further, the Chairperson of the Board of Management is the person to whom you should write. No other person or group acts as “complaints department”. 

On the other hand, if you’re very happy, everybody readily accepts compliments – feel free !

Welcome to St. Anne’s.

Fáilte go Scoil Áine Naofa.

Patricia King, (Principal)

Appendix 1

Parents Support Group, St Anne’s N.S Ardclough

Constitution

The Constitution of the P.S.G.

The purpose of the P.S.G. is to provide a structure through which the parents/guardians of children attending St Annes can work together for the best possible education for their children. The P.S.G. will work with the Principal, staff and Board of Management to build effective partnership of home and school.

The Aim of the Parent Support Group.

The aim of the P.S.G. is to enable parents to play their part in ensuring the best possible education for their children, through the group’s programme of activities. The P.S.G. will promote the interests of students in co-operation with the Board, Principal, teachers and students, in accordance with the provision of the Education Act, 1998.

The Work of the P.S.G.

The P.S.G will undertake a programme of activities which will promote the involvement of parents and which will support pupils, parents and school staff. In planning its activities, the P.S.G. will consult with the school Principal.

The P.S.G. may advise the Principal and Board on any matters relating to the school in accordance with the Education Act, 1998, 262 (a)

Membership of the P.S.G.

All parents or guardians of children attending St Annes will be deemed to be members of the Parents Support Group.

The  Committee of the P.S.G.

The members of the P.S.G. will elect a number of members who will have responsibility for managing the activities of the P.S.G. This team will serve as the Committee of the P.S.G.

The Work of the Committee of the P.S.G.

The  Committee is the team who will manage these tasks on behalf of the parent body (the members).

The  Committee is the team who draw up a plan for the activities of the P.S.G. in consultation with parents and in accordance with their wishes.

The P.S.G. will be responsible for seeing that these activities are run in an efficient and effective way.

The  Committee will consult with the School Principal when planning the programme of activities for a particular year.

The  Committee will report to the parents body (the members) about the work of the  Committee at the A.G.M. and through ‘The Moon’ Newsletter and school notice board.

The  Committee will manage an account for any funds collected by the P.S.G.

Membership of the Committee

The members of the Committee will be elected each year at the A.G.M. of parents.

The number of the Committee will be approximately 18. (there are 17 at present)

Each member will be elected for a minimum of 1 year. Members may go forward for election again.

Parents representatives elected to the Board of Management are automatically members of the Committee, but will not hold an officer post.

Co-option and Sub- committees.

The Committee may co-opt people onto the committee to assist in their work. Sub-committees can be set up for particular tasks. The sub-committees may also co-opt people to assist in their work. The sub-committee may not make decisions. They are accountable to the main committee.

Finance
The P.S.G. will finance its activities through a fund-raising event.

A Treasurer will be appointed from among the committee members and will be responsible for keeping accounts of P.S.G. group finances.

A written statement of income and expenditure will be given at the A.G.M.

The P.S.G. will keep a bank account in its name. The Treasurer and at least one other member of the committee must sign cheques drawn on the account.

Fund Raising for the School
Fund-raising for the school will be done with the prior agreement of the Board. The P.S.G. committee will agree with the Board as to the specific school projects for which funds are to be raised by the P.S.G.

Membership of the National Parents Council Primary
The Parents Association will affiliate with the National Parents Council Primary annually.

Meetings

At the beginning of each new year, a broad schedule of meetings will be agreed. At the end of each meeting the date for the next meeting will be fixed.

Appendix 2
School Closures & Dates to Remember 2015/16
SCHOOL REOPENS FOR CHILDREN ON MONDAY 31st August 2015

(Other Dates taken from D.E.S. Website)
	October 2015 mid-term break
	All schools will close from Monday Oct 26TH –  Friday 30th Oct.inclusive. Reopening Mon 2nd  Nov.

	Christmas 2015
	Closing for Christmas Holidays at 12.30pm. on Tuesday 22nd December. Reopening on Wednesday 6th January 2016.(Schools will  not be closed for the Holy Day on 6th Jan)

	 February 2016 Mid-term break
All Primary schools will close on Thursday 18th and Friday 19th February 2016. (Primary schools may use 3 discretionary days to extend this break to an alternative option of a 5 day break from the period from Monday 15th February 2016 to Friday 19th February 2015 inclusive unless changes are required as part of contingency arrangements to make up for time lost due to unforeseen school closures)

Easter 2016
All schools will close on Wednesday 16th March 2016 which will be the final day of the school term, unless changes are required as part of contingency arrangements to make up for time lost due to unforeseen school closures) Where contingency arrangements are required a school authority may reduce the length of the Easter break by remaining open up to and including Wednesday 23rd March 2016.
All schools will re-open on Monday 4th April 2016.


Further details will be added in September.
Appendix 3

St Annes NS Ardclough
School Asthma Management Guidelines

A) This school recognises that asthma is an important condition affecting many school age children and positively welcomes all pupils with asthma.

B) This school encourages children with asthma to achieve their full potential in all aspects of school life by having clear guidelines that are understood by staff and pupils.

C) Medication

Immediate access to reliever inhalers is vital.

· Older children are encouraged to carry their reliever inhaler, while reliever inhalers of younger children are kept easily accessible in the classroom.

· Parents are asked to ensure that the school is provided with a labelled reliever inhaler and spacer device which the class teacher holds separately in case the child forgets or loses his/hers. To avoid wastage this will be returned at the end of each school year. This way it may be used before its ‘use by’ date and a new one sent to the school September.

School staff: Are not expected to administer medication to children except in an emergency, however, many of our staff are happy to do this.

D) Record keeping:

· At the beginning of the school year or when a child joins the school, parents are asked if their child has asthma.

· The school asthma record sheet is given to parents of children and filled out.

· School asthma record sheets will be sent to parents annually to be updated. If a child’s medication changes, parents are asked to inform the school teacher.

E) P.E.

· Participation in sport is an important part of school life.

· Children with asthma are encouraged to participate fully in P.E.

· Each child’s inhalers are labelled and kept on site at the lesson. Children are encouraged to use their inhaler during P.E. class if they need it.

F) The school Environment:

· The school ensures the school environment is favourable to children with asthma by not keeping furry or feathery pets and having a non- smoking policy. Chemicals in science and art lessons that are potential triggers of asthma are avoided as far as possible.

G) Asthma Attack:

· The school and school staff follow the below procedure which is clearly displayed in the staff room, in the event of an asthma attack.

The Five Minute Rule 

10. Ensure the reliever inhaler is taken immediately.

This is usually blue and opens up narrowed air passages.

2.
Sit the child up and loosen tight clothing.

3.
Stay calm. Attacks may be frightening and it is important to stay calm.

4.
If no immediate improvement during an attack, continue to take the reliever inhaler every minute for five minutes or until symptoms improve: two puffs if MDI/evohaler or one puff if turbohaler.

5.
If symptoms do not improve in five minutes, or if you are in doubt, call 999 or a doctor urgently. Continue to give reliever inhaler until help arrives or symptoms improve.

Dear Parents,

I am pleased to advise you that this school takes its responsibility to pupils with asthma very seriously. With advice from the Asthma Society of Ireland we have established school asthma management guidelines for use by school staff.

As part of the accepted good practice, we are now asking all parents of children with asthma to help us complete a school asthma record sheet for their son/daughter. Please complete the enclosed asthma record sheet as soon as possible and return to the class teacher.

The completed asthma sheet will have details of the pupil’s current treatment and also what steps to take if they should have an asthma attack in school. The asthma record sheet will help school staff to ensure your child with asthma receives the best possible treatment at all times.

If your child does not have asthma or is not on inhalers please return the asthma record sheet stating these facts.

Thank you for your co-operation in this important matter.




Sincerely




Patricia King

Re: Primary School asthma sheet

Child’s Name:__________________________________

Address: ______________________________________


_______________________________________

________________________________________        

Parent’s/Guardians/ Phone No.: _________________________

Mother’s work no. _________________________ Mobile ____________________

Father’s work no. __________________________ Mobile ____________________

GP’s Name _______________________________ Phone no.__________________

Address: _________________________________________________________

Hospital _______________________________ Chart no. __________________

Reliever medication when needed (please tick)
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For sudden chest tightness, wheeze, shortness of breath, cough. 

10 minutes before exercise or P.E. class.

Name, dose and how taken:  _________________________________

Expiry date checked: _____________________________________

If symptoms do not improve, despite instituting the “ 5 minute rule”, call 999 or a doctor immediately.

Signed: ____________________________________________________

Appendix 4
INTERNET Acceptable Use Policy

School Name 
St Anne’s National School

Address

Ardclough, Straffan, Co. Kildare

The aim of this Acceptable Use Policy is to ensure that pupils will benefit from learning opportunities offered by the school’s 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 – as outlined in the AUP – will be imposed.

It is envisaged that school and parent representatives will revise the AUP biannually. Before signing, the AUP should be read carefully to ensure that the conditions of use are accepted and understood.

This version of the AUP was created in April 2006.  

by the school teaching staff.

………………………………………………………………………………………………

Note:    St Anne’s N.S. has joined the NCTE Broadband for Schools scheme, which is hosted by HEAnet. This is a centrally managed and supervised system. Access to the internet is therefore restricted at source. Users of the internet on our school computers do not have open access to the worldwide web at any stage.

School’s Strategy

The school will employ a number of strategies in order to maximise learning opportunities. These strategies are as follows:

General

· Internet sessions will be supervised by a teacher.

· 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 CD-ROMs in school requires a teacher’s permission..

· Students will observe good “netiquette” (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
· The built in restrictions ensure that students cannot 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 be allowed to disclose or publicise 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 be allowed to send or receive any material that is illegal, obscene, and defamatory or that is intended to annoy or intimidate another person.

· Students will not be allowed to reveal their own or other people’s personal details, such as addresses or telephone numbers or pictures.

· Students will not be allowed to arrange a face-to-face meeting with someone they only know through emails or the internet.

· Students will note that sending and receiving email attachments is subject to permission from their teacher.

Internet Chat

· Students will not have access to chat rooms, discussion forums or other electronic communication forums that have not been approved by the school.

School Website

Our School website is    www.stannesardclough.ie
· Pupils will be given the opportunity to publish projects, artwork or school work on the World Wide Web.

· The publication of student work will be co-ordinated by a teacher.

· Pupils’ work will appear in an educational context on Web pages with a copyright notice prohibiting the copying of such work without express written permission.

· Digital photographs, audio or video clips of individual students will not be published on the school website. Instead photographs, audio and video clips will focus on group activities. Video clips may be password protected.

· Personal pupil information including home address and contact details will be omitted from school web pages.

Legislation

The following legislation relates to the use of the internet and is available on the government website www.irlgov.ie

· Data Protection (Amendment) Act 2003

· Child Trafficking and Pornography Act 1998

· Interception Act 1993

· Video Recordings Act 1989

· The Data Protection Act 1988

Sanctions

Misuse of the Internet may result in disciplinary action, including written warnings, withdrawal of access privileges and, in extreme cases, suspension. The school also reserves the right to report any illegal activities to the appropriate authorities.

------------------------------------------------------------

St Anne’s N.S., Adclough Internet Permission Form
Please review the attached school Internet Acceptable Use Policy, sign and return this permission form to the Principal.
Name of Pupil:
______________________

Class/Year:

______________________

Pupil

I agree to follow the school’s Acceptable Use Policy on the use of the Internet. I will use the Internet in a responsible way and obey all the rules explained to me by the school.

Pupil’s Signature: __________________________ 
Date:  ___________________

Parent/Guardian

As the parent or legal guardian of the above pupil, I have read the Acceptable Use Policy and grant permission for my son or daughter or the child in my care to access the Internet. I understand that Internet access is intended for educational purposes. I also understand that every reasonable precaution has been taken by the school to provide for online safety but the school cannot be held responsible if pupils access unsuitable websites.

I accept the above paragraph □                    
In relation to the proposed school website, I accept that, if the school considers it appropriate, my child’s schoolwork may be chosen for inclusion on the website. I understand and accept the terms of the Acceptable Use Policy relating to publishing children’s work on the school website.

I accept the above paragraph □                    

Signature: _____________________________
Date:  ___________________

Address:
______________________________ 
Telephone: _______________

______________________________ 

Child Protection Guidelines and Procedures

Whole School Plan

St. Anne’s N.S., 

Ardclough,

Straffan,

Co. Kildare.

Roll no. 17674B

Child Protection Policy
Introduction
St. Anne’s N.S. aims to provide its pupils with the highest standards of care and protection, in order to promote each child’s wellbeing and safeguard him/her from harm.  
This policy document has been drawn up by staff, and St. Anne’s Board of Management, including representative parents in response to the following legislation:
The Education Act 1988, The Education Welfare Act 2000, The Protection of Persons Reporting Child Abuse Act 1993, Education for Persons with Special Needs Act 2004, Safety, Health at Work Act, 2005.

The following publications have been used to inform St. Anne’s Child Protection Policy,

 “Children First’ guidelines of the Department of Children and Youth Affairs 2011 

‘’Child Protection Procedures for Primary and Post Primary Schools’ 

As issued by the Department 2011.

The BoM has adopted and will implement fully and without modification the Department’s Child Protection Procedures for Primary and Post Primary Schools as part of this overall child protection policy.
The following key personnel have been identified and ratified by the BoM of St. Anne’s in cases where procedures as described in this document below need to be implemented:

 The Designated Liaison Person (DLP) is  Patricia King (Principal)
The Deputy Designated Liaison Person (DDLP) is Mildred Hegarty 

(Deputy Principal)

AIMS OF POLICY

The aims of the child protection policy are to;

· Put in place clear procedures for dealing with and reporting suspected /alleged cases of child neglect or abuse.

· Endeavour to safeguard the wellbeing of the child and intervene when necessary to protect their rights.

· Help school personnel recognise the signs of neglect or abuse.

· Provide a safe environment for our school community.

Definition and Recognition of Child Abuse

Child abuse can be categorised into four different types:
· Neglect

· Emotional abuse

· Physical abuse

· Sexual abuse

Definition of Neglect
Neglect can be defined in terms of an omission, where the child suffers significant harm or impairment of development by being deprived of food, clothing, warmth, hygiene, intellectual stimulation, supervision and safety, attachment to and affection from adults, and or medical care. (2.2 Children First.)

Definition of Emotional Abuse
Emotional Abuse is normally to be found in the relationship between a parent/ carer and a child rather than in specific events or patterns of events. It occurs when a child’s developmental need for affection, approval, consistency and security are not met. Unless other forms of abuse are present, it is rarely manifested in terms of physical signs or symptoms. (2.3 Children First)
Definition of Physical Abuse
Physical abuse can involve;

-severe physical punishment 

-beating, hitting, slapping or kicking

-pushing, shaking or throwing

-pinching, biting, choking or hair pulling

-terrorising with threats

-observing violence

-use of excessive force in handling

-deliberate poisoning 

-suffocation 

-fabricated or induced illness

-allowing or creating a substantial risk of significant harm to a child. 

(2.4 Children First)
Definition of Sexual Abuse

Sexual abuse occurs when a child is used by another person for his/her gratification or sexual arousal, or for that of others. (2.5 Children First)

Guidelines for Recognition of Child Abuse

This policy draws particular attention to ‘persistent evidence’ of neglect, including indicators such as no lunch, lack of uniform, no homework, poor attendance, persistent health problems, lack of sleep indicating inappropriate television viewing late at night and other evidence that would indicate lack of supervision in the home. All signs and symptoms must be examined in the total context of the child’s situation and family circumstances.
There are commonly three stages in the identification of child abuse:

1. Considering the possibility

2. Looking out for signs of abuse

3. Recording of information

Each of these stages is developed in ‘Children First’ (2:6)

Handling Disclosures from Children.

When information is offered in confidence staff will act with sensitivity in responding to the disclosure. (see Child Protection Guidelines Checklist for School Employees. Appendix 3)   The member of staff will need to reassure the child, and retain his/her trust, while explaining the need for action and the possible consequences, which will necessarily involve other adults being informed.   It is important to tell the child that everything possible will be done to protect and support him/her but not to make promises that cannot be kept, e.g. promising not to tell anyone else.   The welfare of the child is regarded as the first and paramount consideration.  In so far as is practicable, due consideration will be given, having regard to age and understanding, to the wishes of the child.
The following advice is offered to school personnel to whom a child makes a disclosure of abuse. 

· Remain calm;

· Listen to the child with sensitivity and openness;

· Take all disclosures seriously;

· Do not ask leading questions or make suggestions to the child;

· Offer reassurance, but do not make promises;

· Do not stop a child recalling significant events;

· Do not over react;

· Explain that further help may be sought;

· Record the discussion accurately and retain the records of dates, times, names, locations, context and factual details of conversation.

This information should then be passed on to the DLP and a record will be kept in the school.

Duties of the Designated Liaison Person (DLP)

The DLP has specific responsibility for Child Protection Procedures and will represent the school in all correspondence with the HSE, An Garda Siochana and other parties in connection with allegations of abuse. All matters pertaining to child abuse concerns should be processed through the DLP.
The DLP acts appropriately where there are reasonable grounds for suspicion or 
where an allegation has been made.

Both the DLP and the DDLP undertake regular training from the Child Abuse Prevention Programme. CAPP provides training to the whole school community 

(Staff, parents, Boards of Management) on the ‘Stay Safe Programme.’

Action to be taken by the DLP when dealing with an issue of child protection.  
If the school employee, and or the DLP are satisfied that there are reasonable grounds for the suspicion or allegation the DLP should report the matter to the HSE Children and Family Social Services for Kildare. (See Reporting Procedures for DLP Appendix 1)  It may be useful to note:
1 A report should be made to the HSE in person by phone and writing.  A social worker is available during certain hours to meet with, or talk on the phone, to persons wishing to report child protection concerns.

2 It is generally most helpful if persons wishing to report child abuse concerns make personal contact with the duty social worker.  This will facilitate the social worker in gathering as much information as possible about the child and his parent/ carers

3. In the event of an emergency, where a child appears to be at immediate or serious risk or the non-availability of social services staff, the report should be made to the Gardaí. This may be done at any Garda Station. Under no circumstances should a child be left in a dangerous situation pending HSE intervention.

It is recommended that all reports should include as much as possible of the information sought in the Standard Reporting Form (see Appendix 2).  Since all information requested may not be available to the person making the report, the form should be completed as comprehensively as possible. When such a report is being made to the HSE, the Chairperson of the Board of Management should be informed.

In the case where the school personnel have concerns about a child, but are not sure whether to report the matter to the HSE, they should seek appropriate advice.  To do so, the DLP should consult the appropriate social services staff.  In consulting the appropriate social services staff, the DLP would have to give identifying details as are required when a report is being made. If the health board advises that a referral should be made, the DLP should act on that advice.
Confidentiality

All information regarding concerns of possible child abuse should only be shared on a ‘need to know’ basis in the interests of the child. The giving of information to those who need to have that information is not a breach of confidentiality. This procedure exists for the protection of a child who may have been or has been abused. The DLP who is submitting a report to the HSE, or An Garda Siochána should inform a parent/guardian, unless doing so is likely to endanger the child or place that child at further risk. A decision not to inform a parent/guardian should be briefly recorded together with the reasons for not doing so and the Chairperson of the BoM should be informed.

Protection for Persons Reporting Child Abuse

The Protection for Persons Reporting Child Abuse Act 1998 provides immunity from civil liability to any person who reports a child protection concern 

‘Reasonably and in good faith’ to designated officers of the HSE or any member of an Garda Siochána (DES Procedures 1:10)
Qualified Privilege
People making a report to the DLP in good faith have ‘qualified privilege’ under common law.  Reports made to the HSE may be subject to provisions of the Freedom of Information Act, 1997. This act enables members of the public to obtain access to personal information relating to them which is in the possession of public bodies. However, the act also provides that public bodies may refuse access to information obtained by them in confidence (DES Procedures 1:12)
School Policies and Relevant Practices

The Board of Management (BoM) recognises that child protection and welfare considerations permeate all aspects of school life and must be reflected in all school policy, school practices and activities.  
Specific policies named hereunder are key elements of this overall document and must be referred to in the context of this policy:

· Attendance

· Enrolment

· Code of Behaviour

· Bullying

· Health & Safety

· Record Keeping

· Internet Usage Policy

· Supervision

· Learning Support

· Induction of Staff

· Tours/Trips

· Critical Incidents 

This policy also considers participation by pupils in sporting activities, other extra-curricular activities and school outings. Other practices and activities, where child protection might have particular relevance, will consider the procedures outlined within this policy.  The Board has ensured that the necessary policies, protocols or practices as appropriate are in place in respect of each of the above listed items. In addition see Child Protection Practices (Appendix A) where ‘best practice’ procedures are described and are now listed below.

· Visitors/ Guest speakers

· Children with specific toileting / intimate care needs

· Toileting accidents

· Accidents

· One –to – one teaching

· Changing for games / swimming

· Attendance

· Behaviour

· Bullying

· Children travelling in staff cars

· Communication

· Induction of Staff

· Induction of Pupils

· Internet Safety

· Record keeping 

· Supervision

· Visibility

· Use of DVD’s in school

· Adults entering the yard at break times

· Adults or parents passing, observing and or making contact with children as they drive by the school yard.  
This policy is available to all school personnel and the Parents’ Support Group and is readily accessible to parents on request. It is also available in hard copy in each classroom.  A copy of this policy is available for the attention of the DES and the patron if requested. 
Allegations or Suspicions in relation to School Employees (DES Procedures Chapter 5)
The Chairperson and the DLP are concerned with the protection of the children in their care in the first instance. However, employees must be protected against false and malicious claims. Due process must be observed in relation to allegations against employees.  Legal Advice should be sought by the BoM in relation to an allegation in relation to an employee.  If the allegation is against the DLP, the BoM Chairperson will assume the responsibility for reporting the matter to the HSE.

Reporting allegations against a school employee
When an allegation of abuse is made against a school employee, the DLP should act in accordance with the procedures outlined in Children First. A written statement of the allegation should be sought from the person/agency making the report. A parent/guardian may make a statement on behalf of a child.  The DLP should always inform the Chairperson of the BoM and is responsible for liaising with the HSE. The Chairperson assumes responsibility for dealing with the employee.
School employees, other than the DLP, who receive allegations against another school employee, should immediately report the matter to the DLP.  School employees who form suspicions regarding conduct of another school employee should consult with the DLP.

The employee should be informed by the Chairperson that:

a. An allegation has been made against him/her

b. The nature of the allegation

c. Whether or not the HSE or Gardaí has been informed.
The employee should be given a copy of the written allegation and any other relevant documentation. The employee should be requested to respond to the allegation in writing to the BoM within a specified period and told that this may be passed to the Gardaí, HSE and legal advisers.
The Chairperson must take the necessary steps to protect the child and may consult the BoM in this matter. The BoM may direct that the employee take administrative leave with pay and avoid suspension, thus removing any implication of guilt.  The DES should be immediately informed.

School Measures Taken to Protect the Children in Our Care
There are a number of areas where common sense in our school should prevail in order to protect the children in the school and the staff who care for them.  In relation to this, certain points should be noted:

1. St. Anne’s fully implements the Stay Safe programme every year.

2. A copy of the school’s child protection policy, which includes the names of the Designated Liaison Person (DLP) and Deputy DLP, will be made available to all school personnel and the Parents’ Support Group and is readily accessible to parents on request

3. The name of the DLP and other relevant support services are displayed in a prominent position near the main entrance to the school
4. In addition to informing the school authority of those cases where a report involving a child in the school has been submitted to the HSE, the DLP shall also inform the school authority of cases where the DLP sought advice from the HSE and as a result of this advice, no report was made. At each BoM meeting, the Principal’s Report shall include the number of all such cases and this shall be recorded in the minutes of the BOM meeting. 

5. St. Anne’s will undertake an annual review of its Child Protection Policy and its implementation by the school. A checklist, to be used in undertaking the review (included at Appendix 4). The school has put in place an action plan to address any areas for improvement which might be identified in the annual review. The Board of Management shall make arrangements to inform school personnel that the review has been undertaken. Written notification that the review has been undertaken shall be provided to the Parents’ Support Group. A record of the review and its outcome shall be made available, if requested, to the patron and the DES. 

· Staff who take swimming classes should make sure that there are two adults in attendance at all times. The dressing rooms and pool area should be well supervised

· Staff should make every effort not be alone in a classroom with one child or detain a child on their own after school. In the case of special needs pupils where resource hours and assistance are sanctioned on an individual basis, it is school policy that staff in such a situation should work with the classroom door open, thus rendering the occupants visible at all times.

· When possible children should work in groups when attending ‘learning support classes’ outside the classroom

· Children with physical disabilities who may require assistance in toileting will be aided by a Special Needs Assistant who has met the necessary screening requirements when being employed by the school.  Prior to the child coming to St. Anne’s, a meeting will be arranged with the parents.  Written permission will be sought, for a named staff member to carry out this assistance and for a staff member who will substitute in her absence.
It should be noted that children with disabilities may be more at risk of abuse due to a number of reasons (DES Procedures 2:3).  Parents, teachers and all staff involved in services for children with disabilities need to be familiar with the indicators of abuse and to be alert for signs of abuse.

Ratification of Policy

This policy will be reviewed by the Board of Management once in every school year. 

This policy was adopted by the Board of Management on  

Signed: ___Marie Griffin____________        Signed: _____Patricia King___ 

Chairperson of Board of Management             Principal 

Date: _______26/3/2012___________          Date: _____26/3/2012_____ 

Date of next review: September 2012
The Board further endorses the Principal,  Patricia King as the school DLP and  Mildred Hegarty as Deputy DLP.

On behalf of the Board of Management:

______________Marie Griffin_______(Chairperson)   

Date:  ___26/3/2012
Appendix A:   Child Protection Practices
The staff and BoM of this school have identified the following as areas of specific concern in relation to Child Protection. Following discussion and consultation, the staff and BoM have agreed that the following practices be adopted:

· Physical contact between school personnel and the child should always be in response to the needs of the child and not the needs of the adult.
While physical contact may be used to comfort, reassure or assist a child, the following should be factors in determining its appropriateness:

· It is acceptable to the child

· It is open and not secretive

· The age and developmental stage of the child

School personnel should avoid doing anything of a personal nature for children that they can do for themselves.
School personnel should never engage in or allow:
· The use of inappropriate language or behaviours

· Physical punishment of any kind

· Sexually provocative games or suggestive comments about or to a child

· The use of sexually explicit or pornagraphic material

Visitors/Guest Speakers
Visitors/Guest speakers should never be left alone with pupils. The school (Principal/ teachers) has a responsibility to check out the credentials of the visitor/guest speaker and to ensure that the material in use is appropriate.

Children with specific toileting/intimate care needs

· In all situations where a pupil needs assistance with toileting/intimate care, a meeting will be convened, after enrolment and before the child starts school, between parents/guardians, class teacher, special needs assistant, Principal and if appropriate the pupil. The purpose of the meeting  will be to ascertain the specific needs of the child and to determine how the school can best meet those needs
· The staff to be involved in this care will be identified and provision will be made for occasions when the particular staff involved are absent. A written copy of what has been agreed will be made and kept in the child’s file
· The designated member/s of staff will be present when dealing with intimate care/toileting needs.  Any deviation from the agreed procedure will be recorded and notified to the DLP and the parents/guardians.
Toileting accidents

Clean underwear and suitable clothing will be kept in the school so that if a pupil has an ‘accident’ of this nature, they will in the first instance be offered fresh clothing into which they can change.

If the pupil for whatever reason cannot clean or change themselves and the parents/guardians cannot be contacted, the child will be assisted by members of staff familiar to the child. In all such situations, two members of staff should be present.  A record of all such incidents will be kept and Principal and parents will be notified.

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.

On-to-one teaching

· It is the policy in this school that one-to-one teaching can sometimes be in the best interest of the child
· Every effort will be made to ensure that this teaching takes place in an open environment
· Parents of children who are to be involved in one-to-one teaching will be informed in writing and their agreement sought
· Work being carried out by Special Needs Assistants will be carried out under the direction of the class teacher in an open environment.

Changing for games/Swimming   

Pupils will be expected to dress and undress themselves for Games/ Swimming.  Where assistance is needed, this will be done in the communal area and with the consent of parents. Under no circumstances will members of staff/volunteers be expected to or allowed to dress/undress a child unsupervised in a cubicle/private area.  In such situations where privacy is required, the parents/guardians of the child will be asked to assist the child. 
 While every effort will be made to adhere to best practice as agreed and outlined above, in the event of an emergency where this is not possible or practicable, a full record of the incident should be made and reported to the Principal and parents.

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.  Similarly, children who come to school late on a regular basis, will be monitored as per our attendance policy.

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 one child 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 or request a colleague to attend. Further details on communications are found in the school’s Communication Policy.

Induction of Staff

The DLP will be responsible for informing all new teachers and ancillary staff of the Child Protection Procedures (DES, 2011) and Children First:National Guidance for the Protection and Welfare of Children (2011).  All new teachers are expected to teach the appropriate SPHE objectives for their class. A member of staff, once trained, will be responsible for the mentoring of new teachers and will be responsible for supporting new teachers as they implement the SPHE objectives.
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, Stay Safe and SPHE. All new parents will be given a copy of the school’s 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 child’s progress. All parents will be given a copy of the school’s Code of Behaviour and Anti-Bullying policies.

Internet Safety

It is the intention of the Principal and Staff at St. Anne’s to ensure that child protection concerns will be addressed in the school’s Internet Usage Policy. The Stay Safe lessons in each classroom may be supplemented with appropriate resources. There will also be bi- annual meetings during which parents will be invited to attend a session with an invited speaker to stay abreast of the ever-changing situation regarding internet access.

Record Keeping

Teachers will keep records on each child’s reports. These records are kept on file by each teacher. 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 office, up to when the child is 21 years. Further details on record keeping will be found in the school’s Record Keeping Policy.
Supervision

The school’s supervision policy will be followed by all staff to ensure that there is comprehensive supervision of children at all breaks. A rota will be displayed to cover morning, mid-morning and lunchtime breaks. See Supervision Policy for agreed rules around break-times and procedures around teacher absences.

Visibility

Children are instructed to remain visible to the teacher in the school playground. Children will not be allowed to spend time in classrooms, toilets or at the back of the school 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.

Adults entering the yard at break times

Adults entering the yard during break times should approach the teacher on duty to inform him /her of the reason for being in the school yard. The teacher on yard duty will approach the adult if no contact has been sought by the visitor, to ascertain the reason for the visit.

DVD’s

All media products (CD’s, DVD’s etc.) should be checked by the teacher for their appropriateness with regard to age and suitability.

Adults / parents passing, observing and or making contact with children as they pass the school yard.  

In the interests of child protection, teachers on yard duty will be mindful of adults who pass by the yard and attempt to observe and or make contact with child/ children in the yard.  Parents are asked to refrain from this practice in light of possible implications for the children’s safety and protection.

The teacher on yard duty will inform the Principal of any occurrence of such instances and the following steps will follow;

· In the case of a parent, the Principal will make contact by phone, explain St. Anne’s ‘good practices’ in terms of our Child Protection Policy and ask the parent to refrain from said practice.

· In case of person/persons unknown to staff, attempting to observe and or make contact with the children in the yard as they drive by, the Garda will be notified. 

Dear Parents/Guardians,
In recent years, as a society, we have become very aware of the problem of child abuse through neglect, emotional, physical or sexual abuse.
Each one of us has a duty to protect children and Children First, the National Guidelines, for the Protection and Welfare of Children noted that teachers, who are the main care givers to children outside the family, are particularly well placed to observe and monitor children for signs of abuse.
In response to this, the Department of Education and Skills published procedures for all schools in relation to child protection and welfare. These guidelines promote the safety and welfare of all children and are to be welcomed.
The Board of Management of St. Anne’s has adopted these guidelines as school policy. Consequently, if school staff suspect or are alerted to possible child abuse, they are obliged to refer this matter to the Health Service Executive (HSE). The HSE will then assess the situation and provide support for the child concerned.
Children First, the National Guidelines for the Protection of Children may be assessed on the website of the Department of Children and Youth Affairs.(www.dcya.ie) and the Department of Education and Skills Child Protection Procedures can be read on the Department’s website (www.education.ie).  Parents/Guardians are also welcome to look through the guidelines here at the school.

Yours sincerely,

Patricia King.
Principal

Child Protection Contacts
Designated Liaison Person
 Patricia King (Principal)
Deputy DLP
 Mildred Hegarty (Deputy Principal)
Garda Station (Celbridge)
Telephone:  01 6288222

Or Sgts Office  01 6271181
Local Contact For
‘The Children and Family Social Services of the HSE’
TELEPHONE:  (045) 873200 / (045) 882400

Address:  Social Work Department, St. Mary’s Craddockstown Road, Naas, Co. Kildare
Anti-Bullying Policy

St. Anne’s N.S., 
Ardclough,
Straffan,
Co. Kildare.
Roll no. 17674B
St Anne’s National School, Ardclough

Anti-Bullying Policy 

1. Rationale

In accordance with the requirements of the Education (Welfare) Act 2000 and the code of behaviour guidelines issued by the National Education Welfare Board (N.E.W.B.), THE Board of Management (BoM) of St Anne’s N.S. has adopted the following Anti-Bullying Policy within the framework of the school’s overall Code of Behaviour. This policy fully complies with the requirements of the ‘Anti-Bullying Procedures for Primary and Post-Primary Schools, September 2013’

2. Bullying Prevention in St Anne’s

The Board of Management recognises the very serious nature of bullying and the negative impact that it can have on the lives of pupils and is therefore fully committed to the following key principles of best practice in preventing and tackling bullying behaviour.

· A positive school culture and climate which:
- is welcoming of difference and diversity and is based on inclusivity.

- encourages pupils to disclose and discuss incidents of bullying     behaviour in a non-threatening environment.

- promotes respectful relationships across the school community.

· Effective leadership

· A school-wide approach

· A shared understanding of what bullying is and its impact

· Implementation of education and prevention strategies, including awareness raising measures that:

· Builds empathy, respect and resilience in pupils.

· Explicitly addresses the issues of cyber-bullying and identity – based bullying including homophobic and transphobic bullying.

· Effective supervision and monitoring of pupils

· Support for staff

· Consistent recording, investigation and follow-up of bullying behaviour, including use of established intervention strategies.

· On-going evaluation of the effectiveness of the anti-bullying policy.

3a
What is Bullying ?

In accordance with Anti-Bullying Procedures for Primary and Post-Primary Schools, bullying is defined as follows:

Bullying is unwanted negative behaviour, verbal, psychological or physical conducted by an individual or group against another person (or persons) and which is repeated over time.
The following types of behaviour are included in the definition of bullying:

· Deliberate exclusion, malicious gossip and other forms of relational bullying

· Cyber- Bullying

· Identity-based bullying such as homophobic bullying, racist bullying, bullying based on a person’s membership of the Traveller community and bullying of those with disabilities or special educational needs.

Isolated or once-off incidents of intentional negative behaviour, including a once –off offensive or hurtful text message or other private messaging, do not fall within the definition of bullying and should be dealt with, as appropriate, in accordance with the school’s code of behaviour.

However, in the context of this policy, placing a once-off offensive or hurtful public message, image or statement on a social network site or other public forum where that message, image or statement can be viewed and/or repeated by other people will be regarded as bullying behaviour.

3b
Types of Bullying

The following are some of the types of bullying behaviour that can occur amongst pupils:

· Physical Aggression:
This behaviour includes deliberately pushing, shoving, kicking, poking and tripping people. It may also take the form of severe physical assault. While pupils sometimes engage in ‘mess fights’, they can sometimes be used as a disguise for physical harassment or inflicting pain.

· Intimidation:
Some bullying behaviour takes the form of intimidation: it may be based on the use of very aggressive body language with the voice being used as a weapon. Particularly upsetting can be a facial expression which deliberately conveys aggression and/or dislike.

· Isolation/Exclusion and other Relational Bullying
This occurs where a certain person is deliberately isolated, excluded or ignored by some or the entire class group. This practice is usually initiated by the person engaged in bullying behaviour and can be difficult to detect. It may be accompanied by writing insulting remarks about the pupil in public places, by passing around notes or drawings of the pupil or by whispering insults about them loud enough to be heard. Relational bullying occurs when a person’s genuine attempts to socialise and form relationships with peers are repeatedly rejected or undermined. One of the most common forms includes control: e.g. “Do this or I won’t be your friend anymore” (implied or stated); a group ganging up against one person; non-verbal gesturing; malicious gossip; spreading rumours or giving someone the “silent treatment”.

· Cyber – Bullying:
This type of bullying is increasingly common and is continuously evolving. It is bullying carried out through the use of information and communication technologies such as text, social network sites, email, instant messaging (IM) apps, gaming sites, chat-rooms and other online technologies. Being the target of inappropriate or hurtful messages is the most common form of online bullying. As cyber-bullying uses technology to perpetrate bullying behaviour and does not require face to face contact, cyber-bullying can occur at any time (day or night). Many forms of bullying can be facilitated through cyber-bullying. For example, a target may be sent homophobic text messages or pictures may be posted with negative comments about a person’s sexuality, appearance etc.

· Name Calling:
Persistent name-calling directed at the same individuals which hurts, insults or humiliates should be regarded as a form of bullying behaviour. Often name calling of this type refers to physical appearance, e.g. size or clothes worn. Accent or distinctive voice characteristics may attract negative attention. Academic ability can also provoke name calling. This tends to operate at two extremes. There are those who are singled out for attention because they are perceived to be weak academically. At the other extreme there are those who, because they are perceived as high achievers are also targeted.

· Damage to Property:

Personal property can be the focus of attention for bullying behaviour. This may result in damage to clothing, mobile phone or other devices, school books and other learning material or interference with a pupil’s bicycle. The contents of school bags and pencil cases may be scattered on the floor. Items of personal property may be defaced, broken, stolen or hidden.

· Extortion
Demands for money may be made, often accompanied by threats (sometimes carried out in the event of the targeted pupil not delivering on demand). A pupil may also be forced into theft of property for delivery to another who is engaged in bullying behaviour.

4
Roles and Responsibilities

In the school’s daily and routine life, the ways in which people interact with each other significantly affect each person’s sense of self-worth, belonging and well-being. The fostering of high –quality interpersonal relationships among teachers, students, parents and ancillary staff is a responsibility shared by everyone. All members of the school community have a role to play in the prevention of bullying.

Responsibilities of the Board of Management

· The Board of Management is responsible for ensuring that all members of the school community are enabled to deal effectively with bullying. The Board is committed to providing time and resources for the implementation of the policy. The Board will ensure that proper supervisory and monitoring measures are in place to prevent bullying and to deal with incidents appropriately as they arise. The Board of Management will provide training for staff and pupils in the principles and procedures of a Restorative Justice system.



Responsibilities of School Staff
· To acknowledge that bullying is a shared responsibility within the school.

· To draw upon Restorative Justice Practices, taking into account the age of the pupils involved. To implement prevention and intervention strategies, which build and maintain a safe learning environment for the whole school community.

· To empower students to deal with conflict in constructive ways using Restorative Justice practices.

· To take a pro-active stance regarding bullying by conducting occasional class surveys (anonymous) asking pupils if they have been bullied; if they have seen anyone being bullied; if so, who, when ,what was done, where and by whom?

· To take all reports of bullying seriously and to inform the Principal or Vice Principal that an allegation of bullying is being investigated.

· To document any incidents they find to be bullying, using the ‘Bullying Incident Report Form’, which is then sent to the Principal or Deputy Principal. (See Appendix 1)



Responsibilities of Pupils:

· To show consideration, respect and support towards others.

· To be able to identify bullying behaviour.

· Not to bully others.

· To tell if they are being bullied, or if they see someone else being bullied.

· To engage in responsible reporting when witnessing or experiencing bullying behaviour.

· To feel empathy for targeted members of the school community and, as a result, take safe, fair and sensible action as a bystander.



Responsibilities of Parents:

· To support the school in the implementation of this policy.

· To watch out for signs that their child may be being bullied.

· To speak to the class teacher if their child is being bullied or they suspect that this is happening.

· To instruct their children to tell if they are being bullied or if they have seen other students being bullied.

· To notify the school if they think that their own child is displaying bullying behaviour and to work with the school in addressing the problem.

· Never to directly approach a student or the parent of a student at the school to intervene in behavioural issues.

5.
Education and Prevention Strategies
The education and prevention strategies (including strategies specifically aimed at cyberbullying and identity-based bullying including homophobic and transphobic bulling,)  that will be used by the school are as follows:
St Anne’s will promote a preventative approach to bullying by implementing the following:
· Developing a whole school Anti-Bullying Policy in collaboration with the whole school community of all staff, pupils, parents and Board of Management.

· All teachers will implement the Social, Personal & Health Education (S.P.H.E.) programme; this includes the Stay Safe, Walk Tall and Alive O programme.

· A copy of the school’s Anti-Bullying Policy and Code of Behaviour will be given to the parents of the incoming Junior Infants at Parents morning. New parents will be required to sign an undertaking which supports the policy. The revised policy will be circulated to all current parents on an initial basis and their support for the policy will be sought.

· This Anti-Bullying Policy and the school’s Code of Behaviour will be available online to all parents and others on the school’s website – stannesardclough.ie

· The following anti-bullying initiatives will take place in the school annually:

· Each class will devise classroom rules at the beginning of each year which will promote inclusion, acceptance of difference and respect for one another. Children from 1st class upwards will sign their acceptance of the Class Code.

· Lessons which deal specifically with bullying will be undertaken in each class, with an emphasis on openness and discussion in this area. Areas covered include – What is bullying? Forms of bullying, Cyber-bullying, Why do people bully? Bystander bullies, Silent witnesses, Effects of bullying, How does bullying make me feel? What can we do? Preventing bullying, Coping with bullying etc.) .

· At an age appropriate level.

·  The whole school community will be encouraged to become a ‘reporting school’ whereby everyone is encouraged to report/speak out if they are being bullied or if they witness a bullying situation. (When children inform a teacher of a ‘bullying situation’ which occurred outside of school time, the teacher will advise the child to inform his/her parents. The child will be encouraged to ask for their support in resolving the situation. The teacher will also inform the parents herself). Staff will take a pro-active stance regarding bullying by conducting class surveys (anonymous) asking pupils if they have been bullied; if they have seen anyone being bullied; if so, who, when, what was done, where and by whom? (These will be carried out intermittently throughout the school year. All children will be asked to write something in order to preserve anonymity)

· On a daily basis the school “Yard Notebook” will be checked by all class teachers, so that any incident occurring in the playground and recorded in the notebook will be communicated to the teachers involved.
· All teachers involved in yard duty/supervision of children who are suspected of being involved in or a victim of bullying, will be informed of the situation.
· Discussion of the underlying principles of the school’s Anti-Bullying Policy and Code of Behaviour will occasionally form part of the agenda of staff meetings.

· From time to time guest speakers with an expertise in the area of bullying-prevention (e.g. Bernardos / Web Wise) will be invited to address pupils, staff and parents.

6. Procedures

The school’s procedures for investigation follow up and recording of bullying 

behaviour and the established intervention strategies used by the school for 

dealing with cases of bullying behaviour are as follows:

The primary aim for the relevant teacher in investigating and dealing with bullying is to resolve any issues and to restore, as far as is practicable, the relationships of the parties involved (rather than to apportion blame); 
Step 1 Investigation

Who is responsible for dealing with instances of Bullying?

The relevant teachers for investigating and dealing with bullying are as follows:

1.
Class Teacher

2.
Any supervising teacher (for example in yard)

3.
Principal or Deputy Principal.

Teachers are advised to take a calm, unemotional problem solving approach when dealing with incidents of bullying behaviour reported by pupils, staff or parents.
· In investigating and dealing with bullying, the teacher will exercise his/her professional judgement to determine whether bullying has occurred and how best the situation might be resolved; 

· All reports, including, (in the case of a child) anonymous reports, of bullying will be investigated and dealt with by the relevant teacher. In that way pupils will gain confidence in ‘telling’. This confidence factor is of vital importance. It will be made clear to all pupils that when they report incidents of bullying they are not considered to be telling tales but are behaving responsibly and dealing with bullying. The teacher will exercise his/her professional judgement to determine whether bullying has occurred and how best the situation might be resolved. 

· Non-teaching staff such as secretaries, special needs assistants (SNAs), caretakers, cleaners must be encouraged to report any incidents    of bullying behaviour witnessed by them, or mentioned to them, to the relevant teacher.

· Parents and pupils are required to co-operate with any investigation  and assist the school in resolving any issues and restoring, as far as is practicable, the relationships of the parties involved as quickly as possible; 

· It is very important that all involved (including each set of pupils and parents) understand the above approach from the outset.  

· Incidents are generally best investigated outside the classroom situation to ensure the privacy of all involved. 

· All interviews should be conducted with sensitivity and with due regard to the rights of all pupils concerned. Pupils who are not directly involved can also provide very useful information in this way.

· When analysing incidents of bullying behaviour, the relevant teacher should seek answers to questions of What? Where? When? Who? And Why? This 
should be done in a calm manner, setting an example in dealing effectively with a conflict in a non-aggressive manner. 

· If a group is involved, each member should be interviewed individually at first. 


Thereafter, all those involved should be met as a group. At the group 
meeting, each member should be asked for his/her account of what 
happened to ensure that everyone in the group is clear about each other’s 
statements. 

· Each member of a group should be supported through the possible pressures that they may face them from the other members of the


group after interview by the teacher.
· It may also be appropriate or helpful to ask those involved to write down their account of the incident(s). 

· In cases where it has been determined by the relevant teacher that bullying behaviour has occurred, the parents of the parties involved will be contacted at an early stage to inform them of the matter and explain the actions being taken (by reference to the school policy). This will give parents an opportunity of discussing ways in which they can reinforce or support the actions being taken by the school and the 
supports for their pupils; 

· Where the relevant teacher has determined that a pupil has been engaged in bullying behaviour, it should be made clear to him/her how he/she is in breach of the school’s anti-bullying policy and efforts should be made to try to get him/her to see the situation from the perspective of the pupil being bullied. 

· Once a teacher has determined that bullying behaviour has 

occurred, it must be recorded by the relevant teacher in the Recording template at Appendix 1 and a copy given to the Principal or Deputy Principal.

Step 2 Results of Investigation
In cases where it has been determined that bullying behaviour has occurred, the relevant teacher/s will meet separately with the parent(s) of the two (or more) parties involved as appropriate. The relevant teacher/s will outline the results of the investigation and will explain the actions being taken and the reasons for them, referring them to the school policy. The following steps will be taken:

A) St Anne’s will utilise a Restorative Justice Practice approach in its initial stage of resolving the situation. (Restorative justice is an approach to justice that focuses on the needs of the victims and the offenders, as well as the involved community. Victims take an active role in the process, while offenders are encouraged to take responsibility for their actions, to repair the harm they’ve done – by apologising and doing something constructive to make amends to the person hurt or offended. Restorative justice involves and focuses on the personal needs of both the victim and offender and it provides help for the offender in order to avoid future offences.) All staff will be made aware of the importance of this practice.

B) Follow-up meetings with the relevant parties involved will be arranged separately with a view to possibly bringing them together at a later date if the pupil who has been bullied is ready and agreeable.

C) It must be understood by all those involved (parents and pupils) that in any situation where disciplinary sanctions are required, this is a private matter between the pupil being disciplined, his parents and the school.

D) If bullying reoccurs, a formal contract will be entered into by both parties, and the parent(s) of both parties will be informed. The contract will be monitored regularly by the relevant teacher/s to see that the situation is resolved.

E) If after the above, the bullying behaviour recurs, a formal meeting of the child who has engaged in this behaviour, his parent(s), the Principal and the Chairperson of the Board of Management will be held and a formal suspension in line with the school’s Code of Behaviour may occur.

F) Bullying behaviour will be adequately and appropriately addressed within 20 working days after the teacher has determined that bullying behaviour has occurred and has recorded it in the ‘Bullying Incident Report Form’ for the attention of the Principal or Deputy principal.

G) Blank report forms are available from the secretary’s office. These completed report forms will be kept in a folder and filed securely in the Principal’s office.

Step 3 Follow Up
· In determining whether a bullying case has been adequately and appropriately addressed the relevant teacher must, as part of his/her professional judgement, take the following factors into account: 

· Whether the bullying behaviour has ceased;

· Whether any issues between the parties have been resolved as far as 


is practicable;

· Whether the relationships between the parties have been restored as 


far as is practicable;


And

· Any feedback received from the parties involved, their parents or the 


School Principal or Deputy Principal;
Step 4 Conclusion

· If after the above, the bullying behaviour recurs, a formal meeting of the child who has engaged in this behaviour, his parent(s), the Principal and the Chairperson of the Board of Management will be held and a formal suspension in line with the school’s Code of Behaviour may occur.

· Where a parent is not satisfied that the school has dealt with a bullying case in accordance with these procedures, the parents will be referred, as appropriate, to the school’s complaints procedures. The Chairperson of the Board of Management may be contacted by post at the school address or by email at st.annes.ias@eircom.net
· In the event that that a parent has exhausted the school’s complaints procedures and is still not satisfied, the school will advise the parents of their right to make a complaint to the Ombudsman for children.

7.
Programme of Support for Pupils affected by Bullying

The school’s programmes of support for working with pupils affected by 
bullying are as follows:

Responding to Bullying
· Support will be provided for anyone who is bullied by offering them an immediate opportunity to talk about their experience with their teacher or Principal, along with continuing support when they feel they may need it. A child who has been bullied will be assured that the school community will help them and put monitoring procedures in place to safeguard them. They are advised that they have made the correct decision in reporting bullying.

· The school will inform the child’s parents of what has happened and of the measures being taken to help them. The parents will be encouraged to report further incidents if they occur.
· Help and support will be sought for a child who has engaged in bullying behaviour. This will include speaking with them to discover why they became involved, informing their parents and continuing to work with them in order to modify their behaviour. The school’s Code of Behaviour applies to bullying. The child will be helped to see things from the point of view of the child being bullied. A child who has engaged in bullying behaviour may be excluded from the playground at lunchtime, for example, or subject to special monitoring procedure and if bullying continues they may be suspended in accordance with procedure.

· Further follow up meetings may be arranged between the parties involved to access progress and/or restore relationship.

· Intervention from National Psychological Services (.N.E.P.S.) or counselling service may be considered if deemed necessary.

8. Supervision and Monitoring of Pupils

The Board of Management confirms that appropriate supervision and monitoring policies and practices are in place to both prevent and deal with bullying behaviour and to facilitate early intervention where possible.

9. Adult Bullying of Children

All complaints against a teacher are handled under the agreed 
INTO/CPSMAComplaints Procedure. A parent wishing to make a 
complaint should approach the class teacher with a view to resolving the 
complaint. A hard copy of this procedure may be obtained from the school 
office at any time and is also available at  
https://www.into.ieROI/InfoforTeachers/ParentTeacherRelations/INTO
ManagementComplaintsProcedure/.

10.
Prevention of Harassment


The Board of Management confirms that St Anne’s N.S. will, in 
accordance with its obligations under the equality legislation, take all such 
steps that are reasonably practicable to prevent the sexual harassment 
of pupils or staff or the harassment of pupils or staff on any of the nine 
grounds specified i.e. gender including transgender, civil status, family 
status, sexual orientation, religion, age, disability, race and membership 
of the Traveller community.

11. Ratification


This policy was adopted by the Board of Management on 17/11/14

12. Publishing of this Policy


This policy has been made available to school personnel, published on the 
school website and provided to the Parents Association. A copy will be 
made available to the Department and the Patron as requested.

13.
Review


This policy and its implementation will be reviewed by the Board of 
Management once in every school year. Written notification that the 
review has been completed will be made available to school personnel, 
published on the school website and provided to the Parents’ Association. 
A record of the review and its outcome will be made available, if 
requested, to the patron and the Department.


Signed: _________________        Date: 17/11/14


Marie Griffin



(Chairperson of Board of Management)


Signed: ______________           Date: 17/11/14


Patricia King (Principal)

Date of next review:  JUNE 2015
Appendix 1

Record of suspected bullying behaviour

1. Name of pupil being bullied and class group

Name _________________________________________Class__________________

2. Name(s) and class(es) of pupil(s) engaged in bullying behaviour

	_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________



	3. Source of bullying concern/report (tick relevant box(es))*
	
	
	4. Location of incidents (tick relevant box(es))*
	

	Pupil concerned
	 
	
	Playground 
	 

	Other Pupil
	 
	
	Classroom
	 

	Parent
	 
	
	Corridor
	 

	Teacher 
	 
	
	Toilets
	 

	Other
	 
	
	
	 

	
	
	
	Other
	 


5. Name of person(s) who reported the bullying concern

	


6. Type of Bullying Behaviour (tick relevant box(es)) * 

	Physical Aggression
	
	Cyber-bullying
	

	Damage to Property
	
	Intimidation
	

	Isolation/Exclusion
	 
	Malicious Gossip  
	

	Name Calling
	
	Other (specify)
	


7.  Where behaviour is regarded as identity-based bullying, indicate the relevant category:

	Homophobic
	Disability/SEN related
	Racist
	Membership of Traveller community 
	Other (specify)



	
	
	
	
	


8. Brief Description of bullying behaviour and its impact 

	


9. Details of  actions taken 

	


Signed ______________________________ (Relevant Teacher)   Date ___________________________

Date submitted to Principal/Deputy Principal ___________________

.
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