[image: image4.jpg]FURTHER

1

EDUCATION |
o

A L4



[image: image5.png]EMPLEM}%)RE



[image: image6.png]



	
	



[image: image1.jpg]FURTHER

1

EDUCATION |
o

A L4




[image: image4.jpg][image: image2.png]EMPLEM}%)RE



[image: image3.png]



Céim Eile Policies

2014/2015

Policy Review Table

	Name of Policy 
	Review date
	Presentation date
	Next review date

	Céim Eile Admissions Policy
	
	
	

	Céim Eile Literacy Policy
	
	
	

	Céim Eile Attendance Policy


	
	
	

	Céim Eile Code of Conduct
	
	
	

	Anti-Bullying Policy
	
	
	

	Acceptable Use of   Computers and Internet Policy

	
	
	

	Critical Incident Policy & Plan - Framework


	
	
	

	Substance Use Policy


	
	
	

	Special Education Needs Policy


	
	
	

	Child Protection Policy
	
	
	

	SPHE & RSE Policy
	
	
	

	Access, Transfer and Progression Policy 
	
	
	

	Communications Policy
	
	
	

	Transport Policy
	
	
	

	Equality Policy
	
	
	

	Assessment of Learners Policy
	
	
	

	Mental Health & Wellbeing Policy
	
	
	

	Childcare Policy
	
	
	


Mission Statement 

Céim Eile aims to promote a student centred learning environment which inspires and encourages
young people towards each stepping stone in life. 

Aim1
To promote a student centred learning environment.
Objectives:

To provide a range of support services such as, learning support, advocacy, mentoring,
counselling and guidance, for students, which will assist them in achieving their goals

To provide individual Learning plans, negotiated between student and teacher

To provide a range of co-curricular and extra-curricular activities which will promote student
development and growth

To provide a safe learning environment

Aim2
To inspire and encourage students to participate actively in society.

Objectives:

To encourage and support students to broaden their horizons and to recognise and avail of
progression options available to them

To provide support for literacy, numeracy and career guidance

To provide a work experience programme which will provide students with the skills and
confidence to succeed in the workplace

To promote a range of teaching methodologies which will enable the programme to maximise
student potential

Aim3
To foster a holistic approach to Education.
Objectives:

To promote an ethos of caring, respect and hard work among students, staff and between

staff and students

To develop confidence and self-esteem among students 

Aim4
To promote and encourage the personal and professional development of staff.
Objectives:

To provide an atmosphere of collegiality and team work which will encourage professional
development and open and honest communication

To provide opportunities for staff to avail of in-service activities

To encourage the development of new teaching methodologies

To have regular team meetings enabling staff to contribute to the on-going development of the
centre

Aim5 
To develop and maintain links with a range of agencies to enhance and support the work of the centre.
Objectives:
To provide opportunities to develop relationships between parents and the centre by encouraging
involvement and integration
[image: image5.png]To encourage links between agencies, statutory bodies and communities at local and national level
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This Admissions Policy has been drawn up in accordance with the key provisions from the Education Act (1998) which relate to enrolment.  Céim Eile is part of Tipperary Education and Training Board’s education service.  Tipperary Education and Train has final responsibility for the management of Céim Eile under the terms of the Vocational Education Act 1930 and all subsequent amending legislation.

Criteria for admission to Céim Eile at Templemore College of Further Education

Be between 16 – 20 years with exceptions

Have left school without having completed Senior Cycle
Be unemployed

Meet the criteria for entry as per appendix

Normally, applicants admitted to the course will have a Level 3 standard or equivalent.   However, in certain circumstances, this may be waived.

Referrals from other agencies are given priority consideration.

Admission to Céim Eile is subject in the first instance to a place being available.  The College shall not refuse to admit a student in respect of whom an application to be admitted has been made, except where such refusal is in accordance with the Admission Policy.

Admission is subject to the following conditions:

That in the professional judgement of the College Authority (i.e. the Principal, Coordinator or officer delegated to act on his/her behalf) and following an interview the student is deemed to meet the entry requirements for the course applied for.

That in the professional judgement of the College authority, the student, because of previous education, training or experience, is likely to benefit from attendance.

That the participation of the student/applicant will contribute positively to the College or course activity and not infringe in any way upon the opportunities or rights of other students or staff.

Students who accept a place are advised that their needs can only be met to the extent of the resources available.   Céim Eile reserves to right to withdraw at any stage the offer of a place on the event of it being unable to meet the educational, psychological or physical needs of the student.

Any student under the age of sixteen will be sanctioned by the board of Management on entry, may be subject to additional conditions as deemed appropriate by the board, for example, remaining on the college during breaks/lunch if appropriate. 

Admissions Procedures (Céim Eile)

Applications forms for Céim Eile are accepted on a rolling basis.   Receipt of the application form is acknowledged in writing.   Applicants who appear eligible for the programme are placed on a waiting list for interview.   Those who appear ineligible are so informed, with reasons given.   Invited to submit further information.

All on the waiting list are invited for interview in May/June.   Normally in the case of applicants under 18 years of age, the invitation to interview is issued through the parents/guardians who are normally expected to accompany the applicant.

The purposes of the interview are:

To confirm the applicants’ eligibility

To provide information about the programme and its requirements 

To identify any specific needs of the applicant

To ensure that grounds for refusal are not applicable in this case.

After interview, where the number of successful applicants exceeds the number of places available the on the programme, places will be awarded in order of date of application and remaining candidates will be placed on a waiting list.   Céim Eile receives more applications that can be accommodated, a waiting list of eligible applicants will be formed

Grounds for refusal to admit a Student1 (priority one and two as per appendix)
The Board of Management of the College reserves the right to refuse admission;

Where the student does not meet the entry requirements

Where admission of the student would have one of the following consequences:  

Make it necessary to employ additional resources such as teacher/classroom assistant/ special needs assistant or equipment and where such resources are not made available by the Department of Education and Skills (DES) or  other sources

Give rise to significant expenditure on extending or altering the accommodation or facilities at the College, and adequate resources are not made available by the Department of Education and Skills or other sources

Be seriously detrimental to the student’s education

Where a student applying for re-admission has an unsatisfactory record in the college

Information to be provided to Céim Eile

Any student who applies for admission to the Céim Eile is obliged to provide the following information.  Information required by Céim Eile includes:

The student’s full name and address, telephone number, date of birth (a copy of the students birth certificate must be provided), PPS number and gender.

Students educational record and examinations taken

Bank account details (for those 16 years of age and over)

Contact details for next of kin (parents/guardians for those under 18)

Support information from external agencies when referring applicants.

Applicants are requested to provide, a note of any factors adversely affecting the student’s educational potential, attainment or needs e.g. behavioural considerations, education, medical, psychological reports

____________________ 

1Please note that in deciding to accept or refuse admission the college reserves the right to have regard to all information relevant to all or any of the above criteria and in particular may 

Consider the existence of, evidence presented to and the outcome of any proceedings under any statutory provision in force in the state (including disciplinary proceedings governed by the Education (Welfare) Act or otherwise before any court or statutory authority in the state or elsewhere in so far as the facts thereof are reasonably relevant to all or any of these criteria 

Require all or any one or more of the applicants to 

disclose the existence and if requested details  of any such  proceedings or that he or she is on the sex offenders register in this state or elsewhere 

authorize the releasing to the college of otherwise confidential records of  any such proceedings or relating to the conduct of the applicant in so far as relevant

authorize an Garda Síochána to give clearance for the applicant

Appeals Procedure

A student who has reached the age of 18 or the National Education Welfare Board or parent/guardian of a student under 18 years may appeal a decision to refuse admission to the college.  

The appeal should be made within 10 working days to North Tipperary VEC.   A copy of the relevant procedures (Circular M. 48/01) and appeal application form are available from the Coordinator or VEC.

If the appellant remains unhappy with the outcome at VEC level, he/she may appeal to the Secretary General of the Department of Education and Skills.  The appeal to the Secretary General must be made within 15 working days from the date the decision of the VEC was notified to the student.

Appendix 

Priority Groups 

There are two general groups for the Youthreach programme. 

Priority group one learner must be:

16 and 20 years of age at the commencement of their engagement with Youthreach 

Have left school

Be unemployed

Have level 3 or equivalent

Otherwise lack competence skills in the areas of interpersonal, communications enterprise skills or motivation.

The age and qualification criteria could be extended in the case of the following group to be known as priority group two.

Lone parents 

Referrals from former funded courses

Trainees who have been released from detention

Trainee who personal circumstances are such that foundation education and training is the most appropriate option for them to pursue qualifications.

Ethnical Minorities
Court Ordered to be here.
Review

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

	Submitted to ETB Board:
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Literacy Policy

It is the policy of Céim Eile to identify the literacy needs of all the students, and to provide a range of appropriate supports to meet these needs.  Céim Eile has completed a School evaluation and support mechanisms have been put in place and action plan is in place.

Education Act 1998 states: 

‘to ensure, subject to the provisions of this Act, that there is made available to each person resident in the State,….. support services and a level and quality of education appropriate to meeting the needs and abilities of that person.’
Identification Process and Support Mechanisms

At interview to Céim Eile, students are asked to inform us of any literacy difficulties they have that they are aware of.

At induction all students are made aware of the literacy supports offered.

All students will be assessed to the course.  A range assessment tools will be offered to students who agree (if the student is under 18 years of age, then the primary guardian will be asked for consent in writing).
School evaluation actions.
Provision of Literacy Resources

The identification of literacy needs for individuals will be included as part of the I.E.P. (Individual Education Plan) process.

Resources will be made available, a mentor will be appointed, and resources time allocated.

I.E.P. will be implemented, continually revised and monitored.

Literacy awareness and support as on-going bases in class.

Opportunities for individual and small group support will be provided.

Supports / up skilling for tutors will be made available as required.

See action plan.

Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
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Policy

Céim Eile recognises that regular attendance is important for the learner’s own progress and also is a requirement of ninety percent attendance for completion of the Leaving Certificate Applied.   In cases where attendance is unsatisfactory Céim Eile will seek to identify the causes of the poor attendance and to provide whatever support and encouragement it can to overcome the problem.  Céim Eile also recognises that some absence is unavoidable, and will endeavour to be understanding in such cases.  Where regular unauthorised absences occur, and where adequate warnings have been given and disregarded, the college reserves the right to refuse to allow the student to continue to attend class, subject to the right to appeal.

In all cases, it is the responsibility of students to make up for work missed during absences.  Students should also be aware that in certain circumstances, work missed due to absence may be subject to time constraints.  

Attendance records will be made available to individual students, the Department of Education and Skills, North Tipperary ETB and other statutory authorities with the right to access to such information.  Attendance may also be referred to in written references provided by Céim Eile.

Procedures

Encouraging attendance

Céim Eile supervises the attendance of students’ in line with the ninety percent requirements of the Leaving Certificate Applied.     

In cases where students are absent, the centre manager, assistant coordinator, or another designated member of Céim Eile staff, will meet with the student to identify the reasons, and will find ways of dealing with any problem that may occur.  If the problem is one where Céim Eile the college can provide assistance, such assistance will be made available (examples might be learning support, counselling or careers guidance)

Authorised and unauthorised absences

It is recognised that some absences are unavoidable.  Authorised absences include:

Jury service

Certified sick leave ( limited to 10 days)

Absence on compassionate grounds, e.g., death or illness of an immediate family member, i.e. parent/sibling.

In all cases of absences, Céim Eile should be notified as soon as possible.

In cases of certified sick leave, a doctor’s certificate should be provided to the college not later than three days after the period of absence began.  Otherwise, the absence will be deemed unauthorised.
Leave on compassionate grounds must be negotiated and agreed with Céim Eile. 

Cases of regular absences

Students absent for 20 days consecutively (unauthorised) will be deemed to have left Céim Eile, and will have their place terminated.   However, in this process, the following steps will be put in place

After 5 days, the student will receive phone (or text) reminder that they have been absent for 5 days.

After 10 days, the student will receive written (or text) notice that they have been absent for 10 days, and will be asked to meet with the coordinator or his designate with a view to seeking ways to address the issue.

If this continues, an interview with senior management will take place.

Where a student has missed a significant amount of time, authorised or unauthorised, which will result him/her being unable to participate effectively on the course, if the student exceed the ten percent absenteeism then they have deemed themselves ineligible to complete the Leaving Certificate Applied.  If s/he wishes to appeal this decision, they may apply in writing, within 14 days, to the Board of Management of the college.  

Classwork missed due to absence

It is the policy of the college that work missed by a student during absence will not be covered again when the student returns, as this is detrimental to the progress of students who were in attendance.  Consequently, it is the student’s responsibility to identify work and class notes missed during absence, and to catch up on the work outside of class time.  In cases of authorised absences, Céim Eile staff will try to provide reasonable assistance in this regard. 

Work experience

In cases of absence while on work experience, both the college and the workplace should be notified early in the morning of the first day’s absence.  

Assignments/project deadlines missed due to absence

In cases of unauthorised absences, no extensions of deadlines can be offered for tasks or assignments.   In the cases of authorised absences DES permission needs to be sort.

Examinations missed due to absence

All examinations are scheduled by the Department of Education and Skills and unless alternative arrangements can be made with the Department no exceptions can be made.

Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
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Policy

It is the aim of Céim Eile to provide a safe, supportive and respectful learning environment in which the rights of all are vindicated.  The purpose of the code of conduct is to support this aim.

Rights and obligations of students and staff

The Rights of Students

The right to physical, emotional, social, intellectual, creative and sexual safety

The right to respect

The right to be addressed by the title of their choice

The right to learn and work in a positive atmosphere

The right to learn in a suitable environment

The right to fail and the right to succeed whether at school or at work 

The right to fair, just and effective teaching and work training

The right to help when experiencing difficulties

The right to express needs and grievances

The right to structures within the school that safeguard rights

The Rights of Staff/Employers

The right to physical, emotional, social, intellectual, creative and sexual safety

The right to respect

The right to teach or manage in an atmosphere of order and attention

The right to work in a suitable environment

The right to be communicated with by students and management

The right to receive help when needed

The right to express needs and grievances

The right to structures within the school that safeguard rights

Obligations of students

To attend regularly and punctually.

To work to the best of their abilities in all programme activities. 

To contribute to the programme by full participation and co-operation at all times.

To respect, at all times, by their behaviour and manners, their fellow students, college staff and all people who are connected with the programme, both inside and outside the college.

To respect college property, and to contribute to a pleasant college environment.

Obligations of tutors

To attend regularly and punctually.

To carry out all their duties in a professional manner. 

To contribute to the programme by creating an environment which promotes learning and growth for all.

To respect, at all times, by their behaviour and manners, their fellow staff members, students and all people who are connected with the programme, both inside and outside the college.

To respect college property, and to contribute to a pleasant college environment.

Code of Conduct:

Reasons for having a code of conduct:

To support and maintain a safe, supportive and respectful learning environment for all

To protect the rights of all involved

To comply with all legal and health and safety regulations

The code of conduct describes:

A set of rules 

Sanctions for unacceptable behaviour

A grievance procedure

Céim Eile seeks to recognise and support acceptable behaviour, as well as providing sanctions for unacceptable behaviour.

General Rules

No abusive behaviour, name-calling or bad language towards staff or others students.  This also applies to in-school and out of school activities.

No unacceptable teasing or bullying.

Students must never be under the influence of, sell or be in possession of alcohol, drugs or any other dangerous substances while in the college or participating in programme activities.

Each student is expected to comply with the lawful instructions of the college staff.  

Students are expected to attend daily unless permission or a doctor’s certificate is obtained within three days.  Attendance sheet must be signed on a daily basis.  

Students are expected to be present in centre during opening hours unless excused.

Students should be in class in time.

Students may not leave class without the permission of the supervising tutor.

Students must comply with all health and safety regulations.

Students may not use any equipment, machinery, materials or substances unless under the supervision and with the permission of designated tutor od the direct designate.

Personal hygiene and cleanliness is an obligation.

Food is not permitted in class.

Appropriate clothing and footwear to be worn during sports and working activities.

The wearing of jewellery is subject to regulations that may be made from time-to-time after consultation with representatives from the student body.

At all times, the building is to be respected and all damages will have to be paid for.  The people in the locality are to be treated with dignity and respect at all times.  All visitors to the building to be to be shown courtesy and brought to the reception area and/or the office.  

Use of mobile phones is not permitted during class times.  

Chewing gum is not allowed in the college.

No student has the right to electronically record or photograph anyone without specific written permission.

Any other external premises used by Céim Eile including transport to and from same are covered by under the code of conduct.

Sanctions for Unacceptable Behaviour

If you choose not to follow the code of conduct, the following sanction will result:

First step

A member of staff will issue you with a warning.

Second step

If the unacceptable behaviour still persists, the tutor will recommend that you be given a written warning, and the incident will be noted in the incident book and on your file.  You may be asked to leave the classroom and report to the co-ordinator. 

Third step

The co-ordinator will issue a formal written warning.  This may result from a recommendation by tutors or from an accumulation of entries in the incident book.  

The co-ordinator may also place you ‘on report’.

Fourth step

You may be suspended for up to three days without pay.

Fifth step

You may be suspended (without pay for up to three days, with pay for a longer period) and/or a report will be sent to the Board of Management.  This may include a recommendation for expulsion.

Cases of serious breaches of the Code of Conduct

In cases of very serious breaches of the Code of Conduct this process may be short-circuited, and an immediate suspension may be imposed by the coordinator.  In particular, this might apply in cases involving:

Physical or verbal abuse.

Bullying or threatening behaviour.

Being under the influence of, selling or in possession of alcohol or drugs.

Behaviour which interferes with the student’s own safety or that of others.

Procedures

The first, second and third steps will be administered by tutors.  The student has the right of appeal to the co-ordinator.

The fourth and fifth steps will be administered by the co-ordinator.  The student has the right of appeal to the Board of Management.

The decision in the sixth step will be made by the Board of Management.  The student has the right of appeal to Tipperary ETB.

Grievance Procedure

A student may feel that a staff member or the co-ordinator is not treating him/her fairly in accordance with the code of conduct.  The following grievance procedure may be followed:

First step

The student may ask for a meeting with the staff member involved, or with the co-ordinator, to express their point of view and to discuss the grievance.

Second step

If the grievance is with a staff member and the matter is not resolved to mutual satisfaction, then the matter should be referred to the co-ordinator.  The co-ordinator should then meet with both parties separately and/or together and make a ruling on the matter.

If the complaint is against the co-ordinator, move to the third step.

Third step

The college principal may be requested to convene an appeals committee to examine the grievance.  The student may be accompanied by his/her parent of by a student representative.

Fourth step

The student may make a formal written complaint to the Chairperson of the Board of Management.  The chairperson, or other designated member, will meet the parties and give a ruling on the complaint and action to be taken.  S/he may refer the matter to the Board of Management at this stage.

Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


Agreement

I have read and understood, and I agree to comply with, the code of conduct outlined above.

I also recognise that the Leaving Certificate Applied is a complete package, and that participating in it requires me to participate and co-operate in all subject areas.

I recognise that I am resuming my place in Céim Eile subject to the decision of the Board of Management at their next meeting.

Signed ___________________


Student

I have read and understand the code of conduct outlined above, and agree that my son be bound by it.

I recognise that my son is resuming his place in Céim Eile subject to the decision of the Board of Management at their next meeting.

Signed ___________________


Parent

We have witnessed the above signatures.  

Signed ___________________


Coordinator, Céim Eile 

Signed ___________________


Principal, Templemore College of Further Education 

Appendix 1

Incident Report

Private and Confidential 

	Written by:
	

	Withnessed by:
	

	Date & Time of Incident
	

	Student / Students involved
	


Signed: _______________________

Date: _______________

Appendix 2:


Suspension Form

Name of Student:  _____________________________

	Reason for suspension


	

	Date of Suspension
	

	Duration of Suspension
	

	Return date
	


Further comments:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed:  ______________________

Date:  __________________
	                                    Anti-Bullying Policy

	

	
	


This policy reinforces the commitment of Templemore College of Further Education to the principle that all students have the right to attend college and learn in an environment free from incidents of harassment/bullying.  This policy is in addition to the Code of Conduct already adopted by the Board of Management of the College.

The ETBs were established under and governed according to the Education and Training Boards Act 2013.  Each ETB is a statutory body with its own corporate status.

Introduction

The objectives of this policy are:

To define bullying in the College.

To promote awareness of the issue among staff and students.

To provide an effective procedure for dealing with allegations of bullying.

Anti-Bullying Statement

At Templemore College of Further Education we strive to create the best environment for learning and for psycho-social growth and development of each student.  As a caring community, we hold that all cruel and abusive behaviour, which is persistent and pervasive, is unacceptable and repugnant to the ethos of our College.  Bullying behaviour, by its very nature, may cause psychological harm and damages the educational process.

Legal Background

Bullying and Harassment is unlawful under the Health Safety and Welfare at Work Act 1989 and 2005.  In addition, the Employment Equality defines the grounds under which claims of harassment can be taken: these are Sex, Marital, Status, Family Status, Sexual Orientation, Religion, Disability, Age, Race and Membership of the Traveller Community.

Scope of the Policy

This policy applies to all students in the College irrespective of their status – full time or part-time.

Definition of Bullying 

Bullying is repeated aggression, verbal, psychological or physical conducted by an individual or group against others.

Isolated incidents of aggressive behaviour, which should not be condoned, can scarcely be described as bullying.  However, when the behaviour is systematic and on-going it is bullying.

Bullying in the College undermines student performance by resulting in poor morale, higher absenteeism, reduced productivity and can seriously harm learning and working conditions for students.  It also undermines the confidence and dignity of the individual affected by it.  

Types of Bullying

Physical aggression.

Damage to property.

Extortion.

Intimidation.

Verbal abuse.

Abusive telephone calls, text messages or e-mails.

Isolation.

Name calling.

Slagging.

Public humiliation.

Bullying of school personnel.

Cyber bullying. 

Photo or video (being taken) without prior permission. 

There are other behaviours which may be less obvious but are nonetheless subtle and manipulative and can gradually undermine the victims’ dignity and self-respect.  While it may be difficult to articulate a complaint because it may involve a series of small seemingly innocuous incidents, this also constitutes bullying behaviour.

What Bullying or Harassment is not

The following behaviours do not constitute bullying;

Constructive and fair criticism of a student’s conduct or work.  

Tutor Behaviour

A tutor may, unwittingly or otherwise, engage in, instigate or reinforce bullying behaviour in a number of ways:

Using sarcasm or other insulting or demeaning form of language when addressing a student; making negative comments about a student’s appearance or background.

Humiliating directly or indirectly, a student who is particularly academically weak or outstanding, or vulnerable in other ways.

Using any gesture or expression of a threatening or intimidatory nature, or any form of degrading physical contact or exercise.

Responsibility 

Management will respond to complaints of harassment or bullying and will deal with all complaints in an expeditious and supportive manner.  This policy aims to inform students of their rights and responsibilities.  If someone experiences unwanted offensive treatment, and makes a complaint through the complaints procedure s/he will be protected from any victimisation resulting from the complaint.  It is also the responsibility of all students and staff to make themselves familiar with this policy and procedures and to treat their colleagues with respect and dignity.

Breach of this policy on bullying and harassment can be grounds for disciplinary action from a verbal warning up to and including exclusion from the College for serious offences of intimidation and bullying.

Procedure for dealing with allegations of Bullying

The following procedure has been devised to deal specifically with allegations of bullying.

Informal

Any student who feels that they are being targeted or subjected to offensive, harassing or bullying behaviour should first try to make it clear to the alleged bully that their behaviour is unwanted.  A victim of harassment or bullying should keep a record of such a request and document the alleged harasser’s response.   If an alleged victim feels unable to confront the person or feels the incident(s) is of a serious nature they should approach a tutor, Course Coordinator/Deputy Principal/Principal. 

The tutor should record the reported incident.  The incident should then be reported to the Course Coordinator who will be in a position to decide on a course of action.

If a tutor is suspicious that a student is subject to bullying behaviour they are requested to record this and report it to the Course Coordinator who will be in a position to verify if other staff members also have concerns relating to the same individual.  This will then lead to a formal investigation if deemed necessary.

Formal

When an alleged victim has been unsuccessful at resolving a complaint informally with the alleged harasser or their tutor/Course Coordinator/Deputy Principal/Principal, a formal complaint should be made in writing to the Principal/Chairperson of the Board of Management of the College.

Once a formal complaint has been received an investigation will be undertaken which will include separate interviews with both the complainant and alleged harasser and anyone identified as a witness to the behaviour.

An investigation committee will be established consisting of 2 senior college personnel.

All parties will be given an opportunity to state their case and are entitled to be represented at the interview in accordance with the principles of natural justice.  Every effort will be made to safeguard confidentiality during the investigation.

The investigating committee will submit their finding to the Principal/Board of Management.

The complainant and the alleged bully will be informed in writing of the outcome of the investigation.

Post Investigation

All incidents are recorded on a Bullying Incident Form.  Such forms should be treated as confidential information and should be stored in a secure place and made available only to appropriate persons.

The offending students are informed that the incidents are being recorded.  An official warning not to re-offend should be given.  

In severe cases the Board of Management will become directly involved and the offending student may be suspended for an appropriate period of time.  In extreme cases the student may be excluded from the College.

It would be counterproductive to humiliate or set out to make an example of an offender.  

Support for the Subject of Bullying Behaviour

The subject’s self-esteem/self-confidence may have suffered.  He/she may still be fearful of becoming involved in similar situations.  He/she may be hurt, angry and confused.  The subject will be offered regular and consistent support by the school Counsellor or staff member whom the student trusts.  

Help for the offender

It would be counterproductive to humiliate or set out to make an example of an offender.  

Interventions will be offered to the perpetrator to enable him/her to make necessary attitudinal and behavioural changes.  It would be useful to find out why s/he is involved in such behaviour.  However, the first step is to get the offender to realise that his/her behaviour is unacceptable and is causing distress.

Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


Acceptable Use of   Computers and Internet Policy
Rationale

Templemore College of Further Education provides computing resources for student and staff uses to support the normal activities of the College, in particular for educational, research and administrative purposes.

The purpose of this document is to make users aware of what the College deems to be acceptable and unacceptable usage of the facilities and to provide guidelines for good practice.

Computing resources must not be used for any illegal or unethical purposes and should not be used for recreational or personal use.

As well as providing general rules and regulations, this policy provides specific guidelines in relation to:

Internet Access.

Pornography.

Harassment.

Copyright.

Entering Contracts.

Defamation. 

Confidential Information.

Photography or video recording someone without prior permission.

Cyberbullying, through the internet or Mobile phone, often through social networking sites used by Young people.

Those acting in contravention of this Code of Conduct may be subject to the College’s disciplinary procedures and/or criminal proceedings.

General Procedures and Regulations

The College provides computing resources to students and staff to facilitate the normal activities of the College, in particular for educational, research and administrative purposes.

Computing resources must not be used for any illegal or unethical purposes and should not be used for recreational or personal use.

The use of computing resources is subject to the regulations and guidelines outlined in this document.

It is the responsibility of the individual to be aware of the regulations and guidelines.  Ignorance of the regulations and guidelines is not acceptable as an excuse or defence.

Users must not jeopardise, in any way, the integrity, performance or reliability, of the College’s computing resources.  No attempts must be made to circumvent data protection schemes, to uncover security loopholes, to “hack” into systems or to interfere with the intended operation of the computer resources.

Users must take adequate precautions to protect the computing resources of the College from malicious software (e.g. Computer virus programs).

Users must not interfere or attempt to interfere in any way with data belonging to another user.  No user should access or make unauthorized copies of data belonging to another user.

Users must not deliberately be wasteful of computing resources or unfairly monopolise resources to the exclusion of others.

Users must not download music or video files.

Users are advised to log off from the network when finished at a workstation.

The College may make regulations from time to time to govern access to computing resources with a view to ensuring that all users have a fair share of resources.

When users are using approved links to external computing facilities, they must abide by the rules and code of conduct of the host organisation.

Users must not eat or drink in the computer rooms in the College

Users must not undertake any actions that would bring the College into disrepute.

Internet Access 

The Internet is a worldwide network of computers that contains millions of pages of information.  Users are cautioned that many of these pages include offensive, sexually explicit, material and inappropriate material.  In general, it is difficult to avoid at least some contact with this material while using the Internet.  Even innocuous search requests may lead to sites with highly offensive material.  Additionally, having an e-mail address on the Internet may lead to receipt of unsolicited e-mail containing offensive content.  Users accessing the Internet do so at their own risk and the College is not responsible for material viewed from the Internet.  To minimize these risks, your use of the Internet at Templemore College of Further Education is governed by this Policy.

This Policy has been designed to protect the staff and students of the College.  

The Policy explains what the College expects in terms of e-mail and Internet usage. 

This Policy states some general rules do’s and don’ts and then identifies six areas (pornography, harassment, copyright, contracts, defamation and confidentiality) where legal or criminal problems may arise.  Under each section there is an explanation of the potential problems and some rules to help avoid these problems.

General Rules
Keep all your passwords secure.  You are responsible for all uses, including illicit use, of e-mail and Internet under your password.

The College’s e-mail system is primarily for business and educational use.

Ask yourself before sending an e-mail, how you would feel if your message were read out in court?  E-mail messages may have to be read out in litigation.  An e-mail should be regarded as a written formal letter, the recipient of which may be much wider than the sender intends.  Even when a message is erased it is still possible to retrieve and read that message.

All business e-mails should be sent under school headings.

Do not impersonate any other person when using e-mail or amend messages received.

Do not import any non-text file, including files received as e-mail attachments, onto your system without first checking them for viruses using the approved software.  If you send an e-mail with attachment you must include the following statement in your message: “we cannot accept any liability for any loss or damage sustained as a result of software viruses.  It is your responsibility to carry out such virus checking as is necessary before opening any attachment.”
Notwithstanding the College’s right to retrieve and read any electronic mail messages, such messages should be treated as confidential by staff and accessed only by the intended recipient.  Staff or students are not authorized to retrieve any e-mail messages that are not addressed to them.  

Do not deliberately visit, view or download any material from any Web site containing sexual or illegal material which is offensive in any way whatsoever.

If you receive any offensive, unpleasant, harassing or intimidating messages or material via the e-mail at the College, print the message and keep a hard copy and inform the IT department and the Principal without delay.

To prevent computer viruses from infecting the College system do not download any software onto the College system.  This includes software and shareware available free on the Internet.  Such material may be downloadable through the IT department.

Use of public messaging systems on the Internet should be made only with the written permission of the Principal.  Public messaging systems include user groups, special interest forums and bulletin boards.

Templemore College of Further Education website should not be interfered with or changed in any way without prior authorization from the Principal.

Do not allow Internet or e-mail use to interfere with work responsibilities.  This includes interfering with classroom time of other staff and students.  

Do not visit chat rooms.  This is forbidden by the College.

Do not use Windows Messenger or any other instant Messaging Service.

Do not install any software on a College Computer without prior approval from the College IT staff.

Do not store any private or personal information anywhere on the college computer network as it may be in contravention of the Data Protection Act.

Pornography

What is pornography?

As there can be no legitimate business use for accessing or transmitting sexually explicit materials in College, the question of whether or not sexual material constitutes pornography is not relevant to use of the College’s e-mail and Internet access.

What you must not do

Do not access or transmit any material with a sexual content.

What you must do

If you accidentally open a web site then you should switch off the monitor, not the computer and call the tutor in the room or someone in the IT department.  The system records all activity and as it will be monitored it is necessary to report in advance to eliminate further enquiries.

What are the consequences of not following this Policy

The display on screen of sexual matter or transmitting of such material to other people may constitute sexual harassment (see the harassment section Policy).  Accessing and transmitting sexual material may be a criminal offence for which both you and the College may be liable.  The Gardai or other appropriate authority will be informed.

Failure to comply with this Policy may lead to disciplinary action being taken against you, including possible exclusion.

NB To download or send pornography or to deliberately view pornography which involves and image of a child or what appears to be an image of a child may be a criminal offence.

Harassment 

It is the Policy of the College that all staff and students must be allowed to work in an environment free from harassment of any kind.  This includes (but is not limited to) sexual harassment, or harassment on the grounds of gender, marital status, sexual orientation, religion, age, politics, disability, race or victimization.

What is harassment?

“Sexual Harassment” takes place where a person:

Subjects another person (“the victim”) to an act of physical intimacy, or 

Requests sexual favours from the victim, or 

Subjects the victim to any act or conduct with sexual connotations, including spoken words, gestures or the production, display or circulation of written words, picture or other material 

where:

the act, request or conduct is unwelcome to the victim, and 

could reasonably be regarded as offensive, humiliating or intimidating, or 

the victim is treated differently by reason of his or her rejection of or submission to the act, request or conduct, or it could reasonably be anticipated that the victim be so treated

In the context of this Policy this includes sending messages with sexually suggestive material, repeated sexual propositions or abuse of a sexual nature.

“Harassment” occurs where a person subjects another person (“the victim”) to any unwelcome act, request or conduct, including spoken words, gestures or the production, display or circulation of written words, pictures or other material, which could reasonably be regarded as offensive, humiliating or intimidating to him or her.

What you must not do

Do not send abusive messages or messages which contain offensive material.

What are the consequences of not following this Policy?

Failure to comply with this Policy may lead to disciplinary action being taken against you, including possible exclusion.

In addition, harassment is a criminal offence for which the harasser can be imprisoned.  Victims of harassment may also be able to claim damages from the harasser and the College.

Copyright

What is copyright?

The owner of the copyright has the exclusive rights in certain works such as documents, articles, books, plays, films, recordings and musical compositions, so that they cannot be copied or used in certain ways without the consent of the copyright owner.

What you must not do

Do not download, copy or transmit to third parties the works of others without their permission as this may infringe copyright.  Copyright is most likely to be breached when you download material from the Internet or when you copy text or attach it to an e-mail message.

What are the consequences of not following this Policy?

Failure to comply with this Policy may lead to disciplinary action being taken against you, including possible exclusion.  In addition you or the College can be sued by the owner of the copyright for damages for unauthorised use of the copyright material.

Entering Contracts

What is a contract?

A contract is an agreement between two or more parties to create legal obligations between them.  Contracts can be made orally or in writing.  Binding contracts can be formed by e-mail.

E-mail may appear informal but you must take care not to enter into contractual obligations without the usual care and attention to detail to protect the interests of the College.

What you must not do

You must not enter into any contract that hasn’t been approved by the Principal.  You may not download any software except with the prior approval of the IT department.  

What are the consequences of not following this Policy?

Failure to comply with this Policy may lead to disciplinary action being taken against you, including possible exclusion.  

Defamation

What is defamation?

Defamation is the publication of a statement which adversely affects the reputation of a person or the College.  Publication may be by way of the Internet or e-mail.

What you must not do

Do not send or circulate, internally or externally, any information which is defamatory.  In particular, you must not send or circulate, internally or externally, any information which contains negative comments about an individual, organisation or business without first checking that the information is accurate.

What are the consequences of not following this Policy?

A person, organisation or business defamed may sue you or the College for damages. There is a defence that the information was “true” but the onus would be on you or the College to show that.  Failure to comply with this Policy may lead to disciplinary action being taken against you, including possible exclusion.

Confidential information 

What is confidential information?

In general terms, confidential information includes any information which is not available to the general public.

What you must not do

Do not send any documents of a confidential nature by e-mail except where they are encrypted and where you are authorised to do so by the IT co-ordinator.  All such messages should have the following statement included in non-encrypted text:

“this message is confidential and intended for the addressee.  No other person is authorized to decrypt this message and unauthorized decryption is prohibited and may be unlawful.  Unauthorised decryption will not waive privilege or confidentiality”

E-mails containing information that is in anyway sensitive or confidential must include the following statement:

“the information included in this e-mail is of a confidential nature and is intended only for the addressee.  If you are not the intended addressee, any disclosure, copying or distribution by you is prohibited and may be unlawful.  Disclosure to any party other than the addressee, whether inadvertent or otherwise is not intended to waive privilege or confidentiality.”

What are the consequences of not following this Policy?

Failure to comply with this Policy may lead to disciplinary action being taken against you, including possible exclusion.

Amendments

The Board of Management of the College may amend this Policy at any time.

Relevant Legislation

Copyright and Related Rights Act 2000

Criminal Damages Act 1999

Review

This policy will be reviewed by the Board of Management once in every school year. 
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Critical Incident Policy & Plan – Framework

The key to managing a critical incident is planning.   Céim Eile are strongly committed to the development of this policy about responding to critical incidents and this plan detailing who will do what in the event of a tragedy. 

Templemore College of Further Education

Céim Eile Programme

CRITICAL INCIDENT POLICY

Mission Statement 

In Céim Eile we aspire to develop an open, inclusive, respectful and collaborative learning community which facilitates personal growth, inspires a love of learning and encourages each person to optimise their own potential in all aspects of their lives.   To this end, we recognise the learner as central to the education process and that learning is a group as well as an individual activity.   We also seek to be a centre of learning and opportunity for the whole of the wider community which we serve.

The critical incident plan will include principal and/or vice principal and coordinator, resource person and key staff on site on the day and would involve the counsellor, Chaplin if appropriate.

Céim Eile aims to protect the well-being of its young people and staff by providing a safe and nurturing environment at all times.  See mission statement above.   The Vocational Education Committee/Board of Management, through Michael O Doherty has compiled this critical incident management plan as one element of the centre’s policy and practice.

The staff and management of Céim Eile have a number of policies and procedures to ensure the physical and psychological safety of both staff and their young learners, and the creation of a supportive and caring ethos in the Centre, in ordinary times and in times of crisis. They have established a Critical Incident Team (CIT) to implement the plan in case of tragic incidents. 

Define what you mean by the term ‘critical incident’

The staff and management of Céim Eile recognise a critical incident to be “an incident or sequence of events that overwhelms the normal coping mechanism of the Centre”.
   Critical incidents may involve one or more learners or staff members, or members of our local community. Types of incidents may include:
The death of a member of the centre community through, accident, violence, suicide or suspected suicide or other unexpected death.

An intrusion into the centre.

An accident involving members of the centre community.

An accident/tragedy in the wider centre community.

Serious damage to the centre building through fire, flood, vandalism, etc.

The disappearance of a member of the centre community.

Or any other incident which would significantly impact the normal running of the College or centre.

Aim 

The aim of the CIP is to help centre management and staff to react quickly and effectively in the event of an incident, to maintain a sense of control and ensure that appropriate support is offered to their learners and staff.  Having a good plan should also limit the effects on the young people and staff and enable the centre to return to normality as soon as possible.

Creation of a coping supportive and caring ethos in the centre

We have put systems in place to help to build resilience in both staff and our learners, thus preparing them to cope with a range of life events.  These include measures to address both the physical and psychological safety of the centre community.

Physical safety:

Include some specific examples of what the centre is doing at this point.  You might also refer to your Health & Safety policy. 

Evacuation plan formulated.

Regular fire drills occur.

Fire exits and extinguishers are regularly checked.

Pre-opening supervision in the centre premises (possibly include details).

Front gate locked during centre hours.

Centre doors locked during the working day.

Rules during lunch and tea breaks – include details.  

Psychological Safety, Céim Eile aim to use available programmes and resources to address the personal and social development of their learners, to enhance a sense of safety and security in the centre and to provide opportunities for reflection and discussion. 

Include specific examples as appropriate.  Some suggestions follow:

Social, personal and health education (SPHE) is integrated into the work of the centre.  It is addressed in the curriculum by addressing issues such as grief and loss; communication skills; stress and anger management; resilience; conflict management; problem solving; help-seeking; bullying; decision making and alcohol and drug prevention. Promotion of mental health is included in this provision. 

Staff can have access to training for their role through SPHE training.  
Staff are familiar with the Child Protection Guidelines and Procedures and details of how to proceed with suspicions or disclosures 

Books and resources on difficulties affecting the centre’s learners are available. 
Information is provided on mental health in general and such specific areas as signs and symptoms of depression and anxiety 

Staff are informed about suicide awareness and interventions for suicidal young people. 

The centre has links with a range of external agencies 

Inputs to learners by external providers are considered carefully according to criteria about young people’s safety, the appropriateness of the content, and the expertise of the providers.  

The centre has a clear policy on bullying and deals with bullying in accordance with this policy

There is a care system in place in the centre  

Young people who are identified as being at risk are referred to the designated staff member (e.g. counsellor or support staff member), concerns are explored and the appropriate level of assistance and support is provided.  Parents are informed, and where appropriate, a referral is made to an appropriate agency

Staff are informed about how to access support for themselves

Critical Incident Team (CIT)

A CIT has been established in line with best practice.  The team members were selected on a voluntary basis and will retain their roles for at least one centre year.  The members of the team will meet annually to review and update the policy and plan.  Other staff should have a critical incident plan folder containing the centre’s policy, plan, and materials particular to their role, to be used in the event of an incident.
Roles

Centre allocation of specific roles to decide after consultation with staff involved. The key roles which need to be covered are as follows:

Team Leader


Michael O’Doherty

Garda Liaison


Marry D’restelle Roe
Staff Liaison


Mícheal Lenihan
Young People Liaison 

Donal Coonan & Geraldine Kinnane
Parent Liaison


Michael O’Doherty

Community Liaison

Tracy Costelloe
Media Liaison


Noel Colleran
Administrator 


Pauline Kirwan
Counsellor


Patrick O’Connor
The following outlines some points on the key responsibilities of each role.  A note on helpful qualities for each role can be found in the text box.  However, each centre will have to adapt these details to their own circumstances and needs. 

Team Leader/or Designate
Alerts the team members to the crisis and convenes a meeting.

Coordinates the tasks of the team.

Liaises with the Board of Management; ETB; SEC; NEPS.

Liaises with the bereaved family.

Team Composition: To be decided annually in September. 

Garda Liaison 

(This may be seen as part of the team leader’s role)  

Liaises with the Gardaí

Ensures that information about deaths is checked out before being shared

Staff Liaison 
Leads briefing meetings for staff on the facts as known, gives staff members an opportunity to express their feelings and ask questions, outlines the routine for the day

Advises staff on the procedures for identification of vulnerable learners

Provides materials for staff (from their critical incident folder)

Keeps staff updated as day progresses

Is alert to vulnerable staff members and talks to them individually.  Advises them of availability of supports and gives them relevant contact numbers.

Learner Liaison 
Co-ordinates information from staff about learners they are concerned about 

Alerts other staff to vulnerable learners (appropriately) 

Provides materials for learners (from their critical incident folder)

Keeps records of learners seen by external agency staff 

Looks after setting up and supervision of ‘quiet’ room where agreed

Community/Agency Liaison 
Maintains up to date lists of contact numbers of 

Key parents, e.g. those associated closely with the centre 

Emergency support services and other external contacts and resources

Liaises with agencies in the community for support and onward referral

Is alert to need to check credentials of individuals offering support 

Coordinates the involvement of these agencies

Reminds outside agency staff to wear name badges

Updates team members on the involvement of external agencies

Parent Liaison 
Visits the bereaved family with the team leader

Arranges parent meetings, if held

May facilitate  such meetings, and manage ‘questions and answers’ 

Manages the ‘consent’ issues in accordance with agreed centre policy

Ensures that sample letters are typed up on the centre’s system that are ready for adaptation 

Sets up room for meetings with parents 

Maintains a record of parents seen

Meets with individual parents

Provides appropriate materials for parents (from their critical incident folder)

Media Liaison 
In advance of an incident, will consider issues that may arise and how they might be responded to (e.g. young people being interviewed, photographers on the premises, etc) 

In the event of an incident, will liaise where necessary with the ETB, regional organisers, relevant staff unions, etc. 

Will draw up press statement, give media briefings and interviews (as agreed by the critical incident team) 

Administrator 
Maintenance of up to date telephone numbers of 

Parents or guardians

Instructors

Emergency support services

Takes telephone calls and notes those that require response

Ensures that templates are on the centre’s  system in advance and ready for adaptation

Prepares and sends out letters, emails and faxes

Photocopies  materials needed

Maintains records 

Record Keeping

In the event of an incident each team member will keep records of phone calls made and received, letters sent and received, meetings held, persons met, interventions used, material used etc.  

The secretary will have a key role in receiving and logging telephone calls, sending letters, photocopying materials, etc.

Confidentiality and good name considerations

The management and staff of Céim Eile have a responsibility to protect the privacy and good name of the people involved in any incident. They will be sensitive to the consequences of any public statements.  Céim Eile staff will bear this in mind, and will seek to ensure that learners do so also.  For instance, the term ‘suicide’ will not be used unless there is solid information that death was due to suicide, and that the family involved consents to its use. The phrases ‘tragic death’ or ‘sudden death’ may be used instead.  Similarly, the word ‘murder’ should not be used until it is established legally that a murder was committed.  The term ‘violent death’ may be used instead.

Critical incident rooms

In the event of a Critical Incident, 

Céim Eile office will be the main room used to meet the staff

Room 12 for meetings with learners 

Room 4 for parents 

Principal’s office for press

Céim Eile office for individual sessions with learners

Room 4 for other visitors 

Consultation and communication regarding the plan

Consultation process will include all relevant staff, students and all relevant Bodies and Agencies

Our centre’s final policy and plan in relation to responding to critical incidents will be presented to all staff.  

Each staff member has an individual copy.

All new and temporary staff will informed of the details of the plan by Michael O’Doherty
The plan will be updated annually in June each year.

Review

This policy will be reviewed by the Board of Management once in every school year. 
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Critical Incident Template for Centre Plan 

Resource for Centres: R 22

Critical Incident Team

	Role 
	Name
	Telephone Number 

(Home/Mobile) 

	Team Leader
	Michael O’Doherty
	087-2904216

	Garda Liaison
	Mary D’estelle Roe
	086-8648001

	Staff Liaison
	Mícheal Lenihan
	087-6341160

	Young people Liaison
	Donal Coonan

Geraldine Kinane
	086-3066565

086-0292479

	Parent Liaison
	Michael O’Doherty
	087-2904216

	Community Liaison
	Tracy Costelloe
	087-2209040

	Media Liaison
	Noel Colleran
	086-1724710

	Administrator 
	Pauline Kirwan
	0504-31007

	Counsellor
	Patrick O’Connor
	086-1675034


Short Term Actions – Day 1

	Task 
	Name 

	Gather accurate information:

Who, what, when, where?


	Michael O’Doherty

	Convene a CIT meeting – specify time and place clearly 


	Michael O’Doherty



	Contact external agencies where necessary


	Tracy Costelloe

	Arrange supervision for learners


	Corina Mullally

	Hold staff meeting


	CIT Team 

	Agree schedule for the day
	CIT Team


	Inform learners –(close friends and young people with learning difficulties may need to be told separately)


	Donal Coonan, Geraldine Kinane


	Compile list of vulnerable learners


	Corina Kennedy

	Contact/visit the bereaved family
	CIT Team


	Prepare & agree media statement and deal with media 
	Noel Colleran



	Inform parents


	Michael O’Doherty, Corina Mullally

	Hold end of day staff briefing 


	CIT Team


Medium term actions - (Day 2 and following days)

	Task
	Name

	Convene a CIT meeting - review the events of day 1
	CIT team

	Meet external agencies


	Michael O’Doherty

	Meet whole staff


	Michael O’Doherty

	Arrange support for learners, staff, parents
	CIT TEAM



	Visit the injured
	Members of CIT 



	Liaise with bereaved family regarding funeral arrangements 
	Michael O’Doherty

	Agree on attendance and participation at funeral service
	CIT



	Make decisions about centre closure


	BOM


Follow-up – beyond 72 hours

	TASK
	NAME

	Monitor young people for signs of continuing distress
	All staff

	Liaise with agencies regarding referrals

 
	Michael O’Doherty

	Plan for return of bereaved 


	Michael O’Doherty

	Plan for giving of ‘memory collection’ to bereaved family
	CIT



	Decide on memorials and anniversaries


	BOM/Staff and parents

	Review response to incident and amend plan
	Staff/BOM/ETB


Emergency Contact List

(To be displayed in staff-room, Coordinator/Manager’s office etc.)

	AGENCY


	CONTACT NUMBERS

	GARDA
	Templemore 0504-32630(33,35)

Thurles 0504-25100 (183,182)

Roscrea 0505-24230 (233)



	HOSPITAL
	Nenagh General Hospital 067-31491

Limerick Mid-Western Hospital Limerick 

061- 301111

Tullamore Regional Hospital 057-9321501



	FIRE BRIGADE
	Emergency No: 999 or 112

Dave Carroll, Chief Fire Officer 067 – 38400

Karl Cashen Director of Fire & Emergency Services (067) 44500



	LOCAL GPS
	Dr. Joe Hennessy 0504-31752 (Templemore)

Dr. McManus & Dr.De Fue 0505-21890 (Roscrea)

Dr. John Healy 0504-21296, Dr. Joyce & Dr. McBrearty 0504- 21267 (Thurles)



	HSE/Community Care Team/ Family centre
	Roscrea Primary Care Centre 0505-21498

St. Mary’s Health Centre Thurles 0504-27600



	INSPECTOR
	

	PSYCHOLOGIST/COUNSELLOR
	National Educational Psychological Services (NEPS)

Department of Education and Skills, Marlborough Street, Dublin 1.

Phone: 01 889 2700 NEPS Regional Offices
Patrick

	DES
	Athlone Office (090) 648 3600

Dublin Office (01) 889 6400

Tullamore Office (057) 932 4300



	UNION
	

	PARISH PRIEST/CLERGY
	Templemore PP - Very Rev. Canon Eugene Everard, 

                              0504 – 31684   Mobile: 087 - 2352996 

Roscrea PP – Fr. Tom Corbett   0505 - 21108
Thurles PP - Thurles Parish Centre, Cathedral Street,          
                      Phone: 0504 22229 / 22779



	STATE EXAMS COMMISSION
	Cornamaddy, Athlone, Co Westmeath Tel: 090-644 2700 Fax: 090-644 2744




Sample statement for media

It is with profound sadness that the management, staff and students of Templemore College have learned of the tragic death of …N.

Our sincerest sympathy is extended to the family of N.

On hearing the tragic news the College Critical Incident Plan was put into immediate operation.   The Critical Response Team convened a meeting to ensure that students affected by this loss are cared for adequately.   Procedures are in place to ensure that all in the college community affected by the loss are given all the help need to cope at this time.

The College is offering Counselling and support for students and parents affected by this tragedy.   Students will attend and participate in the funeral service, in consultation with the wishes of the Family.

Our thoughts and support are with everyone affected by this tragedy.

Contacting staff if tragedy occurs over the weekend.

If it is the death of a colleague, the principal and Deputy Principal will contact staff by phone.

If it is the death of a student, The Critical Response Team needs to be informed immediately.

Other staff will be informed on Monday.

Review

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

Scope

Except where otherwise stated this policy applies to all students, staff, parents and other users of the college premises during college times, during college related activities (including college tours) and whenever and wherever college discipline policy applies.

Relationship to Mission Statement

Templemore College of Further Education is a caring community, which fosters belonging and self-worth while promoting academic and personal fulfilment. 

Rationale

Colleges are now obliged to have a Substance Use Policy by the National Drug Strategy 2001-2008.

In the event of a substance use incident, it is important that there are clear and consistent guidelines and procedures for all members of the college community.

Consultation Process

The following were represented in the committee that drafted this policy:

Staff.

Students.

Board of Management.

Every effort has been made to ensure that all partners had a genuine input into the content of this policy.

Objectives

To inform college community and other users of the college policy and procedures in relation to substance use.

To promote a healthy lifestyle and the highlight the dangers of substance abuse.

To provide clear procedures for dealing with substance related incidents. 

To offer support to students and other members of the college who require assistance.

To provide training and educational opportunities to support and implement this policy.

Definition of Substance

For the purpose of this policy substance refers to tobacco, alcohol and all illegal drugs (all illegal drugs together with the improper use of medication, solvents, magic mushrooms — this list is not exhaustive).

Aim

The aim of substance education is to give students and staff the knowledge, skills and attitudes to appreciate the benefits of a healthy lifestyle and relate these to their choices about substance use both now and in the future. 

How it will be Implemented

Organising substance use awareness days

Visiting speakers.  These speakers should be made aware of the college’s substance use policy.  The organising tutor should discuss the content of the lecture with the speaker prior to the presentation.  The tutor should remain in the class to enable follow-up concerns and questions to be addressed.

Management of Substance Use related incidents

Introductory statement

Templemore College of Further Education will endeavour to handle any substance related incidents in a firm and fair manner, with due regard for the safety and welfare of the individual(s) involved and of the wider college community and also fulfilling any legal obligations that apply.

The use of alcohol and illicit substances is not permitted on the college premises or during any college related activities (with exceptions as outlined below).

Definition of an incident

The possession, use, supplies or being present under the influence of alcohol or illicit substance is viewed as unacceptable by the College.

The finding of alcohol or illicit substances or items associated with their use is also a drug related incident, as is the voluntary disclosure by a college member of their own problematic drug or alcohol use. However, where disclosure is voluntary, and where a breach of policy is not an issue, it will be treated as an approach for help and will not normally be subject to disciplinary procedures.  Other provisions such as confidentiality will apply.

Exceptions

The correct and supervised use of cleaning agents and curriculum related materials/ingredients as specified by the staff member involved.

Alcohol may be provided for adult use at special college events/functions with the prior consent of Senior Management(.

Internal Lines of Reporting

All substance use incidents will be reported to Senior Management who will inform the Course Co-ordinator and other staff members as appropriate.

Students are also encouraged to alert Senior Management or any tutor if they are aware of a substance use incident.

While on college outings, the teacher in charge will be responsible for implementation of this policy. However, every effort should be made to contact and seek guidance from Senior Management at the first opportunity.

Records

Written records of all confirmed incidents are to be retained and stored in a confidential file.  Records should include any warnings and/or advice given to a student.  The student(s) involved should be given a written of this.  Written records should only contain factual information.

Confidentiality

A tutor must attempt to retain the respect and confidence of the student, while at the same time ensuring that information is acted on therefore confidentiality cannot be guaranteed.

Information may need to be shared, for example with certain staff members, with a parent or with the appropriate external agency.  However, discretion within these limits will be observed.

Gardaí

The college has a positive working relationship with the local Gardaí and together they have the welfare of the individual student, and the wider college community to consider.

Garda advice may also be sought about incidents that are illegal and constitute a breach of this policy.  The final decision will rest with Senior Management and other key staff members.

The College also asserts the right to inform the Gardaí of any alcohol or illicit substance activity affecting the welfare of the College community.  Where the Gardaí contact the college, the college will endeavour to cooperate fully.

Sanctions

As per the Code of Behaviour there are a series of sanctions that apply to the student population – from verbal, written warning to suspension and exclusion.

Staff breaches will be dealt with under existing Employer/Employee procedures. 

Breaches by others will be dealt with on a case by case basis.

Care and Counselling

The College will seek to ensure that support is given to persons who abuse substances. However, in certain cases due to the potentially insidious nature of substance abuse for the person and the wider college community, the college may insist that an individual avails of help provided by the college counsellor or an external agency.

Procedure for Disposal 

If an illegal substance (or suspected illegal substance) is found in the college or during a college activity, it should be brought to the attention of Senior Management.  It should be stored securely in the presence of at least 2 staff members while the Gardaí are informed.  There should be no attempt made to analyse the substance.

Health and Safety

In accordance with the Health and Safety policy of the College all materials of a dangerous nature will be stored securely in a safe area and will only be obtainable by those who use them in the course of their work.  These include cleaning agents and solvents.

Provision of Staff Training and Development

Any training needs arising out of the implementation of this policy will be met.  Staff are invited to monitor their training needs on an on-going basis and bring these to the attention of Senior Management.

Media

In the event of an incident relating to substance use, Senior Management only, will be responsible for dealing with the media.

Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


Special Education Needs Policy

Céim Eile, Templemore College of Further Education, Templemore endeavour to assess and support the additional needs of our students through our IEP process.

All students attending Céim Eile are in accordance with the procedures outlined in admission policies.  Therefore, all students should meet with the minimum requirement.

Céim Eile endeavours to support the educational needs of our students by providing an individual educational plan which will support the individual student’s needs. The educational special needs of our students are supported through our IEP process.  The IEP coordinator with the guidance of the care team (SEN specialist, Coordinator, Support workers, mentors and any other expertise required such as the advocate, counsellor etc…) supports this process with the involvement of the students and staff.

In cases where additional assistance is required appropriate additional supports will be provided where possible.  These may be provided directly by the care team, or may be sought from outside agencies as appropriate.

EPSEN ACT 2004

The EPSEN Act 2004 provides for the provision of education plans for students with special educational needs (SEN).  Under the Act, students with SEN will be educated “in an inclusive environment with students who do not have SEN”, unless this should be inconsistent either with the best interest of the student, or with the effective provision for the other students.

This Special Education Policy is devised in accordance with both the EPSEN Act 2004 and the Education Act 1998.
Identification Process and Support Mechanisms

On entry to Céim Eile, students are asked to inform us of any special educational needs they have that they are aware of.

At induction all students are made aware of the support offered by the Care team and mentors.

All students will be assessed on entry to the course.  As part of this process the WRAT 4 assessment tool will be offered to students who agree (if the student is under 18 years of age, then the primary guardian will be asked for consent in writing).
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Provision of SEN Resources

Learning support is provided in the context of a whole college approach.  It is delivered through the I.E.P process and supported by the coordinator, care team and mentors.

An Individual Education Plans will be provided for all students, these will be drawn up by the care team in consultation with the student and/or relevant persons.  Additional advice and supports are accessed where possible from agencies outside the school.

Progress of students receiving such supports will be monitored and their needs constantly reviewed.

Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
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Policy Statement

Céim Eile Child protection policy applies to all Students attending the centre.  It has been Developed in accordance with the Department of Education and Skills Child protection procedures for Primary and Post Primary Schools.  As part of the policy this service will endeavour to following the children fist Guidance 2011.  

Rights of children to be protected

Relevant legislation 

1988 & 2003 Data Protection Acts 

1991 Child Care Act, 1991 

2001 Children’s Act

UN Convention on the Rights of the Child (ratified by Ireland and effective from 21st October, 1992) 

1996 Domestic Violence Act

1997 & 2003 Freedom of Information Acts 

1998 Protection for Persons Reporting Child Abuse Act

1999 Children First National Guidelines for the protection and Welfare of Children

2000 Education (Welfare) Act 

Ombudsman for Children act 2002

2003 Code of Good Practice: Child Protection for the Youth Work sectors 2nd Edition

2004 Education for persons with Special Educational Needs Act

2005 Disability Act 

2006 Criminal justice Act 

2007Childcare Act (amendment)

2008 Passport Act 

2012 Criminal Justice (withholding of information on Offences against Children and Vulnerable Persons Act

.

2. Recognising Abuse

Definition and Indicators of Child Abuse


Four Types of Child Abuse

Child abuse can be categorised into four different types of abuse: neglect, emotional abuse, physical and sexual abuse. 

(i) 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 medical care.  Neglect generally becomes apparent in different ways over a period of time rather than at one specific point.  The threshold of significant harm is reached when the child’s needs are neglected to the extent that his or her well-being and /or development are severely affected.

(ii) 
Definition of Emotional Abuse

Emotional abuse is normally to be found in the relationship between a caregiver and a child, rather than in a specific event or pattern of events.  It occurs when a child’s need for affection, approval, consistency and security are not met.  It is rarely manifested in terms of physical signs or symptoms. The threshold of significant harm is reached when abusive interactions dominate and become the norm in the relationship between the child and the parent/carer. 

Examples of emotional abuse include:

Persistent criticism, sarcasm, hostility or blaming

Where the level of care shown to a child is made contingent on his/her behaviour 

Unresponsiveness, inconsistent or inappropriate expectation of a child

Premature imposition of responsibility of a child

Over or under protection of the child

Failure to provide opportunities for the child’s education and development

Use of unrealistic or over-harsh disciplinary measures

Exposure to domestic violence

(iii) Definition of Physical Abuse

Physical abuse is any form of non-accidental injury or injury which results from wilful or neglectful failure to protect a child (e.g. shaking, use of excessive force in handling, deliberate poisoning, suffocation, Munchausen’s syndrome by proxy2 and allowing or creating a substantial risk of significant harm to a child).

(iv) Definition of Sexual Abuse
Sexual abuse occurs when a child is used by another person for his or her gratification or sexual arousal or for that of others. For further details on child sexual abuse, please see section 3.5.1 (Page 14) of the National Guidelines for Protection and Welfare of Children 1999. 


Other Forms of Abusive Behaviour

Apart from the above very serious forms of abuse, staff and volunteers should also be on the alert for other forms of abusive behaviour:


Peer Abuse

In some cases of abuse the alleged perpetrator will also be a child. In these situations the Child Protection Procedures outlined later this document should be adhered to for both the victim and the alleged abuser. If there is any conflict of interest between the welfare of the alleged abuser and the victim, the victim’s welfare is of paramount importance (see chapter 11 of 1999 Children First: National Guidelines for further details on Peer Abuse).


Bullying

Bullying behaviour can be defined as repeated aggression be it verbal, psychological or physical which is conducted by an individual or group against others. It is behaviour, which occurs, mainly in social environments working with children. Examples of bullying include; teasing, taunting, threatening, hitting, extortion.  While the more extreme forms of bullying would be regarded as physical or emotional abuse and should be reported to the Health Service Executive or An Garda Síochána), dealing with bullying behaviour is normally the responsibility of the Centre where it is taking place. Each Centre must have an anti-bullying policy.  

Recognising Signs of abuse:
Recognising Signs of Child Abuse / Neglect:

As each Student’s well being and safety is of primary concern, it is important that all staff are aware of and are vigilant in spotting the signs and symptoms of child abuse and neglect.  

In order for this to happen, all staff will be informed of and receive training on the differing types of child abuse, those being neglect, emotional abuse, physical abuse and sexual abuse.  

All staff will also be trained on and be aware of the procedures in place within their work environment to deal with suspicions or disclosures of abuse.

3. Responding to a Concern about a Students’s Welfare or Possible Abuse 

1, Dealing with concerns 

2. Dealing with disclosure

3. Dealing with information form a third party

4. Dealing with retrospective disclosure by an adult.

Forms for recording welfare concerns and suspected or disclosed abuse are kept in a sign and sealed envelope in a lock draw in the manager’s office and the designated office is the only person that has access.
4. Procedure for Reporting Concerns to HSE Social Work Departments

If a staff member/volunteer/student has a concern about the welfare or possible abuse of a Student in the centre the following procedures will be followed:

The childcare staff/volunteer/student:
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Will record the concern and discuss/inform the Designated Person
The Designated Person:
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Will consider the concern and ring the duty social worker for advice, i.e., discussing the concern without identifying the child or family. 

The Designated Person:

Will follow the advice of the duty social worker and make a report on the standard reporting form if advised to do so. 

Records the report and procedures followed for internal records in a confidential manner.

Informs the parent(s) that a report is being made to the HSE/An Garda Siochána, unless doing so would put the child at further risk.  Seek advice from the duty social worker if unsure. 

The reports are made within 24 hours, or at the start of business of the next working day (in the case of a weekend/bank holiday).

Designated Person; Micheal O’Doherty

Second Designated Person;  Corina Mullany

The duty social worker is available at:  
	North Tipperary


	Social Work Department 

Nenagh,

Co. Tipperary
	Tel:  




In an emergency situation, during or outside of office hours, the Designated Persons and/or staff should contact An Garda Síochána.

The local number for the Gardaí  is 

 Reporting a Suspected or Actual Child Abuse

Report the allegation to the HSE 

When a report is being made to the HSE, the BOM should be informed (but the anonymity of the Student should be protected). Also the parent/carer should be informed unless doing so could endanger the child 
In the event of an emergency, or the non-availability of HSE staff, the report should be made to An Garda Síochána.  This may be done at any Garda Station.

5. Procedure for Dealing with Allegations of Abuse Against Employees and Volunteers

Children First National Guidance for the Protection and Welfare of Children advise that two procedures need to be followed:

Reporting procedure in respect of the Student

The procedure for dealing with the employee

The DP should not have responsibility for dealing with both the reporting issues and the employment issues, therefore in cases such as this the Principal of the College will assume to role of the DP

Reporting procedure in respect of the child

The procedure for dealing with the employee

6. The Role of the Designated Person

The DP Roles and responsibilities:

Operate within the national child protection guidance 2011

Report suspicions and allegations of child abuse to the statutory authorities i.e. the Health Service Executive / An Garda Síochána.

Liaise between the organisation, Student, staff and the statutory authorities where necessary.

Facilitate the provision of support to any victim, volunteer or employee making a referral, and will provide support for the alleged abuser if they are an employee /volunteer in Centre.  

Keep the BOM informed of any reports that have been made to the HSE. The anonymity of the Student should be maintained. 

Advise on good practice and organise/facilitate training and workshops on  Child Protection

Maintain detailed written records on all cases referred to her in a secure and confidential manner. 

Keep up-to-date on current developments regarding provision, practice, support services, legal obligations /requirements and policies on child protection issues.

Will inform parents of a child protection concern is being report unless to do so is likely to further endanger the child.
7. Records

The Data Protection Act, 1988 and 2003

The Act only applies to the automatic processing of personal data. It gives a right to every individual, irrespective of nationality or residence, to establish the existence of personal data, to have access to any such data relating to him and to have inaccurate data rectified or erased. It requires data controllers to make sure that the data they keep are collected. fairly, are accurate and up-to-date, are kept for lawful purposes, and are not used or disclosed in any manner incompatible with those purposes. It also requires both data controllers and data processors to protect the data they keep, and imposes on them a special duty of care in relation to the individuals about whom they keep such data. 

There are only three exclusions under the Act: 

(i) data relating to state security; 

(ii) Information that is required by law to be made available to the public; 

(iii) Personal data kept only for personal or recreational purposes.

Storage of records in regards to concerns allegations or disclosures

All records will be stored in a locked cabinet in the office.

Access to records in regards to concerns allegations or disclosures

The designated person only will have access to the record records pertaining to a child protection concerns, allegations or disclosures of child abuse that he or she is dealing with unless required by relevant authorities.   


Refer to Children’s First Guidance 2011 document 

APPENDIX 1: Definitions and Indicators of Child Abuse

NEGLECT 

Where a child suffers significant harm or impairment of development by being deprived of food, clothing, warmth, hygiene, intellectual stimulation, supervision and safety, attachment and affection from adults, medical care.  Usually not one event, -happens over a period of time and -results in the child’s development being severely affected

Indicators

Abandonment or desertion – Parent does not pick up child and cannot be contacted.

Children persistently left  alone – without supervision

Lack of warmth

Lack of suitable clothing

Lack of protection and exposure to danger

Persistent failure to attend school

Non-organic failure to thrive i.e. child not gaining weight due to malnutrition but also due to emotional deprivation

Failure to provide adequate care for child’s medical problems

EMOTIONAL ABUSE

Occurs when a child’s need for affection, approval, consistency and security are not met and is usually found in the relationship between the care-giver and the child.

-would arise when abusive interactions between the child and care-giver become typical of the relationship.

Indicators

Rejection

Lack of praise and encouragement

Lack of comfort and love

Lack of attachment

Lack of proper stimulation (e.g. fun and play)

Lack of continuity of care (e.g. frequent moves)

Inappropriate non-physical punishment (e.g. locking in bedrooms)

Family conflicts and/or violence

Inappropriate expectations of a child’s behaviour – relative to his/her age or stage of development (e.g. expecting 3 year old to be able dress self independently,)

Every child who is abused sexually, physically or neglected is  also emotionally abused.
PHYSICAL ABUSE

Any form of non-accidental injury or injury which results from willful or neglectful failure to protect a child.

Indicators

Shaking

Bruises 

Fractures

Swollen joints

Burns/scalds

Cuts and abrasions

Damage to body organs

Poisonings

Failure to thrive

Coma/unconsciousness

Death

SEXUAL ABUSE

When a child is used by another person for his or her sexual gratification or sexual arousal or for that of others.

‘Cases of child sexual abuse principally come to light through –

Disclosure by the child or its siblings or friends;

The suspicions of an adult;

Due to physical symptoms

Indicators

Bleeding from vagina/anus
Difficulty/pain in passing urine/faeces
Vaginal discharge or warts/rash in genital area
Noticeable and uncharacteristic changes in behaviour/mood, child becomes withdrawn, fearful or acting out
Hints about sexual activity
Age inappropriate understanding of sexual behaviour
Inappropriate seductive behaviour
Sexually aggressive behaviour with others
Uncharacteristic sexual play with peers/toys
Bed wetting, soiling
Psychosomatic complaints, pains, headaches, stomachaches.
Appendix 2: Reasonable Grounds for Reporting

A disclosure from a Student in relation to abuse by an adult or child/adolescent 

An account by a person who witnessed the abuse of a child

Evidence of an injury or behaviour which indicates abuse, and is unlikely to be caused any other way

Evidence of Injury or behaviour which is consistent with abuse, but also where another or innocent explanation is given, however other factors and indicators are present to support the concern of abuse.

Consistent indication over a period of time, that a child is suffering from emotional or physical neglect or lack of adequate supervision.

Retrospective Disclosure - A disclosure by an adult that they were abused as a child by someone who now has contact with children.

Concern about the practice of a colleague in the service

A suspicion which is not supported by any objective indication of abuse or neglect would not constitute a reasonable suspicion or reasonable grounds for concern.

APPENDIX 3: Guidelines For Responding To A Disclosure By A Child
Stay calm and listen- give the Student time to say what she or he wants to say
Listen carefully and attentively, take the Student seriously
Don’t ask leading questions or make suggestions
Don’t stop the Student recalling significant events, but don’t start to investigate or make the Student repeat the story unnecessarily
Don’t express opinions about the child or members of his or her family
Reassure the Student but don’t promise to keep it a secret
Explain that you will need to discuss this with someone else
Record the disclosure as carefully as possible: ‘in the Student’s own words’, as soon as possible after receiving the disclosure
APPENDIX 4: Standard Form for reporting Child Protection and/or welfare concerns to the Health Service Executive.
PRIVATE AND CONFIDENTIAL 
In case of Emergency or outside Health Board hours, contact should be made with An Garda Síochána. 

A. To Principal Social Worker/Designate: __________________________________________ 

This will be printed as relevant to each Community Care Area. 

1. Details of Child: 
Name: ________________________ Male: 􀀀 Female: 􀀀 

Address: ________________________ 

________________________________ Age/D.O.B.: _______________________ 

________________________________ School: _________________________ 

1a. Name of Mother: __________________ Name of Father: ____________________ 

Address of Mother if different to Child: Address of Father if different to Child: 

________________________________ __________________________________ 

________________________________ __________________________________ 

________________________________ __________________________________ 

Telephone Number: ________________ Telephone Number: ____________________ 

1b. Care and Custody arrangements regarding child, if known: ____________________ 

____________________________________________________________________

1c. Household Composition: 

	Name 
	Relationship 

to Child 
	Date 

of Birth 
	Additional Information 

e.g. School/Occupation 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: A separate report form must be completed in respect of each child being reported.
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Details of concern(s), allegation(s) or incident(s) dates, times, who was present, description of any observed injuries, parent’s view(s), child’s view(s) if known. 

3. Details of person(s) allegedly causing concern in relation to the child: 
Name: ___________________________ Age: _________ Male: 􀀀 Female: 􀀀 

Address: _________________________________________________________________ 

Relationship to Child: _______________________________________________________ 

Occupation: ____________________________________________________________ 

4. Name and Address of other personnel or agencies involved with this child: 
Social Workers: ___________________ School: ___________________________ 

________________________________ __________________________________ 

Public Health Nurse: _______________ Gardaí: ___________________________ 

________________________________ __________________________________ 

G.P.: ___________________________ Pre-School/Crèche/Youth Club: ________ 

________________________________ __________________________________ 

Hospital: ____________________ Other (Specify e.g. Youth Groups etc.): __ 

________________________________ __________________________________ 

5. Are Parents/Legal Guardians aware of this referral to the Social Work Department? 
Yes 􀀀 No 􀀀 

If Yes, what is their attitude? ______________________________________________ 

6. Details of Person reporting concerns: 
(Please see Guidance Notes re. Limitations of confidentiality) 

Name: __________________________ Occupation: ________________________ 

Address: ______________________________________________________________ 

_______________________________ Telephone Number: __________________ 

Nature and extent of contact with Child/Family: _______________________________ 

_____________________________________________________________________

7. Details of Person completing form: 
Name: __________________________ Date: _____________________________ 

Occupation: ______________________ Signed: ___________________________

 Guidance Notes: 
Health Boards have a statutory responsibility under the Child Care Act, 1991, to promote the welfare and protection of children in their area. Health Boards therefore have an obligation to receive information about any child who is not receiving adequate care and/or protection. This reporting form is for use by: 

• Health Services Personnel 

• Professionals and individuals in the provision of child care services in the community who have services contracts with the Health Boards.

• Designated person in a voluntary or community agency 

Any professional, individual or group involved in services to children who becomes

aware of a child protection or welfare concern, or to whom a child protection or child welfare concern is reported.

Please fill in as much information and detail as is known to you. (Health Board personnel should do this in consultation with their line manager). This will assist the Social Work Department in assessing the level of risk to the child, or support services required. If the information requested is not known to you, please indicate by putting a line through the question.   It is likely that a social worker will contact you to discuss your report.

Health Boards aim to work in partnership with parents. If you are making this re port in confidence you should note that the Health Board cannot guarantee absolute confidentiality as:

A Court could order that information be disclosed. 

Under the Freedom of Information A ct, 1997, the Freedom of Information Commissioner may order that information be disclosed.

You should also note that in making a ‘bona fide report’ you are protected under the Protection for Persons Reporting Child Abuse Act, 1998.

If you are unsure of you should report your concerns, please telephone the duty social worker and discuss your concerns with him/her.
Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


S.P.H.E / R.S.E Policy

What Céim Eile, Templemore College of Further Education currently provides for our students

An atmosphere conducive to being open and where students can talk with teachers.

Access to a centre Councillor for students.

An Advocate is available for students to assist them with C.V. / Interview skills and work experience.

Anti-bulling strategy and programme of prevention emphasising respect for the rights and dignity of others.

Education about human physiology and human reproduction –Leaving Certificate Applied:  Social Education.

An exploration of types of Relationships e.g. within the family, maturity, adolescence and dealing with conflict, independence and responsibility - Leaving Certificate Applied: Social Education, SPHE.

Visits by speakers on topics such as anti-bullying, drugs and alcohol misuse, hygiene, health and sexual maturity. 

Definition of Social, Personal and Health Education (S.P.H.E.)

Social, Personal and Health Education, (S.P.H.E.) provides students with the unique opportunity to develop the individual skills and competence to learn about themselves and others. S.P.H.E. is designed to assist students to make informed decisions about their health, personal lives and social development.

The Aims of S.P.H.E. 

The aims of S.P.H.E. for students in Céim Eile, Templemore College of Further Education are:

To enable the students to develop skills for self-fulfilment and living in communities.

To promote self-esteem and self-confidence.

To enable the students to develop a framework for responsible decision-making.

To provide opportunities for reflection and discussion.

To promote physical, mental and emotional health and well-being.
How S.P.H.E. links with the Ethos of Ceim Eile, Templemore College of Further Education: 

S.P.H.E. aims to equip young people with the skills which are required to critically evaluate information, opinions, attitudes and values, in order to effectively make positive, responsible and informed choices about themselves and about the way they live their lives.

Céim Eile , Templemore College are acknowledges that the home is the natural environment for the social, personal and health development of students, however, the Education Act of 1998 (Section 9, subsection d)
 requires all recognised schools and Education Support Centres to promote the moral, spiritual, social and personal development of students and provide health education for them. This will be carried out in consultation with parents.

Outline of the Programme Content.

The S.P.H.E. programme is presented in ten modules.

Each of these modules is comprehensive, age appropriate and designed to suit the needs of the student/class group in a developmental process.

Within Céim Eile, Templemore College of Further Education emphasis will be placed on the development of skills, understanding, attitudes and values which form an important link within all of these areas.

The ten modules of the S.P.H.E. programme are:

Belonging and Integrating

Self-management – a Sense of Purpose

Communication Skills

Physical Health

Friendships

Relationships and Sexuality

Emotional Health

Influences and Decisions

Substance Use

Personal Safety

Teaching Methods.

The S.P.H.E. programme is primarily a skills-based programme.  Teaching methods for this programme will be varied.  Students will be encouraged to engage in group discussion, group reflection and group participation.

These teaching methods will be student-centred and appropriate to the age and stage of development of the student/class group as outlined by departmental guidelines.

How S.P.H.E. will be Timetabled and Taught.

S.P.H.E. will be timetabled for two class periods per week for junior certificate and FETAC students. S.P.H.E. will be taught in the context of the Mission Statement of   Céim Eile.  The R.S.E. element for senior cycle will be incorporated into Leaving Certificate Applied Social Education programme. 

Definition of Relationship and Sexuality Education (Céim Eile.)

Relationship and Sexuality Education (R.S.E.) is part of a wider programme of Social, Personal and Health Education, (S.P.H.E.) programme.

Céim Eile aims to:

Help young people understand and develop friendships and relationships.

Promote an understanding of sexuality.

Promote a positive attitude to one’s own sexuality and in one’s own relationships with others.

Enable young people to develop attitudes and values toward their sexuality in a moral, spiritual and social framework.

Develop an understanding of human reproduction.

Organisation of R.S.E. within Céim Eile , Templemore College of Further Education are
Bearing in mind the sensitive nature of the content of the RSE module, the possible concerns of parents/guardians and teachers and the need for partnership in this area, Céim Eile, Templemore College of Further Education are respects:

The rights of parents/guardians to be consulted about and to be made aware of the content of the R.S.E. programme as taught in our centre,

The right of parents/guardians to withdraw their children from the RSE class,

The right of parents/guardians to be consulted as part of the evaluation and review process.

Much of R.S.E. will be taught in Leaving Certificate Applied Social Education. 

In Year 1 of LCA, students will learn about: 

Taking Care of Yourself

Relationships and Sexuality

This will be built upon in Year 2 where students will learn about:

Relationships

Coping with problems

Staff Development, Training and Resource Issues.
The value placed on S.P.H.E. / R.S.E. by Céim Eile, Templemore College of Further Education are will be evident by the centre’s commitment on the part of management to develop a trained and dedicated group of S.P.H.E. / R.S.E teachers. 

Continued professional development and up skilling will form an integral part of this programme.  The management of Céim Eile, Templemore College of Further Education are responsible for the relevant training needs of S.P.H.E. /R.S.E teachers within the centre. 

All training will be recorded in a staff training index for the centre.

Participation / Sensitive issues / Confidentiality within the S.P.H.E. programme.

Participation 

S.P.H.E. will be a core curricular subject within the Leaving Certificate Applied in Céim Eile, Templemore College of Further Education.  Relationship and Sexuality Education is one module of the S.P.H.E. programme.  (R.S.E. will be incorporated into Leaving Certificate Applied Social Education programme through existing course content/structure)
Each parent/guardian has a right to withdraw their son and or daughter from any element of the programme.  However, it will be necessary for parents who are choosing to “opt out” of any of the modules to make suitable arrangements with Céim Eile for the welfare of the student at these times. It is important to be aware that in these circumstances Céim Eile, Templemore College of Further Education cannot be responsible for information subsequently passed on by participating students of the programme
.

Sensitive Issues 

While teachers have a professional responsibility to impart the S.P.H.E. course content, the needs of students will be addressed in a caring, supportive and understanding manner. 

As the S.P.H.E. programme is primarily skills-based programme.  Group discussion will be of a general nature in accordance with an established previously agreed set of ground rules that are established between students and the teacher within the class group. 

Questions which are deemed to be inappropriate will not be answered by a teacher, or from student to student. Only questions directly pertinent to the lesson content will be addressed. This will be explained to students at the beginning of the programme.
Confidentiality

The normal limits of confidentiality will apply to any information coming to the attention of the teacher.  However every effort should be made to ensure that this information is dealt with in a sensitive and discreet manner.

The Role of Visitors 

The S.P.H.E. teacher will consult with the Centre Coordinator in relation to the suitability of guest speakers prior to any invitation being issued to any guest speaker. However, Céim Eile, Templemore College of Further Education recognises that a known and trusted teacher is often in a better position to relate and interact with students. 

How Parents/Guardians will be Informed

The syllabus and policy document will be available within Céim Eile if parents wish to view it.  Parents/guardians will be informed of any substantial changes in the programme made by the Department of Education and Skills.  Each parent will be informed that they have the right to withdraw their son and or daughter from any element of the programme.

How Teachers will be Informed 

All Teachers will be provided with a copy of the centre’s draft S.P.H.E. policy.  Teachers will be consulted at the first meeting of the academic year for their views before ratification by the Board of Management and North Tipperary ETB.

How the Board of Management will be Informed

The copy of the centre’s draft S.P.H.E. policy will be discussed at a meeting of the Board of Management.  Any changes/recommendation will be consulted upon before the final document is drawn up for ratification by the board of North Tipperary ETB.
Review

Student evaluation of the programme will take place at the end of the academic year.

This policy will be reviewed by the Board of Management annually. 

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	

	Passed by ETB Board:
	

	Reviewed:
	


Access, Transfer and Progression Policy
This policy outlines how the Ceim Eile facilitates the access, transfer, and progression options available to students exiting the Ceim Eile Youthreach programme.

The access to progression options can be limited.  Therefore students exiting the Céim Eile, seeking further education and training opportunities may, apply for course within the college to access Post Leaving Courses and our supported to apply for Apprenticeships, Employment and other training and further education options. 

Procedures

	Options
	How
	Opportunities

	Access:
	One group C.G. class per term.

Career Guidance counsellor 1 to 1 session :

as requested.

Visits to PLC ‘open days’ 

Work Experience / shadowing opportunities.


	Work experience;

Opportunity to visit employers companies, places of interest.

Guest speakers. 

Work Experience ‘career investigation’.

Work shadowing.

Strong links are established with Further Education Colleges (P.L.C.s) areas; also links with Local employers and other relevant agencies in order to develop transfer and progression routes.

	Transfer 
	Information on transfer options;

Citizens Advice 

Grant application options support
	Information leaflets/ prospectus displayed in the centre.

Visits to Further Education Colleges in and out of the region.

	Progression
	Upon leaving

Follow up on progression of students,  within a 3-6 months period  by advocate 
	Learners’ progression and transfer options are documented, where possible.  Through the following methods:   Direct contact;

Local knowledge; Contact with parents/family/ siblings. Advocate provision. 


Review

Student evaluation of the programme will take place at the end of the academic year.

This policy will be reviewed by the Board of Management annually. 

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	

	Passed by ETB Board:
	

	Reviewed:
	


	Céim Eile Communication Policy


	


Policy

Céim Eile aspires to enhance the learning capacity within the Centre through both internal and external communication.  Tipperary ETB’s Education Plan suggests ‘Communication in this sense is about much more than information exchange.  It is about drawing on the expertise of the staff, students and Boards and sharing the expertise to maximize the use of limited resources.  It is fundamentally about building and sharing our vision of education, so that, as a team, we can deliver a first class education service’.
Procedures

Learners will use communication (language) means that is appropriate in the college and in class at all times.
Tutors will help the students with their communication in class and throughout all activities engaged in with Céim Eile.
Tutors will use the appropriate communication channels at all times.
Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


	Céim Eile Transport Policy


	


Policy

Transport for learners to Céim Eile is available from a number of locations where possible.  This is subject to availability and costs.  Where private transport is provided, travel allowances are offset against the cost of hiring the bus.   Learners must at all times comply with the instructions of the bus driver.  Failure to comply with the instructions of the bus driver may result in a learner being refused permission by the bus operator to travel on the bus.   Any damage caused to the bus may have to be paid for by the offending learner.

Procedures

Times for collection and drop off of learners is determined at the start of each academic year.

Transport is provided based with the needs of the learners in mind.

Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


Equality Policy 

The aim is to actively contribute to the development of an inclusive and accepting democratic society.  The policy provides the framework by which we will promote, in an active and positive manner, equality across the organisation.  The purpose, therefore, of this policy is to ensure that all staff and service users in Tipperary ETB are aware of equality issues and have the capacity to promote equality and combat discrimination in accordance with Equal Status Act 2004.

Céim Eile supports equality and diversity within its setting.  We aspire to incorporate equality into all aspects of our provision within the centre.

‘Diversity’ refers to:

• The diverse nature of Irish society for example in terms of social class,

gender, returned Irish emigrants, family status, minority groups and the

majority group.

‘Equality’ refers to:

• The importance of recognising different individual needs and of ensuring

equity in terms of access, participation and benefits for all children and

their families. It is therefore not about treating people the ‘same’.(Equality and diversity Guidelines 2006)
This policy are informed by international agreements and Irish

legislation and policy, that included:

• The Irish Constitution (1937) (Bunreacht na h’Eireann)

• The UN Convention on the Rights of the Child (1989)

• UN Declaration on the Elimination of All Forms of Racial Discrimination

(1963)

• International Convention on the Elimination of All Forms of Racial

Discrimination (1965)

• Employment Equality Acts 1998 and 2004

• Equal Status Acts 2000 to 2004

• Disability Act 2005

• National Children’s Strategy 2000 -2010

• Children First Guidelines for the Protection and Welfare of children (1999)

• Child Care Act 1991

• Children Act 2001

• The Official Languages Act 2003
Under the Equal Status Acts 2000 to 2004, discrimination in the supply

of goods and provision of services is prohibited on nine grounds:

• Gender

• Marital status

• Family status

• Sexual orientation

• Religious belief

• Age

• Disability

• ‘Race’

• Membership of the Traveller Community
Equality and diversity is not only confined to the learners but also to all the staff and persons that engage in the Céim Eile programme.

Céim Eile supports the equality, proofing the programme, delivery, and assessment in education.

Procedures

All Students must receive appropriate support within the setting

All teachers must receive appropriate support within the setting

All students and staff must abide by the Equality and Diversity policy statement

Monitor –

	Equality and Diversity proofing
	Tick box

	All documentation is non bias
	

	All students are treated fairly
	

	All teachers are treated fairly
	

	Classroom must contain inclusive materials
	


Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


Assessment of Learners

Céim Eile endeavours to ensure that all learners receive the appropriate credits deserved and support each student to reach his or her potential in the LCA.

To accommodate this the following stages are completed and aim to give equal opportunities to all within the centre.

Stage 1 
Teacher gives modules code.

Stage 2

Year is split in two separate sessions:


Session 1 for first years and Session 3 for second years ends in December.

Session 2 for the first years and Session 4 for the second years ends in May 

Stage 3

Each module has a set number of key assignments, see module descriptor

Stage 4

Each Teacher must print of a Key assignment checklist for each Student.

Stage 5

Key Assignment evidence must be attached to checklist for each student.

Stage 6
Key Assignment checklist must be signed and dated by Both  the Teacher and the student.

Stage 7
All key assignments must be submitted to coordinator’s office by submission date regardless of whether all key assignments are completed.

Stage 8
Resource person completes summary sheet in preparation for upload to SEC system.

Stage 9
Internal verification of key assignments ensure fairness and consistency.  This will be carried out by designates, to ensure prior step have been maintained.

Stage 10
 Students are awarded credits based on evidence presented and these credits are then uploaded to SEC system.

Stage 11
All evidence is stored in a secured environment.

In accordance with LCA guidelines for credits accumulated Session based.  Céim Eile will endeavour to ensure clear and consistence.  Evidence of procedures and practice for credit allocation is acquired by the completion of this form.

Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


	Stages for assessment of key assignments
	Indicate whether or not step has been achieved

	Modules name and code
	

	Signature of teacher 
	

	Session 1 for first years and session three for second years ends in December.

Session 2 for first years and Session 4 for second years ends in May.
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Tick Resource person as appropriate

	Each module has a set number of key assignments, see module descriptor
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	Does each Student have a printed Key assignment checklist.
	

	Is Key Assignment evidence attached to checklist for each student.
	

	Is Key Assignment checklist signed and dated by Both  the Teacher and the student.
	

	All key assignments are submitted to coordinator’s office by submission date regardless of whether all key assignments are complete.
	

	Completed summary sheet by Resource Teacher is available for upload to SEC system.
	

	Internal Monitors of key assignment, ensure fairness and consistency  by completing this form.

Sign by Internal Monitor 
	Signed by:

__________________

	Students are awarded credits based on evidence presented and these credits are then uploaded to SEC system.
	Signed by Resource:

	All Evidence is stored in a secure environment.
	


Mental Health and Wellbeing Policy

Céim Eile aims to promote positive mental and physical wellbeing within the centre and through the programme.  

Objectives

Through the mechanism of delivered programmes, aspects pertaining to mental health and wellbeing include SPHE, Health Related Fitness and Activities (Physical Education).

When an event occurs either outside or inside the centre the critical incident policy will be invoked.

Counselling Service.

Cross Cirricular with the focus on SPHE

External Organisations/Guest Speakers are invited to facilitate specific topics for example, Child Protection Guidance.
Staff Training.
Support Service (TUI).
Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


	Céim Eile Childcare Policy


	


Policy
Céim Eile endeavour to assist its learners with Childcare needs when possible and where appropriate.  There are limitations to what is available and it is available on a first come first serve basis.
Procedures

St. Sheelan’s Crèche is available on site.  There is a minimum charge.  Application to the crèche and queries about prices and times has to be made separately to the Crèche Manager, Maria Webster.

Review

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

	Submitted to Staff:
	

	Submitted to Board of Management:
	

	Submitted to ETB Board:
	


Supports & Suicide Prevention Contact List

National Supports:

Samaratains






01 – 6710071

Aware (Depression)





1890 – 303302

BelongTo (LGBT)





01 – 6706223

Console






1800 – 201890

Pieta House






01 – 6010000

National Office for Suicide Prevention (Bernie Carroll)
061 – 461454

Teen 9 Ireland (13 – 19 yrs old)



1800 – 833634

Childline (Under 18 yrs old)




1800 – 666666

Regional Supports:

Pieta House (Mid-West)





061 – 484444

Living Links (Outreach Support)




087 – 4122052

087– 9693921 

                                                                                                  
(Mon – Fri 5pm to 7pm)

SUAS (Suicide Understanding & Support for the Bereaved)
0504 – 26366

Rainbows (St. Mary’s Secondary School, Nenagh)

067 – 32491

Nenagh Bereavment Support Group – Geraldine Armitage
067 – 32491

Thurles Bereavement Support Group – Sr. Clement











0504–22320/22169

I Fight Depression Tool (17-24 yrs old)
Through Health Care Professionals

	General Meeting & Literacy Meeting Timetable 2014/15

	Month
	General Meeting
	Literacy Review

	25th/26th August
	Induction
	

	September
	Tuesday 2nd @ 4.05pm
	Thursday 18th @ 1.20pm

	October
	Wednesday 22nd @ 4.05pm
	Thursday 23rd @ 1.20pm

	November
	Thursday 13th @ 4.05pm
	Tuesday 18th @ 1.20pm

	December
	Tuesday 9th @ 4.05pm
	Wednesday 10th @ 1.20pm

	12th DECEMBER - KEY ASSIGNMENTS DUE IN OFFICE (1st Years - Session 1, 2nd Years – Session 2)

	January
	Wednesday 14th @ 4.05pm (Monitoring Progress)
	 Tuesday 13th @ 1.20pm

	9TH JANUARY - INTERNAL VERIFICATION OF KEY ASSIGNMENTS & ACCOMPANING MATERIAL

	February
	Thursday 12th @ 4.05pm
	Tuesday 24th @ 1.20pm

	March
	Tuesday 10th @ 4.05pm
	Thursday 19th @ 1.20pm

	April
	Tuesday 14th @ 4.05pm (Evaluation of Programme)
	Wednesday 15th @ 1.20pm

	30th April - KEY ASSIGNMENTS DUE IN OFFICE (1st Years - Session 2, 2nd Years – Session 4)

	May
	Wednesday 27th @ 4.05pm
	Thursday 28th @ 1.20pm

	14TH MAY - INTERNAL VERIFICATION OF KEY ASSIGNMENTS & ACCOMPANING MATERIAL


TEMPLEMORE





Step 1


Gathering information


(Interview and paperwork)





Step 2


Identifying strengths and needs


(Assessment process)


Learning Statement 


(Statement detailing the learning needs of the student)





Step 3


Prioritising 


(Prioritising the keys skill required, SMART)





Step 4


Individual Educational Plan 


Documented and agreed





Step 5


I.E.P. 


Implemented





Step 6


I.E.P.  


Review












































Senior management refers to Principal, Deputy Principal or Assistant Principal


2 Where parents fabricate stories of illness about their child or cause physical signs of illness. 


� the Education Act of 1998 (Section 9, subsection d) states that education should be provided to “students which is appropriate to their abilities, needs and without prejudice in order to promote the moral, spiritual, social and personal development of students and provide health education for them in consultation with their parents”.


� Please see information relating to parents for further information.
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