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	Child Protection
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Guidance for Trainers 
	Module 1: Board of Management as Corporate  Entity, 

Building Relationships & BoM  in action


Essential Reading:

· Constitution and Rules of Procedure for Boards of Management, DES, November 2007*

· Information Manual Primary Boards of Management, DES, November 2007* 

· Management Board Members Handbook, CPSMA, 2007*

· Rules for National Schools 

· Handouts –  they are slightly different to the actual PowerPoint

· Circulars referred to in session … see appendix in BoM Handbook for most of those mentioned. All are available from www.education.ie
Note: Those marked with an * are required at this session to consult and to display to board members.

Preparation:

· Check whether the Patron/Patron Body has particular messages that should be stressed in relation to specific issues e.g. enrolment, ethos (characteristic spirit) etc.

· Have contact details for the local Diocesan Education Secretariats/Education Offices to pass on to participants should they need further clarification on certain issues

· Go through Power Point and time yourself with the script. Where you see “Trainer’s note” such background information is for the trainer only  or in cases where a query arises

· Check with your patron body in relation to copying the register, handouts, worksheets, evaluations etc. 

· You will need to insert the name of the Centre/venue and the date of training session on evaluations before copying… Check who will collate evaluations and to whom will you send them at the end of the session(s)
· Set out a timetable for yourself – sample in booklet. Decide if there is a break or if the tea/coffee will be served at the start 

· It is hoped that full boards will attend this session. 7 boards should be invited and even if 50% turn up you have a workable group of 28 approximately. Can you get the list of participants, their schools and their role on the BoM in advance of the session?
· Ideally, you will have access to a laptop and a data projector. Can you try out the technology in advance?  Make sure and test CD as well.  (If you encounter a problem with the technology in a particular venue you can always talk through the handouts with the participants as a fall back position)

· If possible check room layout – tables, chairs, screen, sockets etc. If you will be working in an unfamiliar venue check that all is in order well in advance – white wall/screen to project PowerPoint presentation, extension lead available etc. …
· Go to venue well ahead of starting time to set up, make sure technology works etc.  

· If you have any queries relating to the content whether during preparation or arising from any of the sessions, contact your patron body.
SESSION:

· Think about ways of maximising time for this session: 2½ - 3 hours excluding coffee is necessary. It may be a good idea to run some sessions over more than one evening as this allows more time for interaction, dealing with group work as well as Questions & Answers.

· Distribute handouts which include PowerPoint slides, List of Acronyms and the outline of a School Plan

· At the end of the session make sure you have registers signed and evaluations collected. These will be required for accountability purposes.
Timetable

Guidance for Trainer only

Module: BoM as Corporate Entity, Building Relationships, Board in Action

Ideally 2 ½ - 3 hours required for this session

	Introduction

· Register signed

· Aims for session

· Explain Board as  corporate body

· Examine ideas for building relationships between Board  and all in school community

· Explore ideas in relation to good practice for BoM in action - meetings etc

· Distribute copies of handouts so participants can take notes (handout includes slides from presentation, list of acronyms, outline of a school plan)

	10 minutes

	Presentation (as far as slide 16)
	25 minutes

	Group work (slide 17)
	25 minutes

15 mins. discussion

10 mins. feedback

	Break
	10 minutes

	Complaints procedure - parents
	20 minutes

	Grievance procedure - teachers
	20 minutes

	Board of Management in Action
	35 minutes

	Evaluations and Finish
	5 minutes


Register 
Clár Náisiúnta Traenála do Bhoird Bhainistíochta (Bunscoileanna)

National Programme of Training for Boards of Management of Primary Schools
Modúil /Session title: _______________________________  



Láthair/Venue: _________________________











Oiliúntóir/Trainer: ________________________________ 



Dáta/Date: _____________________________
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Script for Module 

Slide 1


[image: image5.emf]National Programme of Training 

for 

Boards of Management

The Board as Corporate Entity

2008


Slide 2


[image: image6.emf]Role & Functions of Board of Management

• Corporate responsibility

• Role and functions 

• Relationships with others - building positive 

relations & agreed procedures re breakdown 

situations 

• The Board in action


Introduction, welcome, distribution of handouts which contain slides from the presentation, the list of acronyms and details of contents of a school plan.
Over the next few hours we hope to address (as per slide) …
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The Board of Management must carry out its statutory duty as per Section 15 Education Act e.g.

· it shall be the duty of the board to manage the school on behalf of the patron and for the benefit of their students and their parents and to provide or cause to be provided an appropriate education for each student at the school for which that board has responsibility [S 15 (1)] 

· carry out its function “in accordance with policies determine by the minister from time to time” [S 15 (2) (a)]

· “uphold characteristic spirit” [S 15 (2) (b)]
· “consult with & keep patron informed” [S 15 (2) (c)]

Where does the Board fit into the system? The Minister sets policy through legislation and circular letter. This devolves to the schools.  Board of Management acts on behalf of the Patron/Patron Body/Trustees to manage the school. Principal (and staff) are  responsible for the day to day administration of the school and the implementation of decisions made by the Board.
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[image: image8.emf]Who is on the BoM?

Schools with more than one teacher:



2 direct nominees of the patron/patron body



2 parents of the children enrolled in the 

school (one mother, one father)



The principal teacher



One other teacher on the staff of the school, 

elected by vote of the teaching staff



2 extra members proposed by the six above


Representation for 1 teacher school: 1 Nominee of patron; 1 Principal; 1 Parent (elected); 1 Other.  Every school has a patron whose duty it is to appoint a BoM to ensure that a recognised school is managed in a spirit of partnership (Education Act, 1998), designated as such by the Minister for Education and Science. The patron/patron body/trustees has (have) ultimate responsibility for the school, may delegate much of the responsibility for the school to the Board of Management and the Board will contact it on a number of specific issues – appointment of the board, appointment, suspension or dismissal of teachers, finance and school ethos.  The patron/patron body/trustees is (are) entitled to request reports or documentation from the school and minutes of board meetings. The Patron should normally be invited to significant events in the school e.g. new school/extension etc. Refer p. 9, 10 Information Manual, DES, 2007 

Trainer note:

Not all Boards have trustees. The trustees form a layer between the patron and the board in certain circumstances.  The trustees may be nominated by the patron body or by the Leadership Team for religious congregations. The board should communicate with patron /patron body/trustees in relation to building a school, licence agreements, all major renovations and capital costs for major repairs or alteration of grounds, insurance of the school, use of the premises for other groups, amalgamation of the school, all alterations to the premises. Trustees should also be contacted in relation to the formation of the Board of Management and the appointment of the Principal of the school and other staff as arranged.

The role of the patron is specified in Section 8 Education Act, 1998: 
· can be a person or a body of persons S 8 (7)

· “the persons who at the commencement of this section stand appointed as trustees …and where there are no such trustees… the owner of that school shall be deemed to be the patron” S8(1)(b)

“The trustees are the persons nominated by the Patron as trustees of the school. They are parties to the lease of the school premises. The Trustees undertake that the buildings shall continue to be used as a national school for the term of the lease & guarantee that the premises and contents are insured against fire and tempest.

In the case of Catholic schools, in most dioceses the school property and enterprise are held by the Diocesan Trust. In a congregation owned school the Trustees are those legally named as such by the religious congregation. In the case of Monastery & Convent schools, while the bishop is the patron, ownership rests with the congregational trustees. The role of trustee does not encroach on the rights and duties of a schools patron” Constitution & Rules of Procedure, DES, 2007 p. 4
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[image: image9.emf]Board as corporate body



All 8 members of the Board,  once 

appointed,  act together as a unit

Individuals do not act as representing 

various groups within the Board….


Each of the eight people appointed by the Patron is a full member of the Board- CPSMA Handbook, 2007, p 48, 49. The members of the Board form a corporate group with a particular purpose and commitment.  Members act together.  Even if representative of a particular group, members on the Board are not representing that group but act in the interest of the whole school community. Refer to p. 8, 11 Information Manual, DES, 2007.

Confidentiality: Individual members of the BoM are required to keep confidential the matters discussed at meetings unless otherwise agreed by the Board - CPSMA Hand Book 2007 pp. 48, 49. A violation of this rule can lead to dismissal from the Board with a proviso that the said person not be allowed to act on any such board into the future (following proper procedures in relation to dismissal from the Board).
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A succession or collection of persons 

having, in the estimation of the law, 

an existence and rights and duties 

separate from those of the persons 

who form it from time to time.

Murdoch’s Dictionary of Irish Law (2004) p.113


Education Act, 1998, Section 15 (1):  Emphasise that Board acts as a corporate unit – individuals come onto Board through different means but now must act collectively to manage the school on behalf of the patron. An effective board has a shared sense of purpose and of commitment to the school for which it has collective responsibility.

[A decision of a previous board is binding on the current board… Of course decisions can be reviewed but a newly constituted board cannot refuse to honour decisions of the previous board]
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[image: image11.emf]Indemnity

The Board and the individual members of a 

Board as a corporate body and as individuals 

are indemnified for any claims made against 

them under Section 14 (7) of the Education 

Act, 1998.


It is wise to contact the school’s insurers to make certain that the school’s policy covers the individual members of the Board and the Board as a corporate body, and the board’s successors, for any claim made by an individual or a group against the individual members of a Board and the Board as a corporate body. This cover applies providing the Board members are acting in good faith and within the provisions of the Education Act (1998), the Rules and Procedures for a Board of Management and the Rules for National Schools. – Refer to CPSMA Board of Management Manual, 2007, pp. 27-32.

[Act in good faith means “informed” good faith – according to the rules and legislation].
Boards may be covered by their insurer for cost of legal advice BUT Board MUST contact the insurer in advance of seeking legal advice …. The insurer may be in a position to direct the board to the best person/advice depending on the issue and also insurer may have a way of getting advice at a cheaper rate.
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[image: image12.emf]Functions of the BoM



Manage the school – provide an appropriate 

education for each student



Act in accordance with legislation & policy



Uphold ethos/characteristic spirit



Consult & inform patron/body/trustees



Publish policies



Be accountable S. 18 Education Act 


The board's main function is to manage the school on behalf of the patron and for the benefit of the students and their parents and to provide an appropriate education for each student at the school. In carrying out its functions, the board must act in accordance with the law and with any deed, charter, or similar instrument relating to the school and with Ministerial policy. 

Uphold the characteristic spirit of the school and be accountable to the patron for this. In the Education Act, 1998  "characteristic spirit of the school” is determined by the cultural, educational, moral, religious, social, linguistic and spiritual values and traditions which inform and are characteristic of the objectives and conduct of the school".  The Board must inform itself as to the characteristic spirit of the particular school. It may be expressed & developed as a result of shared dialogue on the core values of the school and the daily practices which reflect these values. Consult with and inform the Patron/Patron Body/Trustees of decisions and proposals. Publish the school's policy on admission to and participation in the school, (enrolment policy), including its policy on expulsion and suspension of students, admission and participation by students with disabilities or with other special educational needs. Ensure that the school's admissions policy respects the choices of parents and the principles of equality and that it complies with Ministerial directions/circulars, having regard to the school characteristic spirit and the constitutional rights of all concerned.  Policies must be approved by Board in consultation with the patron/patron body/trustees.
It has overall responsibility for the school's finances. It is obliged to have comprehensive insurance cover for the school. It must keep proper accounts, which may be audited by the Department of Education and Science and/or the Comptroller and Auditor General. Its annual accounts must be available to the patron/patron body/trustees and the school community. 
Trainer’s note: BoM in a democratic society must promote respect for the diversity of values, beliefs, traditions, languages and ways of life in our changing society. Have regard to the efficient use of resources (particularly the grants provided by the state), the public interest in the affairs of the school and accountability to students, parents and the community. Must use the resources provided by the state to make reasonable provision and accommodation for students with disabilities or special needs, including, if necessary, the adaptation of buildings or provision of special equipment. The Board as employer appoints the principal, the teachers and other staff & is responsible for contract issues, while DES may be responsible for payment. It must promote contact between the school, the parents and the community and must facilitate and give all reasonable help to a parents' association in its formation and its activities. 
The Safety Statement is also important to have in place. A further session will be dedicated to legal issues and the BoM. 
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[image: image13.emf]Board of Management…

The Pupils:

The school exists for the pupils. 

The educational progress and the welfare of the students 

should be the overriding consideration in all decisions  

arrived at by the BoM

The Teachers:

The teachers are the single most valuable and important 

asset of the school…


The pupils are the central focus. 

Teachers most valuable resource – quote from CPSMA Handbook, p. 22.  Board must act to support teaching and learning in the school.
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[image: image14.emf]Who is involved in a school?



Children



Parents/guardians



Principal



Teachers – classroom, resource, 

learning-support, Early Start, Home 

School Community Liaison…



Deputy principal, assistant principal, 

special duties teacher (Posts of 

Responsibility)  



Shared teachers



Special Needs Assistant(s) 



Secretary & Caretaker



Inspector



Diocesan advisors



Visiting teachers - for sensory impaired, 

for travellers



Health professionals



National Educational Psychological 

Service (NEPS)



Patron



Trustees



INTO, IMPACT, SIPTU



Irish Primary Principals’ Network 



Management Bodies e.g. CPSMA, C of I, 

Educate Together, An Foras…



Parents’ Association/National Parents 

Council



NEWB/EWO/SENO/NCSE



Others?


Different people involved in the life of the school. Can come as a surprise to some - perhaps didn’t realise different the number working in/having contact with the school. 

Trainer’s note:

Reminder that Post of Responsibility duties are over and above one’s teaching duties.

The inspector is an agent of the minister and as such has access to the school – refer Education Act, 1998, Section 13.
List of acronyms supplied for this session to help understand the system and the school. (Appendix 1)
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[image: image15.emf]Pupil

Teachers / 

Support Staff

Parents


This is a summary or overview - pupil at the centre. Teachers/Support Staff with parents providing a learning environment, being supported by the Board of Management, School Community and others. Mention importance of parents’ role. 
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[image: image16.emf]Your contribution/s…



Experience



Time



Commitment



Support to school community



Opinions and ideas



Acting collectively as management



Working as a team



Learning community


Affirmation of the contribution Board members can make to the work of the Board. Important to stress again that all should act collectively as a management body. No one has all the answers – everyone has a contribution to make, sharing responsibility. Each one is involved with a learning community but also over the next 4 years will learn a lot about education and the particular school. It is also important to recognise that new members bring fresh ideas and new thinking and new experiences.
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[image: image17.emf]Board itself…



Agreement form signed by all…



Election of officers



Delegation of tasks …



Regular meetings



Consider role as BoM and priorities for next 4 years



Build on work of previous board - meet previous board perhaps…



Meet other boards locally? Post primary contact?



Information on school – classes, teachers, pupils …



School plan



Circulars/Newsletters from Patron/Body/BoM Handbook

Good Practices…


· Agreement form should be signed by all at the first meeting of the Board (Form on p. 77 CPSMA Handbook, 2007) -  must be signed by all to validate decisions made by the Board.

· Election of officers is dealt with in Constitution of Boards of Management, DES, 2007 and reproduced in CPSMA Handbook. 

Trainer’s note: Chairperson is appointed by the Patron. There is no provision for a Vice Chairperson. An acting chairperson can be appointed in the case of the absence of the Chairperson – refer to Constitution of Boards & Rules of Procedure, DES, 2007  pp 10,11

Delegation of tasks – refer to CPSMA Handbook, 2007, pp. 42, 43

Number of meetings – 5 per annum is the minimum - refer to Constitution of Boards  and Rules of procedure p. 13 (a) & p. 35 CPSMA Handbook, 2007 – additional meetings are arranged as needed. 

Building on work of previous board – remember some members may have continued and be serving a second term.
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[image: image18.emf]

Communication – sharing of information



Decision making following discussion, consultation -

preferably by consensus



Policies and procedures –



Give clarity



Ratified by BoM



Confidentiality - Agreed report from each meeting 



Complaints dealt with in accordance with procedure

Good Practices…


· Regular attendance at meetings is crucial.

· Communication – good systems very important for Board meetings, dealing with school community - parents, teachers, pupils. 

· It is important that the Board has developed good structures for communicating with partners in the school community to avoid misunderstandings, misinformation etc. 

· When implementing changes there should be clear channels of communication to avoid confusion and mixed messages. 

· After each meeting the Board should ‘sign off’ on any report that is to be shared by the board with other parties regardless of who is to give such a report or to whom e.g. principal may need to report on an issue to staff /chair may have to write to parents etc. but in all circumstances the report should be an agreed one by board. 

· All policies and decisions must be ratified by the Board as well as being regularly reviewed and updated.

· Complaints by parents should be addressed according to procedures as set out in the CPSMA Handbook, 2007, p.318.  Grievance procedure for teachers as outlined in CPSMA Handbook, 2007,  p. 208

· A session of training on School Plan/legal issues will cover polices to be delivered at a later date…
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[image: image19.emf]Working Together as a Board

Positive/negative issue

Home school links clarified….

Complaints procedure 

BoM and School Staff

Meet staff and all working with school – affirmation

Grievance procedure

Social occasion/s

Other

…

Good Practices…


· Issues will arise that will generate strong opinions among Board members. Procedures for dealing with contentious issues should be clearly understood and followed. 

· Home school links should be clearly outlined so that procedures are followed in the event of a complaint by parents. The complaints procedure to be used is outlined in CPSMA Handbook, p. 318 pending revised procedures under Section 28 of Education Act.
· The Grievance Procedure for teachers as agreed between INTO and Management Bodies is outlined in the CPSMA Handbook p. 208 ff. The principles in this procedure can be applied in relation to dealing with grievances of those other than teachers in the school.
· Important for the Board to meet with the teachers and other staff working in the school – to promote positive staff working relations   Handbook p. 208  ff
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[image: image20.emf]The Board and pupils/parents



Communication in a way all can understand..



Parents’ Association contact



Social functions



Other

The Board and the Community



Newsletter



Support/Attendance at events



Reaching into the local community/parish…

Good Practices…


· Board needs to address the issue of communication in ways all can understand.  Bear in mind changes in the school context / changing pupil profile – newcomer children etc. 

· Board should consider ways of linking with the local community - competitions sports etc. 

· It is a good practice to keep the patron informed as to what is going on in the life of the school as this aspect is often forgotten about.
· There is a section in the CPSMA Board of Management Handbook, 2007 on parents as partners pp. 312- 317

· Role and function of Parent Association should be understood – refer to Education Act, 1998 Section 26 & p.22 CPSMA Handbook, 2007
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[image: image21.emf]Building relationships…



Group 1

Suggest ways to build relationships between 

members of the Board itself



Group 2

Suggest ways to build relationships between Board 

and school staff



Group 3

Suggest ways to build relationships between Board 

and parents and pupils



Group 4 

Suggest ways to build relationships between Board 

and local community/parish


Group work – 15 minutes. Feedback – 15 minutes

Suggest representatives from same Board may wish to separate and join different groups. 

When groups get together ask them to introduce themselves. 

Appoint a reporter.

Feedback – take 1-2 ideas per group. As feedback is taken orally, ask each group to record ideas of particular interest to themselves 
Trainer’s note: refer to Appendix 2 for suggestions/strategies.
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[image: image22.emf]Procedures Agreed between INTO and 

Management


When issues of conflict arise there are agreed procedures to deal with them. There are distinct procedures for dealing with

· Complaints from Parents

· Grievances arising within the staff, staff/management
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[image: image23.emf]Procedures Agreed Between INTO and Management

A.

Addressing Parental Complaints 

B.

Dealing with Workplace Bullying and 

Harassment

C.

Addressing Staff Relations Difficulties

D.

Grievance Procedure

(under review)


There are procedures agreed between management and INTO.
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[image: image24.emf]Complaints Procedure

Set out in CPSMA Handbook, 2007



Stage 1 (Informal) - unwritten complaints…



raise with teacher, principal, Chairperson of Board of 

Management – seek to resolve



Stage 2 (Informal) – complaint in writing to 

Chairperson of Board – seek to resolve


Procedures to address complaints by parents are set out in CPSMA Handbook, 2007, pages 318 ff.  These procedures are to be followed pending a revision of procedures under section 28 Education Act, 1998. 

Stage one is informal – raise matter with class teacher, then with principal and then chairperson of BoM

Stage 2 as per slide – refer to Handbook p. 318 and following pages…
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[image: image25.emf]Complaints Procedure - Formal



Stage 3 – Complaint in writing to Chair, teacher 

receives complaint, meeting with teacher and 

principal with a view to resolving complaint



Stage 4 – Complaint in writing to the Board, 

investigation by the Board, written statement by 

the teacher, opportunity for representation



Stage 5 – Decision


CPSMA Handbook, 2007 p. 318, 319

Section 29 Education Act allows a decision of the Board to re reviewed by Minister for Education & Science after matter has been unresolved after first going through all above stages …

All stages must be gone through and none may be skipped. Process endeavours to sort out issues informally as soon as possible…

At Stage 4 parents and teachers are entitled to representation. Legal representation is not envisaged as this is domestic forum and if a legal person comes as a representative it should be clearly understood that his/her role is not a legal one.
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[image: image26.emf]Role of Department of Education & Science



Refers complainant back to Board of Management 



DES will only become involved after every effort 

has been made to resolve the matter at local level



DES will seek all documentation and a written 

statement from the BOM on the steps taken



DES may  examine the complaint, outcomes of 

investigation communicated to all parties in due 

course


While the DES will not reinvestigate the complaint it may examine it in terms of establishing the extent to which the decision reached was reasonable

It may well be that the inspector will be involved representing the DES. The terms of reference re DES review of parental complaints are as follows:

1) BoM followed reasonable procedure

2) Board reached a reasonable conclusion

3) The action or inaction of the Board was reasonable

DES will not reinvestigate the complaint but rather whether the decision reached was reasonable.
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[image: image27.emf]Grievance Procedure - staff relations ….
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[image: image28.emf]Examples of staff relations difficulties



bullying, intimidation, victimisation, verbal abuse,  

sexual harassment



lack of consultation, discussion and involvement in 

decision making



lack of decision making or indecisiveness



unwillingness to co-operate with school policy



divisions between staff


These are types of issues and situations which militate against creating positive staff working relations… Definitions of bullying are outlined in Working Together:  Bullying /Harassment CPSMA Handbook, 2007, p. 204 ff and in Codes of Practice from the Health & Safety Authority.
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[image: image29.emf]Examples of difficulties (cont.)



lack of co-operation with newly/promoted 

post holders/principal



introduction of sweeping changes without 

consultation



interpersonal difficulties



staff uncertainty or lack of support



favouritism, fear, being undermined


There in an understanding that the school needs to be effectively managed by the principal together with middle management team. Cooperation with legitimate direction from the management team is necessary for the internal functioning of the school.
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[image: image30.emf]Avoiding difficulties…



Good internal communication



Processes of decision making which are inclusive



Effective school policies and procedures which give 

clarity



Mutual respect



A sense of fairness



Conflict resolution procedures…


Good practice to eliminate the possibility of having issues arise include:

· operating in an open and honest way

· good internal communication

· process of decision making which is inclusive

· effective school policies and procedures which give clarity

· mutual respect

· a sense of fairness

· conflict resolution strategies implemented
Refer to promoting positive staff relations CPSMA Handbook pages 198 ff.
Trainer’s note:

In cases where informal methods have failed, mediation can be made available but it is costly and reinforces the notion of having issues resolved as early as possible and as informally as possible.
INTO/Management has an agreed panel of approximately 20 mediators for dispute resolution between teachers.
The Employee Assistance Scheme is under VHI Corporate Solutions via link DES website at www.education.gov.ie This scheme provides for personal counselling where a person is under stress. It can be sought directly by the teacher concerned and is free of charge.
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[image: image31.emf]Natural Justice and Fair Procedure



Exercise due process



Matters must be fairly examined &  processed



Details of any allegation or complaints are put to 

the employee by chairperson



Employee given opportunity to respond



Right of employee to be represented 



Right to fair & impartial determination



Adhere to timeframes



Keep records


It is vitally important that fair procedure and due process principles are followed in relation to dealing with issues. 

These include….as per slide
Legal representation is not envisaged

Timeframes being adhered to or extended by JOINT agreement.
In relation to notes it can happen that the work of recording begins too late. Is it possible to have agreed notes as to outcomes of meetings in the process?

Trainer’s note: In the Working Together Document pp. 198 – 210 CPSMA Handbook, 2007, there are three procedures outlined: 
1. Internal Staff Relations

2. Bullying/Harassment

3. Grievance Procedure

There is a disciplinary procedure under Statutory Instrument  146/2000 which applies in any workplace & negotiations are currently under way under section 24 Education Act re provisions in relation to staff.
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[image: image32.emf]The Board of Management 

in Action…


We now turn to looking at the operation of the Board.
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[image: image33.emf]Meetings…



Number



Duration



Notification



Purpose/agenda



Declaration of interests


Refer to CPSMA Handbook, 2007, p 51 ff.
· Number of meetings: 5  meetings per annum minimum, in order to build relationships, knowledge  and trust between board members – refer Constitution & Rules of Procedure, p. 13  

· Duration: important to have agreed starting and finishing times. Meetings should not go on and on … preferably not longer than 2 hours …

· Notification: 7 days notice of meeting. At the first meeting some schools set out their dates for meetings for the full year

· Purpose: should be clear and agenda should be clear

· Declaration of interests (See p. 35, 52 CPSMA Handbook) e.g. member should declare if 

· s/he has a vested interest in a company supplying goods to the school

· has a relationship with an applicant for a job (perception of partiality)

· if any member of the Board is related to any person (pupil or teacher) who may be the subject of or have a direct involvement in a matter which is before the Board for consideration.
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[image: image34.emf]Roles…



Chairperson



Principal teacher



Recording secretary



Treasurer



Other:



Safety officer



Maintenance/buildings officer


· Refer to Constitution & Rules of Procedure, DES, November 2007 p 10, 11 & 49; CPSMA Handbook for chairperson’s role

· Chair with principal and secretary sets the agenda for meetings. There should be an agreed procedure for allowing other members to put items on the agenda
· Refer to p. 50 for secretary’s role and to circular 0079/07 where principal teachers act as secretary to the BoM and receive an allowance for such duties.
· Refer to p. 42, 43 CPSMA Handbook, 2007 for general guidance re delegation of tasks 

· Safety Officer – this position should be held by a competent person at management level – refer to Safety, Health & Welfare at Work Act, 2005 on p. 288 CPSMA Handbook. Any member of the BoM can be a safety officer

· A Board may decide to nominate a person to research and update the Board on employment issues in compliance with legislation and wage agreements etc. 
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[image: image35.emf]Chairperson…



Convening meetings/agenda



Preparation for meetings 



Chairing meetings



Actions between meetings - reported to BOM at 

subsequent meeting



Correspondent with DES & others



Recruitment of all staff



Capital projects with trustees approval



Declarations/Forms/Agreements/cheques


· Refer to page 10 ff Constitution & Rules of Procedure/p 49 CPSMA Handbook for chairperson’s role & to p. 36 for a sample agenda 

· The Chairperson is first among equals but has specific duties e.g. correspondent with DES – refer Constitution & Rules of Procedure, DES, 2007 p. 10,11

· Chair can delegate responsibility to others re correspondence in his/her absence 

· Capital projects must have the prior approval of the Trustees in consultation with the patron/patron body.

Trainers note: There is a separate training session to be provided for Chairpersons and Principals in relation to recruitment – procedures must be followed in terms of advertisement, interviews, record keeping.

Recommended that marking sheets must be kept for at least a year following interviews. Refer to pp.  64-74, 81 – 84 & 101-103 CPSMA Handbook, 2007 for details on advertising and interviews etc. 

Chairperson must be one of the two signatories of cheques but may delegate this function in his/her absence - refer Constitution & Rules of Procedure/p 12 section 12(c).
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[image: image36.emf]Principal’s role

…

Day to day management of the school



Leader of learning – sets objectives for 

school



Environment conducive to learning



Professional development of staff



Parental involvement



Is central to carrying out functions of the 

school and board


Principal - leader of learning.

There is strong advice from CPSMA that the Principal should not be the treasurer. 

Refer to Circular 16/73 and recent reports for role of principal.
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[image: image37.emf]Recording Secretary…



Notification of meetings



Items for agenda



Correspondence prepared for chairperson



Minutes of meetings



Filing and recording



Provide members of BoM with latest books / 

circulars / publications relevant to Board


p. 11 Constitution & Rules of Procedure & p. 50 CPSMA Handbook for secretary’s role and to circular 0079/07 where principal teachers who may act as secretary to the BoM and receive an allowance. (if the principal does not take up this role there is provision for the appointment of a recording secretary – refer Constitution & Rules of Procedure, DES, 2007, p. 11 

Minutes should record agreed decisions – Minutes should mirror the agenda. Names re who said what in a discussion should not be minuted, though there may be a need to record names in certain instances e.g. name of teacher being appointed, name of person who made a complaint etc., depending on the circumstances.  Access to the Minutes is restricted to DES, Patron and Trustees.

Minutes should be retained for ever and in a secure environment [if the minutes are compiled in loose leaf format then each page will have to be signed by the chairperson.]
Minutes may be sought in the event of a Section 29 Appeal and may be provided to the parents making the appeal.  They should be redacted in a manner that will show the date of the meeting, who was present and the decisions taken in relation to the case being appealed. The signature of the chairperson must also be evident. 
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[image: image38.emf]Treasurer…



Elected from among members



School accounts



Treasurer’s report


Will be dealt with in a detailed session for treasurers but the BoM is responsible for all monies raised and spent  in the name of the school, including any accounts held by the principal and or other staff members or by Parent Association.  Treasurer’s report must be presented at each meeting of the BoM - refer to CPSMA Handbook, p. 31,  37, 38, 50, 54, 55 56, 57. BoM must deduct PAYE and PRSI where appropriate. The production of such a report at each meeting allows the whole board make informed decisions in regard to spending, budgets etc.

 Annual report at end of each school year “shall be properly audited or certified in accordance with best accounting practice” Constitution & Rules of Procedure DES, 2007, p. 20 (ii) Certified accounts are cheaper.
Trainer’s note: Copies of the audited/certified accounts must be presented each year to the Patron/Patron Body/Trustees, to the DES or its agents and to parents. 
CPSMA Handbook p. 55 (e) (ii) & (iv) The Parent Association “ is entitled to raise funds for the administration and activities of the association” CPSMA Handbook 2007 p. 23 but should consult with BoM about fundraising for the school p 23  - refer to agreement between CPSMA & NPC,  CPSMA Handbook p. 56 (f) (vii).
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[image: image39.emf]Maintenance/Buildings Officer…

Responsibility for:



Cleaning staff/cleaning contractors 



Caretaker 



Materials/equipment


Other posts may include – Maintenance Officer refer to p. 42, 43 CPSMA Handbook.
Check whether gutters need cleaning/replacing; painting necessary; windows in order etc. - refer to Maintenance Matters Handbook, DES.
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[image: image40.emf]Safety Officer…

Responsibility for:



Health and Safety statement



Maintenance of security and fire alarm 

system



Co-ordinating a list of out of hours key 

holders for the school



Other…


Under the 2005 Health and Safety Act - see CPSMA Handbook p. 43 and also p 287.
Safety Officer (Section 2 (2) A of 2005 Act)  A competent person is defined as someone who “having taken account of the size or hazards of the organisation for s/he works, possesses the necessary training, knowledge and experience appropriate to the nature of the work to be undertaken”.
Trainer’s note:  If questions arise about the role of the Safety Rep (as opposed to the Safety Officer) refer to Appendix 3.
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[image: image41.emf]Other functions to delegate …



Use of school for after hours activities



Holiday maintenance



Research…



Relationships with community/parish



Other…


· Use of school premises: Circular 16 05 and Constitution & Rules of Procedure, DES, 2007 p. 17 

· School premises should be used at all times for purposes which are in keeping with the ethos of the school.

· Refer to p.53, CPSMA Handbook.

· Refer to Church and General A Guide to Insurance, Safety and Security in the School pp. 11-15
Reference to Research:

Can include reading a chapter of the CPSMA Handbook for each meeting and presenting a summary to the Board. It is important to remember that no matter what tasks are delegated the final authority and accountability rests with the Board.
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[image: image42.emf]Agenda...



Opening:  prayer/other depending on ethos

Bereavements etc. noted here



Attendance and apologies



Minutes:

Drawn up by secretary

Confidential to those entitled to be at the particular meeting/s

Patron &  DES can have access

Decisions recorded and read aloud

Agreed and signed by chairperson


Agenda compiled by chairperson with principal / secretary and should be prepared for every meeting- emergency or otherwise.
Where a matter is to be discussed which poses a conflict of interest person so concerned should be told that the meeting is being held and should withdraw from that meeting or the portion of the meeting dealing with the relevant issue.
Refer to p.36 CPSMA Handbook where a Sample Agenda is provided.

Decisions of BoM must be upheld by all as part of the corporate/collective responsibility.
Trainer’s note: Quorum for a BoM meeting is 5 & 3 for schools with one teacher
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[image: image43.emf]

Matters arising from minutes

Follow up on decisions …



Correspondence

All correspondence to chairperson should be brought to Board’s 

attention 

Circulars/Solas etc.

Letters of complaint etc. dealt with in accordance with procedures

Legal advice



Finance

Treasurer’s report at every meeting

Agenda...


Remember no anonymous letters should be read.
Where a board receives a solicitor’s letter no response should be made without legal advice. Consult Patron/Patron Body/diocesan secretary or Insurer re obtaining legal advice. 
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[image: image44.emf]

Principal teacher’s report

Information and advice



AoB



Agreed report

Confidentiality

What information? To whom? By whom? How?

Suggestion:

Section of Handbook/policy for review at each meeting….

Next meeting

Date/time

Agenda...


Principal’s report - refer to CPSMA Handbook p. 39ff. It may be good practice for principal to give a bulleted list for recording in the minutes.
 Trainer’s note: In Northern Ireland it is recommended that Child Protection and Health & Safety must be addressed in the principal’s report at every meeting
AOB (refer to p. 40 CPSMA Handbook) – major issues should not be discussed as AOB, nor should emergency issues be raised at this point in a meeting – these should be mentioned at the beginning and the Board decides how it will deal with them. Issues taking more than a minute or two should be put on the Agenda for the next meeting. It may be possible that if such an issue is mentioned at the start of the meeting the Board may agree to add it to the agenda.

Confidentiality: Board members acting in their corporate capacity have no obligation to report back to their constituents nor do they take instruction from their constituents on how to vote 8(a) Constitution & Rules of Procedure, DES, 2007, p. 9 

If using email the Board should be satisfied as to its security between members and also that communications cannot be accessed by members’ children.
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[image: image45.emf]Principal’s Report…

Significant  issues of concern related to life & function of 

the school



Enrolment



Staff- in-service needs etc 



Posts of Responsibility - issues



Teacher absences



Pupil absences – Education Welfare Act



Applications for…



Public relations



Tours


The Principal’s report relates to the life and function of the school and may deal with issues of concern or issues likely to be of a concern and issues as per list on slides …. Items for the report can depend on size of school, time of year, other special events …

Refer to pp. 39ff CPSMA Handbook.
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[image: image46.emf]

Holidays and closures



Repairs



Health and Safety



Future planning



Transition to post-primary



Class allocation



Religious events/festivals



Visitors



Special needs



Recent circulars 

Principal’s Report…
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[image: image47.emf]

Issues in relation to staffing 



Supervision



Parent teacher meetings



Policy issues



Legislation



Training/professional development



Resource requirements



Other…

Principal’s Report…


Slide 44

[image: image48.emf]Sub committees …



Finance



Maintenance



Research



Legislation etc.



Co-opt expertise as required and draft guidelines for terms 

of reference, time scale, reporting to BOM etc.



Minority from outside the BOM

Good practice: 



Liaise with other BoM locally 



Beware BoM decisions impinging on another school


Refer to CPSMA Handbook. Particularly in larger schools the Board of Management may find it helpful to set up a number of sub-committees with specific mandates e.g. Finance, Maintenance etc. The members would be from the Board of Management with the possibility of co-opting a minority from outside the Board. Such subcommittees are under the authority of the Board and their terms of reference must be clear. The principal has the right to be on each subcommittee and must be invited to sit on each one.

The terms of reference of any sub-committee should be agreed by the Board of Management and clearly stated in writing. Arrangements for accountability and reporting to the Board must also be stated in writing and adhered to. 

It is possible to establish a sub-committee for a specific purpose and for a specified limited period of time. Refer to CPSMA Handbook, 2007, p. 26.

Decisions of one Board may not impinge on another school. Equally where there are two schools on the same campus there may be common issues to be considered. Refer to CPSMA Handbook, 2007, p. 34.
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[image: image49.emf]Some Important 

Responsibilities of the Board
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[image: image50.emf]Education Act

Education Act

…

…

.

.

A board shall make arrangements for 

the preparation … circulation …following 

consultation …of the school

plan….

Section 21 (1), (2), (3), (4)


The school plan is an important record of the school community’s decisions in regard to all aspects of the life of the school - organisational and curricular… 
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[image: image51.emf]Contents

General School Details….

Vision and Aims………….

Organisational Policies….

Curriculum Plans…………

Procedures & Practices…

Development Section…..

1

1


The Board has primary responsibility for the preparation of the plan, as well as regular review and updating of it. In this work the Board should ensure that there is consultation with patron/patron body/trustees, parents, staff and students and that copies of the school plan are circulated to the partners … 

Trainer’s note: 
· Refer to Appendix 4.

· A future training  session will address the school plan in detail Appendices in CPSMA Handbook are very useful in regard to legislation Appendix  75 p. 391 Education Act; Appendix 76 p. 396 Equal Status Acts; Appendix 77 Education for Persons with Special Educational Needs Act.

Slide 48

[image: image52.emf]BoM as employer…



Compliance with legislation, circulars & 

panel arrangements



Vetting procedures


Education Act S 15 (1) Functions of BoM: “it shall be the duty of a board to manage the school on behalf of the patron…”  

All appointments of teachers in the school shall be made by BoM in accordance with Rules for National Schools and are subject to the prior approval of the patron/patron body. The Board as employer needs to bear in mind Equality Legislation in relation to employment – avoid discrimination. 
Trainer’s note: 
· Refer to p. 275 CPSMA Handbook for details of the Maynooth Statute

· A further session of training will be devoted to Employment issues.

Vetting: Circular 94/06 outlines latest arrangements re vetting …

Vetting is essentially a search of garda records and does not amount to garda clearance. Currently vetting is sought in respect of a person to whom an offer of appointment is to be made – via Teaching Council who respond to the teacher and teacher in turn presents the outcome to BoM. Vetting does not replace checking of references. Occasionally where a BoM has a doubt following checking of references, an individual may be requested to submit to vetting (Currently Teaching Council can address vetting from NQTs and those returning to the profession after absences of three years or more) However the Board of Management has ultimate responsibility for the actions of its employees, whether vetted or not; Procedure re vetting for non teaching staff in CPSMA Handbook…pp. 72, 74.
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[image: image53.emf]Board & Finance 

A board shall keep all proper and usual 

accounts and records of all monies received 

by it or expenditure of such monies incurred 

by it and shall ensure that in each year all 

such accounts are properly audited or

certified in accordance with best accounting 

practice. 

[Education Act 1998 S 18 (1)]


A Board shall elect a treasurer from among it members. The Board collectively is responsible for the finances of the school – actual work is carried out by the treasurer on behalf of the board … 
Trainer’s note: detailed module on financial matters will be provided. If appropriate, the following may be related during this session…

All expenditure by or on behalf of the Board must be approved by the Board. The production of such a report at each meeting allows the whole board make informed decisions in regard to spending, budgets etc.  Annual report at end of each school year “and shall be properly audited or certified in accordance with best accounting practice” Constitution & Rules of Procedure DES 2007 p 20 (ii) Copies of the accounts should be forwarded annually to the Patron/Patron Body/Trustees.
Audit/certification can only be done by a third party – independent of the BoM e.g. if you have an accountant on BoM that person cannot do this work.

Accounts must be proposed and seconded by the Board of Management. 
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[image: image54.emf]Other training modules …



School Plan – legislation, policies, practices 

and procedures



Financial management for treasurers and 

chairpersons



Child protection
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[image: image55.emf]Essential reading for Board Members ...



Department of Education & Science:



Constitution of Boards & Rules of Procedure (2007)



Primary Boards of Management Information Manual  (2007

)



Department Circulars



Management Board Member’s Handbook (2007) CPSMA

Other Useful Sources:



Newsletters from Patron Body e.g. Solas, Education Newsbrief



INTO Manual/IPPN periodicals



Booklets from DES



Looking at Our School



Other…


Education Act and 1998 & Education (Welfare) Act 2000 are key pieces of legislation which set out the regulatory framework for our education system – these and other legislation available on the web or from Government Publications. 

Circulars available from DES website which is www.education.ie
Members should have copies of above….where possible/accessible.

Trainer’s Note: If an issue arises for a board, the following should be checked

· Circulars, CPSMA Handbook 2007
· Management Bodies e.g. CPSMA, Church of Ireland, Educate Together, Gaelscoileanna, Foras Pátrúnachta…

· Patron/Trustees

· DES

· INTO

· IPPN

· Professional advice
It may be worthwhile for members of the BoM to familiarise themselves with the Handbook as a training manual e.g. a chapter or section of the handbook could be reviewed by a different member of the board for each meeting as  a way of keeping in touch with what is in the book. This could be related to events in the life of the BoM e.g. at a time of appointments the particular section/s dealing with this aspect could be read and debated….

Patron bodies, NPC & INTO provide training and information sessions…
· Education Newsbrief - Church of Ireland Office 
· NPC now issue newsletters a few time annually and published “The Board of Management in your Primary School - a Guide for Parents” 
· Special Schools also issue newsletters periodically 
· Websites of all bodies are good reference points also

·  There may be specific issues for which training may be sought from other bodies/providers e.g. 
· The Wheel - The Wheel is a support and representative body connecting community and voluntary organisations and charities across Ireland. Established six years ago, The Wheel has evolved to become a resource centre and forum for the community and voluntary sector

·  Comhlámh - Established in 1975 as the Irish Association of Development Workers, Comhlámh has since grown into a large member and supporter organisation open to anyone interested in social justice, human rights and global development issues. Comhlámh is currently Ireland’s largest provider of development education activities. These include training courses, capacity building initiatives, support for in-service and pre-service training for primary school teachers and publications.  A variety of skills-based courses are available, which aim to build the capacity of participants to explore development related issues in an interactive and reflective manner. Places on each course are restricted to ensure quality of learning and positive group dynamics. Comhlámh also provides specific training courses for people interested in volunteering overseas in a development context. These include pre-decision ‘Options and Issues in Global Development Courses’, Pre-departure courses and Coming Home and Moving Forward Courses. Training courses can be tailored for groups upon request
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[image: image56.emf]Some sources of information



www.education.ie



www.cpsma.ie



www.foras.ie



www.educatetogether.ie



www.into.ie



www.equality.ie



www.hsa.ie



www.sdps.ie
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[image: image57.emf]Reminders



Register signed?



Evaluations completed and returned?



Handouts 



Arrangements for next training session 

(if applicable)
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[image: image58.emf]Role & Functions of Board of Management  

• Corporate responsibility

• Relationships with others - building positive 

relations & agreed procedures re breakdown 

situations

• Role and functions 

• The Board in action
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[image: image60.emf]Who is on the BoM?

Schools with more than one teacher:



2 direct nominees of the patron/patron body



2 parents of the children enrolled in the 

school (one mother, one father)



The principal teacher



One other teacher on the staff of the school, 

elected by vote of the teaching staff



2 extra members proposed by the six above


	
	
[image: image61.emf]Board as corporate body



All 8 members of the Board,  once 

appointed,  act together as a unit



Individuals do not act as representing 

various groups within the Board….
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[image: image62.emf]Body Corporate

A succession or collection of persons 

having, in the estimation of the law, an 

existence and rights and duties separate 

from those of the persons who form it 

from time to time.

Murdoch’s Dictionary of Irish Law, 2004, p.113


	
	
[image: image63.emf]Indemnity

The Board and the individual members of a 

Board as a corporate body and as individuals 

are indemnified for any claims made against 

them under Section 14 (7) of the Education 

Act, 1998.
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[image: image64.emf]Functions of the BoM



Manage the school – provide an appropriate 

education for each student



Act in accordance with legislation & policy



Uphold ethos/characteristic spirit



Consult & inform patron/body/trustees



Publish policies



Be accountable - S. 18 Education Act


	
	
[image: image65.emf]Board of Management …

The Pupils:

The school exists for the pupils. 

The educational progress and the welfare of the students 

should be the overriding consideration in all decisions  

arrived at by the BoM

The Teachers:

The teachers are the single most valuable and important 

asset of the school…
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[image: image66.emf]Who is involved in a school?



Children



Parents/guardians



Principal



Teachers – classroom, resource, 

learning-support, Early Start, Home 

School Community Liaison…



Deputy principal, assistant principal, 

special duties teacher (Posts of 

Responsibility)  



Shared teachers



Special Needs Assistant(s) 



Secretary & Caretaker



Inspector



Diocesan advisors



Visiting teachers - for sensory impaired, 

for travellers



Health professionals



National Educational Psychological 

Service (NEPS)



Patron



Trustees



INTO, IMPACT, SIPTU



Irish Primary Principals’ Network 



Management Bodies e.g. CPSMA, C of I, 

Educate Together, An Foras…



Parents’ Association/National Parents 

Council



NEWB/EWO/SENO/NCSE



Others?


	
	
[image: image67.emf]Pupil

Teachers / 

Support Staff

Parents
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[image: image68.emf]Your contribution/s …



Experience



Time



Commitment



Support to school community



Opinions and ideas



Acting collectively as management



Working as a team



Learning community


	
	
[image: image69.emf]Board itself…



Agreement form signed by all…



Election of officers



Delegation of tasks …



Regular meetings



Consider role as BoM and priorities for next 4 years



Build on work of previous board - meet previous board 

perhaps…



Meet other boards locally? Post primary contact?



Information on school – classes, teachers, pupils …



School plan



Circulars/Newsletters from Patron/Body/BoM Handbook

Good Practices …
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[image: image70.emf]

Communication – sharing of information



Decision making following discussion, 

consultation - preferably by consensus



Policies and procedures –



Give clarity



Ratified by BoM



Confidentiality - Agreed report from each meeting 



Complaints dealt with in accordance with 

procedures

Good Practices …


	
	
[image: image71.emf]Working Together as a Board



Positive/negative issue



Home school links clarified …



Complaints procedure 

BoM and School Staff



Meet staff and all working with school – affirmation



Grievance procedure



Social occasion/s



Other …

Good Practices …
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[image: image72.emf]The Board and pupils/parents



Communication in a way all can understand …



Parents’ Association contact



Social functions



Other

The Board and the Community



Newsletter



Support/Attendance at events



Reaching into the local community/parish…

Good Practices …


	
	
[image: image73.emf]Building relationships…



Group 1

Suggest ways to build relationships between 

members of the Board itself



Group 2

Suggest ways to build relationships between Board 

and school staff



Group 3

Suggest ways to build relationships between Board 

and parents and pupils



Group 4 

Suggest ways to build relationships between Board 

and local community/parish



	Slide 16
	
	Slide 17

	
[image: image74.emf]Agreed Procedures


	
	
[image: image75.emf]Procedures Agreed Between INTO and Management

A.

Addressing Parental Complaints 

B.

Dealing with Workplace Bullying and 

Harassment

C.

Addressing Staff Relations Difficulties

D.

Grievance Procedure

(under review)
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[image: image76.emf]Complaints Procedure

Set out in CPSMA Handbook, 2007



Stage 1 (Informal) - unwritten complaints…



raise with teacher, principal, Chairperson of Board of 

Management – seek to resolve



Stage 2 (Informal) – complaint in writing to 

Chairperson of Board – seek to resolve


	
	
[image: image77.emf]Complaints Procedure - Formal



Stage 3 – Complaint in writing to Chair, teacher 

receives complaint, meeting with teacher and 

principal with a view to resolving complaint



Stage 4 – Complaint in writing to the Board, 

investigation by the Board, written statement by 

the teacher, opportunity for representation



Stage 5 – Decision
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[image: image78.emf]Role 

of

Department 

of

Education 

&

Science



Refers complainant back to Board of Management 



DES will only become involved after every effort 

has been made to resolve the matter at local level



DES will seek all documentation and a written 

statement from the BOM on the steps taken



DES may  examine the complaint, outcomes of 

investigation communicated to all parties in due 

course


	
	
[image: image79.emf]Examples of staff relations difficulties



bullying, intimidation, victimisation, verbal abuse,  

sexual harassment



lack of consultation, discussion and involvement in 

decision making



lack of decision making or indecisiveness



unwillingness to co-operate with school policy



divisions between staff
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[image: image80.emf]Examples of difficulties (cont.)



lack of co-operation with newly/promoted post 

holders/principal



introduction of sweeping changes without 

consultation



interpersonal difficulties



staff uncertainty or lack of support



favouritism, fear, being undermined


	
	
[image: image81.emf]Avoiding difficulties …



Good internal communication



Processes of decision making which is inclusive



Effective school policies and procedures which give 

clarity



Mutual respect



A sense of fairness



Conflict resolution procedures …
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[image: image82.emf]Natural Justice and Fair Procedure



Exercise due process



Matters must be fairly examined &  processed



Details of any allegation or complaints are put to 

the employee by chairperson



Employee given opportunity to respond



Right of employee to be represented 



Right to fair & impartial determination



Adhere to timeframes



Keep records


	
	
[image: image83.emf]Meetings …



Number



Duration



Notification



Purpose/agenda



Declaration of interests
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[image: image84.emf]Roles …



Chairperson



Principal teacher



Recording secretary



Treasurer



Other:



Safety officer



Maintenance/buildings officer


	
	
[image: image85.emf]Chairperson …



Convening meetings/agenda



Preparation for meetings 



Chairing meetings



Actions between meetings - reported to BOM at 

subsequent meeting



Correspondent with DES & others



Recruitment of all staff



Capital projects with trustees approval



Declarations/Forms/Agreements/cheques
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[image: image86.emf]Principal’s role

…

Day to day management of the school



Leader of learning – sets objectives for 

school



Environment conducive to learning



Professional development of staff



Parental involvement



Is central to carrying out functions of the 

school and board


	
	
[image: image87.emf]Recording Secretary …



Notification of meetings



Items for agenda



Correspondence prepared for chairperson



Minutes of meetings



Filing and recording



Provide members of BoM with latest books/ 

circulars/publications relevant to Board
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[image: image88.emf]Treasurer …



Elected from among members



School accounts



Treasurer’s report


	
	
[image: image89.emf]Maintenance/Buildings Officer …

Responsibility for:



Cleaning staff/cleaning contractors 



Caretaker 



Materials/equipment
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[image: image90.emf]Safety Officer …

Responsibility for:



Health and Safety statement



Maintenance of security and fire alarm system



Co-ordinating a list of out of hours key 

holders for the school



Other…


	
	
[image: image91.emf]Other functions to delegate …



Use of school for after hours activities



Holiday maintenance



Research …



Relationships with community/parish



Other …
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[image: image92.emf]Agenda ...



Opening:  prayer/other depending on ethos

- bereavements etc. noted here



Attendance and apologies



Minutes:

Drawn up by secretary

Confidential to those entitled to be at meeting/s 

Patron &  DES can have access

Decisions recorded and read aloud

Agreed and signed by chairperson


	
	
[image: image93.emf]

Matters arising from minutes



Follow up on decisions …



Correspondence



All correspondence to chairperson should be brought

to Board’s attention 



Circulars, Solas etc.



Letters of complaint etc. dealt with in accordance with

procedures



Legal advice



Finance



Treasurer’s report at every meeting

Agenda ...
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[image: image94.emf]

Principal teacher’s report



Information and advice



AoB



Agreed report



Confidentiality



What information? To whom? By whom? How?



Suggestion



Section of Handbook/policy for review at each meeting 



Next meeting



Date/time

Agenda ...


	
	
[image: image95.emf]Principal’s Report …

Significant issues of concern related to life & 

function of the school



Enrolment



Staff in-service needs etc. 



Posts of Responsibility – issues



Teacher absences



Pupil absences – Education Welfare Act



Applications for …



Public relations



Tours
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[image: image96.emf]

Holidays and closures



Repairs



Health and Safety



Future planning



Transition to post-primary



Class allocation



Religious events/festivals



Visitors



Special needs



Recent circulars 

Principal’s Report …


	
	
[image: image97.emf]

Issues in relation to staffing 



Supervision



Parent teacher meetings



Policy issues



Legislation



Training/professional development



Resource requirements



Other…

Principal’s Report …
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[image: image98.emf]Sub committees …



Finance



Maintenance



Research



Legislation etc.



Co-opt expertise as required and draft guidelines for terms 

of reference, time scale, reporting to BOM etc.



Minority from outside the BOM

Good practice: 



Liaise with other BoM locally 



Beware BoM decisions impinging on another school !


	
	
[image: image99.emf]Education Act 

Education Act 

…

…

A board shall make arrangements for 

the preparation … circulation …following 

consultation …of the school

plan….

Section 21 (1), (2), (3), (4)



	Slide 44
	
	Slide 46

	
[image: image100.emf]Contents

General School Details….

Vision and Aims………….

Organisational Policies….

Curriculum Plans…………

Procedures & Practices…

Development Section…..

1

1


	
	
[image: image101.emf]BoM as employer …



Comply with legislation & circulars & panels



Vetting for Ancillary Staff
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[image: image102.emf]Board & Finance

A board shall keep all proper and usual 

accounts and records of all monies received by 

it or expenditure of such monies incurred by it 

and shall ensure that in each year all such 

accounts are properly audited or certified in 

accordance with best accounting practice. 

[Education Act, 1998, S. 18 (1)]


	
	
[image: image103.emf]Other training modules …



School Plan – legislation, policies, practices 

and procedures



Financial management for treasurers and 

chairpersons



Child protection
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[image: image104.emf]Essential reading for Board Members ...



Department of Education & Science:



Constitution of Boards & Rules of Procedure (2007)



Primary Boards of Management Information Manual  (2007

)



Department Circulars



Management Board Member’s Handbook (2007) CPSMA

Other Useful Sources:



Newsletters from Patron Body e.g. Solas, Education Newsbrief



INTO Manual/IPPN periodicals



Booklets from DES



Looking at Our School



Other…


	
	
[image: image105.emf]Some sources of information



www.education.ie



www.cpsma.ie



www.foras.ie



www.educatetogether.ie



www.into.ie



www.equality.ie



www.hsa.ie



www.sdps.ie



	Slide 51
	
	Slide 52


Appendix 1: Organisations and Acronyms

       Organisations      
	Board of Education
	Church of Ireland Board of Education,

Church of Ireland House, 

Church Avenue, Rathmines, Dublin 6

Tel: 01 497 8422

	CPSMA
	Catholic Primary School Management Association,

Veritas House, 7/8 Lower Abbey St., Dublin 1

Tel: 01 874 2171, 1850 – 407200

email: info@cpsma.ie   website: www.cpsma.ie

	DES
	Department of Education and Science, 

Marlborough St., Dublin 1

Tel: 01 889 6400

email: info@education.gov.ie  website: www.education.ie

	Educate Together
	Educate Together,

H8a Centrepoint,

Oak Drive, Dublin 12

Tel: 01 429 2500

email: info@educatetogether.ie   website: www.educatetogether.ie

	Foras Pátrúnachta
	Foras Pátrúnachta na Scoileanna Lán-Ghaeilge Teo,

92 Bóthar Sheannaigh, 

Rath Éanaigh, BAC 5

Tel: 01 8314487

email: foraspatrunachta@hotmail.com  website: www.foras.ie

	IMPACT
	Trade Union: www.impact.ie

	INTO
	Irish National Teachers Organisation: www.into.ie

	IPPN
	Irish Primary Principals’ Network: www.ippn.ie

	NCCA
	National Council for Curriculum and Assessment,

24 Merrion Square, Dublin 2

Tel: 01 661 7177 

email: info@ncca.ie  website: www.ncca.ie

	NCSE
	National Council for Special Education, 

1-2 Mill Street, Trim, Co. Meath.

Tel: 046 948 6400

email: info@ncse.ie  website: www.ncse.ie


	NCTE
	National Centre for Technology in Education, 

Dublin City University, Dublin 9.

Tel: 01 700 8200 

email: info@ncte.ie  website: www.ncte.ie

	NEPS
	National Educational Psychological Service, 

Frederick Court, 24/27 North Frederick St., Dublin 1

Tel: 01 889 2700 

website: www.education.ie

	NEWB 
	National Education Welfare Board, 

16-22 Green Street Dublin 7 

Tel: 01 8738700

email: info@newb.ie  website: www.newb.ie

	PCSP
	Primary Curriculum Support Service,

Dolcáin House,

Monastery Road,

Clondalkin, Dublin 22

Tel: 01 464 2227

email: info@pcsp.ie  website: www.pcsp.ie

	SDPS
	School Development Planning Support (Primary), 

Drumcondra Education Centre, Dublin 9 

Tel.: 01 8576427 

email: info@ sdps.ie  website: www.sdps.ie 

	SESS
	Special Education Support Service, 

Cork Education Support  Centre, 

The Rectory, Western Rd, Cork.

Tel: 1850 200 884 

email: info@sess.ie  website: www.sess.ie

	Teaching Council
	The Teaching Council,

Block A,

Maynooth Business campus, 

Maynooth, 

Co. Kildare

Tel: LoCall 1890 224 224, 01 651 7900

email: info@teachingcouncil.ie  website: www.teachingcouncil.ie

	Teacher Education Section (TES)
	Teacher Education Section,

Department of Education & Science, 

Marlborough St.,

Dublin 1

This unit has a role in all national initiatives


       Acronyms
	AP
	Assistant Principal

	BOM
	Board of Management

	DP
	 Deputy Principal

	DEIS
	Delivering Equality of Opportunity in Schools – an action plan for educational inclusion

	Early Start
	The Early Start Programme is a one-year programme offered to children aged 3-4 years in selected schools in areas of designated disadvantage 

	HSCL
	Home School Community Liaison 

	IEP
	Individual Educational Plan

	Inspector
	Department of Education and Science inspector

	IPLP
	Individual Profile and Learning Programme

	Mainstream Teacher
	Class teacher

	NPC
	National Parents Council

	NQT
	Newly qualified teacher

	PA
	Parent Association

	Partners
	Parents, Board of Management etc. involved in a school’s activities

	Patron
	Schools operate under a patron body e.g. Catholic Church, Educate Together, Church of Ireland Board of Education, An Foras Pátrúnachta, Islamic Board of Education … 

	PoR
	Post of Responsibility e.g. deputy principal, assistant principal, special duties teacher

	RTT
	Resource Teacher for Travellers

	SDP Day
	Each school has sanction to close for one day to engage in planning activities

	SENO
	Special Education Needs Organiser

	Shared teachers
	Teachers working in a number of schools to support children with special needs

	SIPTU
	Trade Union

	SNA
	Special Needs Assistant

	Special duties teacher
	Teachers with a special responsibility for organisational or curriculum issues in addition to their teaching duties

	Trustees
	The persons nominated by the Patron as trustees of the school. They are parties to the lease of the school premises. The Trustees undertake that the buildings shall continue to be used as a national school for the term of the lease & guarantee that the premises and contents are insured 

	Visiting teachers
	Teachers working with pupils who are sensory impaired

	VTT
	Visiting Teacher for Travellers


Appendix 2: Strategies for building relationships

Strategies for building relationships within Board of Management

· Have a social night; social event after meeting to familiarise members with each other; tea and biscuit – before/after

· Hold regular meetings; Train/learn together as a team

· Work on policies together – do one policy area at each meeting perhaps

· Share responsibility – assign tasks more broadly – work to peoples’ strengths/skills, delegate tasks to members according to interests/abilities

· Ensure everyone’s voice is heard at meetings

· Share basic information with all members – empower people – give everyone confidence through knowledge – make them comfortable
· Keep length of meeting to 2 hours approximately

· Number of meetings over the year laid out clearly – minimum 5 
· Annual ‘get together’ (Christmas) with BoM; Parents Association members
· Fund Raising activities; Saturday morning breakfast to meet parents involved
· Prize giving time – parents in attendance; attend school celebrations/assemblies

· Treasurer and Assistant Treasurer on BoM; Sub-committee to have brainstorming sessions

Building relationships between Board and School Staff

· Board get to know school staff – maybe arrange a function or meeting at start and then again at end of year for all 

· Distribute list of staff members and BoM members to  each group
· Sheet with classes and teachers’/support staff names giving to BoM members
· Mark the celebration of events in school as a Board/Staff meeting

· Social occasions – some boards may doubt value of such functions but this interaction is very valuable; social functions should play an important part in familiarisation; perhaps if funds cannot be found for social occasion – night be paid for by people themselves

· Board invites teachers to drinks/wine and cheese – affirmation very important

· Social events to meet informally – Christmas drinks, tea/coffee

· Working Groups: BoM reps.; Staff reps.; Parents reps working on school policies and procedures; sports days/special occasions.  BoM invited to such occasions/events, e.g. school concerts …’Service of Light’/festivals etc.

· Make sure staff know names of each new board member - memo to teaching staff informing them of names of the BoM; Board should also be made aware of those on parents’ committees, etc.

· Involve Board as much as possible in day-to-day events in school; Open day (art exhibition)

· Newsletter informing parents and staff of news items 

· Formal discussion at BoM meeting re the importance of members’ availability for social/informal meeting
Building relationships between Boards, Parents and Pupils

· Communication – Names of new Board members to parents and pupils

· Newsletter – about school issues

· Open Day – where Board member would meet parents

· Parent Association meeting with Board – information and social

· Presentation of awards to pupils
· Attendance at pupil events – games and concerts

· Graduation night 
· Attendance at religious celebrations/events/festivals

· Pupil involvement in projects

· Joint fundraising

· Children’s council have access to Board. Tell their issues

· Be visible on daily basis

· June – internal induction day for pupils and parents; Open days; Coffee morning, especially for parent of junior infants

· Parents’ Association works co-operatively with BoM and information should be shared

· Board members to be included at functions – be present at local events relating to school/community
· Dance club/swimming club – parents involved; may need teachers to be involved

· Pub quiz/race nights

Building relationship between Board and Local Community

· Make school available for various groups – within ethos of school
· Board members available – e.g. open days.

· Communicate through newsletter, church

· Establish lines of communication, via school/principal
· Raise profile on BoM among parents

· Invite representatives from the wider community to be part of the Board

· Get involved in community initiatives, e.g., wisdom of age and youth; build links with local council; meet local politicians

· Community based fundraising – e.g. Christmas fair

· Contributing to fundraisers e.g. Amnesty International, Co-operation North

· Inviting people into the school e.g., gardai, local doctors, Health Board, Youth Services

· Inviting speakers in to give talks e.g., bullying, anti-drugs

· Building positive relations with local media –invite them to cover event

· Always thank people for their contribution

· Make the board known to local community

· Build relationships with local businesses

· Make connection with local developers/builders for mutual benefit

· Support local groups, e.g., Tidy Town, Green Schools initiatives

· Bring in members of the community to talk to children about their profession

· Accommodate transition year pupils, teaching practice, special needs assistants for work experience

· Contact local agencies

· Meet with other BoMs in local school

· Send out Newsletters

· Engage the support of local businesses

· Work with and through the Parents Association

· Make contact with sports bodies/leisure bodies 
· Newsletter – BoM – taking a slot in a local newsletter/paper
· Attend local Community Meetings

· Attend local celebrations representing the school in an official capacity 
Appendix 3: Responsibilities of Safety Representative
 (Health & Safety Act, 2005)

The Duties of safety representative are spelled out in  section 33 Health & Safety Act 2005 section 25.—(1) … employees may, from time to time, select and appoint from amongst their number at their place of work a …safety  representative… to represent them at the place of work in consultation with their employer on matters related to safety, health and welfare at the place of work. (2) A safety representative may— (a) inspect the whole or any part of the place of work— (i) subject to subsection (3), after giving reasonable notice to the employer, or (ii) immediately, in the event of an accident, dangerous occurrence or imminent danger or risk to the safety, health  and welfare of any person, (b) investigate accidents and dangerous occurrences provided that he or she does not interfere with or obstruct the performance of any statutory obligation required to be performed by any person under any of the relevant statutory provisions, (c) after the giving of reasonable notice to the employer, investigate complaints relating to safety, health and welfare at work made by any employee whom he or she represents, (d) accompany an inspector who is carrying out an inspection of the place of work under section 64 other than an inspection for the purpose of investigating an accident or dangerous occurrence, (e) at the discretion of the inspector concerned, accompany an inspector who is carrying out an inspection under section 64 for the purpose of investigating an accident or dangerous occurrence, (f) at the discretion of the inspector concerned, where an employee is interviewed by an inspector with respect to an accident or dangerous occurrence at a place of work, attend the interview where the employee so requests, (g) make representations to the employer on any matter relating to safety, health and welfare at the place of work, (h) make oral or written representations to inspectors on matters relating to safety, health and welfare at the place of work, including the investigation of accidents or dangerous occurrences,   (i) receive advice and information from inspectors on matters relating to safety, health and welfare at the place of work, or (j) consult and liaise on matters relating to safety, health and welfare at work with any other safety representatives who may be appointed in the undertaking concerned….. (3) The employer and the safety representative shall, having regard to the nature and extent of the  hazards in the place of work, agree the frequency or schedule of inspections which may be carried out under subsection (2)(a)(i), which agreement shall not be unreasonably withheld by the employer. (4) Every employer shall consider any representations made to him or her by the safety representative in relation to the matters specified in this section or any other matter relating to the safety, health and welfare at work of his or her   employees and, so far as is reasonably practicable, take any action that he or she considers necessary or appropriate with regard to those representations. (5) An employer shall give to a safety representative such time off from his or her work as is reasonable having regard to all the circumstances, without loss of remuneration, to enable the safety representative— (a) to acquire, on an ongoing basis, the knowledge and training necessary to discharge his or her functions as a safety representative, and (b) to discharge those functions. ….

Additional information available from - Guidelines on Risk Assessments & Safety Statements downloadable for free from www.hsa.ie; A Guide to Insurance, Safety and Security in the School (Church and General) currently being updated;  Safety, Health and Welfare at Work (General Application) Regulations 2007 in relation to equipment, VDUs, protective clothing, electricity, and much more are available from Government Publications. Check INTO website also for information.

Appendix 4: The School Plan
	General School Details
	Vision and Mission
	Curriculum Plans
	Organisational Policies
	Procedures and Practices
	Development Section

	· History

· Personnel

· Subjects taught

· Opening and closing times

· Books

· Uniform

· Extra Curricular Activities

· Other relevant details
	· Vision and Mission Statement
	· Gaeilge

· English

· Maths

· Visual Arts

· Drama

· Music

· Geography

· Science

· History

· Physical Education

· S.P.H.E.


	Mentioned in Legislation

· Enrolment

· Health and Safety

· Code of Behaviour

· Anti-bullying policy

· Equality

· Sexual Harassment

· Access to records

· Attendance

· Parental Involvement

Supported by National Guidelines

· Learning support

· RSE

· Substance Use

· Child Protection

· Intercultural Education

· Assessment

Other

· Administration of medicines

· Accidents and injuries

· Communications

· Homework

· ICT and Internet Use

· Induction of new teachers

· Staff development

· Record keeping
	· School calendar

· Visitors –sales reps., others

· Arrival and dismissal of pupils

· Exceptional closures

· Supervision duties

· Photocopying and copyright issues

· Text book selection

· Book rental scheme

· Use of mobile phones 
Healthy lunches

· Class / classroom allocation

· Keeping of class records and roll books

· Transfer of essential information

· Teacher absences

· Staff meetings 

· Reception of substitute or student teachers

· School tours

· Extra curricular activities

· Promotion/marketing of commercial products

· Participation in competitions/festivals

· Contact with other schools
· Transition to second level
· Other…


	· Development plan/Strategic Plan

· Planning diary

· Action plan

· Pilot Projects

· Any other document/list that provides evidence of work in progress


Work shop: Group 1
Suggest ways to build relationships between members
of the Board itself.
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________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Work shop: Group 2 

Suggest ways to build relationships between Board and School Staff.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________-------------------------------------
Work shop: Group 3 

Suggest ways to build relationships between Board 
and Parents / Pupils.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Work shop: Group 4

Suggest ways to build relationships between Board
and Local Community.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Evaluation Form

	National Programme of Training for Boards of Management of Primary Schools


	Location: _________________________________
	Date:
	___________

	
	
	

	Trainer: _________________________________
	
	


Board as Corporate Body / Building Relationships /The Board of Management in Action

How well, in your view, were each of the following dealt with (please tick)
1 Understanding of the Board as corporate body, including its role and functions

	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


2 Strategies for building positive relationships
	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


3 Operating in line with agreed procedures

	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


4 Good practice in relation to the operation of the Board of Management (meetings, tasks etc.)   

	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


5 How would you rate the overall value of the session?
	Excellent
	Very Good
	Fairly Good
	Poor

	
	
	
	


Comments:
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An Roinn Oideachais agus Eolaíochta, 
Department of Education and Science,

[image: image107.emf]

Rannóg Oideachais Múinteoirí, 
Teacher Education Section,

Sráid Maoilbhríde,
 Marlborough Street,

Baile Átha Cliath 1.
 Dublin1.

( 01 8892152(Direct line) Fax:  (01) 8896526
       01 8734700 (Operator)                




 Email:tom_heneghan@education.gov.ie 
Teacher Education Section - Rates

__________
EFFECTIVE FROM 1st July 2007
1.1  Lecture fees
(a)  Applies to all Lecturers excluding teachers lecturing in school time.

Hourly rate:



· €46.98 for one hour stand-alone lecturing contact period

· €40.63 for each hour where a lecturing contact period of more than one hour is in question in a day, subject to maxima of €203.16 per day and €812.63 per week.

(b)  Teachers lecturing in school time   

Hourly rate:                                                                                                   

· €35.55 for one hour stand-alone lecturing contact period
· €27.93 for each hour where a lecturing contact period of more than one hour is in question in a day, subject to maxima of €139.67 per day and €558.68 per week.

[Note: School time in the context of teacher lecturing fees is time for which substitution is claimable]

1.2   
Lecturers' Subsistence Allowances:
     
Overnight allowance (24 hr period)…€141.60 (applies to actual overnight stays where it is essential due to distance, road conditions or other reason to stay overnight.)

 
10 hour (and over) allowance........…....€43.13

      
5 hour (and under 10 hour)..........……..€17.60
Overnights

Please note also that overnight payment should be considered only when the distance to the destination is in excess of 80km, except in exceptional circumstances.

1.3   
Lecturers' Motor Travel Rates:

The cost of public transport is payable for travel expenses.  Where public transport is not available, and the lecturer uses her/his own car, the rate of expenses payable depends on the engine capacity of the car.  


With effect from the 20 January 2005, the measurement of speed on Irish roads has been changed from miles per hour to kilometres per hour. The Department of Finance has since 2005 restated the mileage rates in kilometres and henceforth motor mileage is referred to as motor travel rates.  The mileage conversion of rates as outlined in tables c) and d)  reflects a conversion of current motor travel rates at the ratio 1.609:1 as provided for in the European Communities (Unit of Measurement) ( Amendment) Regulations, 2001. ( S.I No 283 of 2001)

a)

Motor Travel Rates per kilometre effective from 1 July 2007
	Official Motor Travel in a Calendar Year
	Engine Capacity up to 1200cc
	Engine Capacity 1201cc to 1500cc
	Engine Capacity 1501cc and over

	Up to 6437km
	52.16 cent
	61.66 cent
	78.32 cent

	6438km and over
	27.08 cent
	30.96 cent
	36.65 cent


b)

Reduced Motor Travel Rates effective from 1 July 2007
	Engine Capacity up to 1200cc
	Engine Capacity 1201cc to 1500cc
	Engine Capacity 1501cc and over

	19.52 cent per km
	22.17 cent per km
	25.83 cent per km


c)

Motor Travel Rates per mile effective from 1 July 2007
	Official Motor Travel in a calendar year
	Engine Capacity

up to 1200cc
	Engine Capacity

1201cc to 1500cc
	Engine Capacity

1501cc and over

	
	Cent
	Cent
	Cent

	Up to 4,000 miles
	83.92
	99.22
	126.01

	4,001 and over
	43.57
	49.81
	58.97

	
	
	
	


d)

Reduced Motor Travel Rates Effective from 1 July 2007

	Engine Capacity up to 1200cc
	Engine Capacity 1201cc to 1500cc
	Engine Capacity 1501cc and over

	31.40 cent per mile
	35.68 cent per mile
	41.57 per mile


Motor Travel Rates

It is essential that all staff receive the reduced travel payment rate once they exceed 6,437 km per annum.

Declaration

It should also be included in motor travel claim forms that applicants have taken into account of motor travel claims in any other official capacity during the relevant period in calculating the rate per kilometre

The rates outlined in table a) and c)  do not apply to teacher lecturers, National Programme professional personnel or Education Centre Directors attending training  – the reduced rates outlined in table b) and d) above apply in such cases. Where expenditure arises for reasons connected with official business, but not the actual discharge of official business (e.g. attendance at conferences or courses of education) attendance should be conditional on applying public transport or reduced motor travel rates.
In general, every effort should be made to ensure that lecturers give courses in their own locality in order to keep travel and subsistence costs to a minimum.

e)

Motor Cycle Rates

Effective from 1st July 2007

	Rates from 1st July 2007
	Up to 150
	151 -250
	251 - 600
	601 plus

	0 – 4000 miles
	30.45 cent
	42.39 cent
	50.09 cent
	61.08 cent

	4001 & over miles
	19.12 cent
	27.26 cent
	31.34 cent
	36.35 cent


	Rates from 1st July 2007 Kilometres
	Up to 150
	151 – 250
	251 – 600
	601 plus



	0 – 6,437 (km)
	18.92 cent
	36.35 cent
	31.13 cent
	37.96 cent

	6438 & over (km)
	11.89 cent
	16.94 cent
	19.48 cent
	22.59 cent


The regulations relating to the use of private motor cycles which are set out in Department of Finance Circular 11/82 will continue to apply

2. Teachers Travel and Subsistence Allowance Rates 
2.1 Travel

The cost of bus or train fares or 22.50 per kilometre or 36.21 cent per mile motor rate, where less expensive public transport is not available.  Motor travel rates will not be paid in respect of claimants who have to travel less than 10 miles (single journey) to the course.

2.2 Meals 

Effective from 1st July 2006

2.2.1    National Programmes

Lunch
€16.95 [Minimum 4 hours actual training contact time]

Meals for shorter periods:
€6.98   [Minimum 3 hours actual training contact time]

€3.81   [Less than 3 hours actual training contact time]

2.2.2   Other Courses
In accordance with the Department policies regarding the provision of elective in-service programmes during school time, Centres and/or course organisers are advised to ensure that their in-service programmes do not contravene these policies and to ensure that in so far as is possible all elective in-service is provided outside of school hours. Where an Education Centre and/or course organiser proposes to facilitate local in-service initiatives during school time, they must ensure that specific sanction has been obtained from the Department of Education and Science for this purpose. In this regard, Centres and/or Course organisers are advised that the maximum allowances as outlined above are not considered to be reckonable charges and allocations approved by the Teacher Education Section to Centres and/or course organisers  should not be disbursed for this purpose. Where Centres and/or course organisers propose to facilitate the delivery of Department approved elective in-service programmes during school time and where the maximum meal allowance is applicable, this cost must not be borne by the Centre and/or course organiser without the specific sanction of the Teacher Education Section.

2.2.3 Subsistence/Overnight-National Programmes

a) €67: to cover evening meal, overnight stay, breakfast, lunch and coffee. Where meals are provided by course organisers, the following amounts should be deducted - €16.95 for dinner, €16.95 for lunch, tea/coffee and €6.98 for breakfast. Where accommodation and meals are arranged and paid for by course organisers, only actual costs within the €67 limit are payable subject to the limits set out in this paragraph

b) Other courses: An overnight amount of €34.28, including breakfast is payable except for primary teachers attending summer courses for which Extra Personal Vacation is approved. Where accommodation and breakfast are arranged and paid for by course organisers, only actual costs within the €34.28 limit are payable subject to the rates set out in paragraph 2.2.3(a) 

The above is payable on the basis that overnight stays only occur where unavoidable.

3.  In each of the above cases, these are maximum amounts, which may be claimed by Education Centres, Support Services and/or Course organisers in respect of in-service events/courses. Where the actual costs are less than the maximum amounts indicated, only the costs incurred will be reckonable. Every effort should be made by all course organisers to minimise these reckonable costs.   Amounts paid by Education Centres, Support Services and course organisers in excess of these amounts or where advance approval has not been given where specifically sought, will not be claimable from the Department.

4. Vouched and checked claims on the approved forms from participants and lecturers should be retained for audit purposes in respect of 1.1, 1.2, 1.3 and 2.1 above.  Invoices,  receipts and vouched claims  should be retained in respect of 2.2.

5  In circumstances where overnight subsistence rates may apply, Education Centres, Support Services and other courses providers must satisfy themselves that the expenses claimed are reasonable and necessarily incurred, having regard to distance travelled, length of working day, road conditions or other mitigating circumstances.  It is not reasonable that overnight subsistence claims would be paid on the basis of distance alone

National Programme of Training for Boards of Management of Primary Schools

Claim Form for Fees and Expenses
	NAME OF CLAIMANT 
	
	PPS NUMBER
	
	PRSI CLASS
	


	HOME ADDRESS 
	


	HOME TELEPHONE
	
	
	Mobile 
	
	Email address 
	


	IF PRIVATE CAR USED,  STATE MAKE, MODEL AND  REGISTRATION 
	
	
	
	ENGINE CAPACITY (CC)
	


Claimant must extend Insurance policy to indemnify ____________________________ for use of the vehicle for any activity undertaken in connection with this training programme. The vehicle is currently insured with _______________________ (Name of Insurance Co.)

________________________________________________________________________________________________________________________________________________________

BANKING DETAILS

	Name/Address of Bank
	
	Sorting Code
	
	
	
	
	
	
	
	
	Account No.
	
	
	
	
	
	
	
	


	Date
	Time of Dep.
	Time of Return
	Full Particulars of Journeys

and Charges

From                                                             To
	Mode

of Conveyance
	Distance in Km

if Private Car Used
	Travelling
	Subsistence
	No. of Lecturing Hours. (if any)
	Lecturing Fee
	Misc.

	
	
	
	
	
	
	€
	€
	€
	€
	€

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	TOTALS
	
	
	
	
	
	
	


I certify that
(a) the expenses claimed have been actually and necessarily disbursed in relation to the above programme;

                    
(b) the particulars furnished herein are in all respects true and;  (c) no claim in respect of the same period has or will be made elsewhere

SIGNATURE ___________________________________________ (CLAIMANT)          DATE: _________________
  CHECKED _________________________________

THIS COMPLETED CLAIM FORM SHOULD BE SUBMITTED TO THE PATRON BODY ON WHOSE BEHALF TRAINING SESSIONS WERE DELIVERED

The information you give on this form may be retained on file for administrative purposes

	Fulltime Education Centres

	
	
	

	Athlone Education Centre


	
	Blackrock Education Centre



	The Hermitage, Moydrum Road, Athlone

Director: Frank Walsh




	
	Kill Avenue, Dun Laoghaire, Co. Dublin

 Director: Séamus Ó Canainn




	( 090-642 0400

	
	( 01-236 5000


	
	
	

	Ck-on-Shannon Education Centre


	
	Clare Education Centre



	Old Dublin Road, Carrick-on-Shannon, Co. Leitrim

Director: Catherine Martin




	
	Government Offices, Kilrush Rd., Ennis, Co. Clare

Director: Kyran Kennedy





	( 071-962 0383 
	
	( 065-684 5500

	
	
	

	Cork Education Support Centre


	
	Donegal Education Centre



	The Rectory, Western Road, Cork

Director: James D. Mulcahy
                     
	
	2nd/3rd Floor, Pier 1, Quay St., Donegal Town

Director: Sally Bonner





	( 021-425 5600

	
	( 074-972 3487


	
	
	

	Drumcondra Education Centre


	
	Dublin West Education Centre



	Drumcondra, Dublin 9

Director: Eileen O’Connor




	
	Old Blessington Rd., Tallaght, Dublin 24

Director: Gerard McHugh





	01-857 6400

	
	01-452 8000


	
	
	

	Galway Education Centre

	
	Kildare Education Centre



	Cluain Mhuire, Wellpark, Galway

Director: Bernard Kirk


	
	Friary Road, Kildare Town, Co. Kildare

Director: Dolores Hamill



	( 091-745 600
	
	( 045-530 200


	
	
	

	Kilkenny Education Centre


	
	Laois Education Centre



	Seville Lodge, Callan Road, Kilkenny

Director:  Paul Fields



	
	Block Road, Portlaoise, Co. Laois

Director: Tony Mahon





	( 056-776 0200

	
	( 057-867 2400


	
	
	

	Limerick Education Centre


	
	Mayo Education Centre



	Park House, Parkway Centre, Dublin Road, Limerick

Director: Seamus Toomey


	
	Westport Road, 

Castlebar, Co. Mayo

Director: Art Ó Súilleabháin




	( 061-312 360

	
	( 094-902 0700


	
	
	

	Monaghan Education Centre
	
	Navan Education Centre


	Knockaconny, Armagh Rd., Monaghan

Director: Jimmy McGeough


	
	Athlumney, Navan, Co. Meath

Director: Bernadette McHugh

	( 047-740 00

	
	( 046-906 7040

	
	
	

	Sligo Education Centre


	
	Tralee Education Centre



	Ballinode, Sligo

Director: Lorna Gault



	
	North Campus, Dromtacker, Tralee, Co. Kerry

Director: Caitriona Ní Chullota



	
( 071-913 8700
	
	( 066-719 5000


	
	
	

	Waterford Teachers’ Centre


	
	Co. Wexford Education Centre



	Newtown Rd., Waterford

Director: Harry Knox




	
	Milehouse Road, Enniscorthy, Co. Wexford

Director: Paula Carolan





	( 051-311 000

	
	( 053-923 9100


	
	
	

	West Cork Education Centre

	The Square Shopping Centre,

Dunmanway, Co.Cork

Director: Kathleen Lowney

	( 023-567 56
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Who is on the BoM?

Schools with more than one teacher:

2 direct nominees of the patron/patron body

2 parents of the children enrolled in the school (one mother, one father)

The principal teacher

One other teacher on the staff of the school, elected by vote of the teaching staff

2 extra members proposed by the six above



Representation for 1 teacher school 1 Nominee of patron; 1 Principal; 1 Parent (elected)  1 Other  Every school has a patron whose duty it is to appoint a BoM to ensure that a recognised school is managed in a spirit of partnership (Education Act 1998), designated as such by the Minister for Education and Science The patron/patron body/trustees has (have) ultimate responsibility for the school, may delegate much of the responsibility for the school to the Board of Management and the Board will contact it on a number of specific issues – appointment of the board, appointment, suspension or dismissal of teachers, finance and school ethos.  The patron/patron body/trustees is (are) entitled to request reports or documentation from the school and  minutes of board meetings may be requested by the Patron.  The Patron should normally be invited to significant events in the school  e.g. /new school/extension etc. Refer page 9, 10  Information Manual, DES  2007 

 Trainer note:

 Not all Boards have trustees. The trustees form a layer between the patron and the board in certain circumstances.  The trustees may be nominated by the patron body  or by the Leadership Team for religious congregations. The board should communicate with patron /patron body/trustees in relation to building a school, all major renovations and capital costs for major repairs or alteration of grounds, insurance of the school, use of the premises for other groups, amalgamation of the school, all alterations to the premises. Trustees should also be contacted in relation to the formation of the Board of Management and the appointment of the Principal of the school and other staff as arranged.

The role of the patron is specified in Section 8 Education Act 1998: can be a person or a body of persons S 8 (7)

“the persons who at the commencement of this section stand appointed as trustees …and where there are no such trustees… the owner of that school shall be deemed to be the patron”  S 8 (1) (b)

“The trustees are the persons nominated by the Patron as trustees of the school. They are parties to the lease of the school premises. The Trustees undertake that the buildings shall continue to be used as a national school for the term of the lease & guarantee that the premises and contents are insured against fire and tempest.

In the case of Catholic schools , in most dioceses the school property and enterprise are held by the Diocesan Trust. In a congregation owned school the Trustees are those legally named as such by the religious congregation. In the case of Monastery & Convent schools, while the bishop is the patron, ownership rests with the congregational trustees. The role of trustee does not encroach on the rights and duties of a schools patron” Constitution & Rules of Procedure DES 2007 p 4
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