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Guidance for Trainers
	Module 5: Child Protection


Essential Reading:

· Child Protection Guidelines and Procedures, DES, 2001*

· Children First - National Guidelines for the Protection and Welfare of Children, Dept of Health and Children, 1999*
· Management Board Members Handbook, CPSMA, 2007*

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

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

· 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. reporting
· 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: approximately 2 hours, excluding coffee break, is necessary. It may be a good idea to run this module 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 and the List of Acronyms (Appendix 1)
· 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: Child Protection
Approximately 2 hours are required for this session

	Introduction

· Register signed

· Key areas in this session

· The responsibility of the Board as outlined in the Child Protection Guidelines and Procedures (DES)
· The role of the Designated Liaison Person
· The responsibility of the Board as an employer in the event of an allegation being made about a staff member
· Procedures to be followed when concerns arise

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

	10 minutes

	Presentation (as far as slide 18)
	50 minutes

	Break
	15 minutes

	Allegations against Staff Members (slides 19 to 25)
	15 minutes

	Group Activity 
	25 minutes

	Evaluations and Finish
	  5 minutes


Register
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Script for Module 
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Introductory Overview:

In this session, the following shall be covered:

· The responsibility of the Board of Management as outlined in the Child Protection Guidelines and Procedures (DES)

· The responsibility of the Board as an employer in the event of an allegation being made about an employee

· The role of the Designated Liaison Person

· Procedures to be followed when concerns arise

At the end of this session, participants should have an overview of how the Board of Management should address issues in relation to child protection where they arise in the school. 
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Essential Reading: DES (2001) Child Protection: Guidelines and Procedures 

There are two sets of guidelines available to schools: 

· Child Protection Guidelines and Procedures from the Department of Education and Science and 

· Children First - National Guidelines for the Protection and Welfare of Children from the Department of Health and Children.

In terms of procedures to be adopted by schools, the Child Protection Guidelines and Procedures provided by DES, must be followed. They need to be read in conjunction with Children First, especially Chapter 3 Definition and Recognition of Child Abuse.  
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

There is an obligation on schools to aim to provide pupils 

with the highest possible standard of care in order to 

promote their well being and protect them from harm.



A school’s Child Protection Policy must conform to DES 

Guidelines



Associated policies



Stay Safe Programme (Circular 0061/2006)



Code of Behaviour



Anti Bullying Policy.


It is essential to cross check relevant school policies, practices and procedures against these guidelines to ensure there is compliance. Some Patrons and Trustees require the Board of Management to submit a copy of the school’s Child Protection Policy for ratification. The Board of Management should consider including in minutes of Board meetings, and as part of their school plan, a statement to the effect that the school has adopted the Child Protection Guidelines and Procedures (DES 2001) in their entirety. 
Trainer’s Note: Vetting Procedures

Ensure there is a vetting procedure in place. Refer to current vetting procedures (Circular 0094/2006, Appendix 2 in this manual) 

· Teaching Council vets newly qualified teachers and those who are returning to teaching after absences of three years or more. It is the responsibility of the teacher to provide letter of clearance from Teaching Council to the school’s Board of Management.

· In relation to vetting of SNAs, BoM should contact the authorised signatory - the person nominated by the patron/patron body to act in such a capacity for vetting - (via Diocesan Secretary in case of Catholic schools and via patron/patron body in other categories of school)

· Vetting is sought only in respect of those to whom an offer of appointment is to be made … via the authorised signatory.

· Vetting does not replace checking of references.

· Vetting is essentially a search of Garda records and does not amount to Garda clearance.

· It is the responsibility of the Board to assure themselves of the suitability of others who may be engaged to work with the pupils – sports coaches, part time teachers etc.
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

Aim



To give direction and guidance to BoM/school 

personnel in dealing with allegations or suspicions 

of child abuse



To provide sufficient information to BoM to be 



alert to and



aware of what to do 

where child abuse may be a concern or suspicion.

(p. 5 Child Protection – Guidelines and Procedures )


From DES Guidelines, page 5 (Also see Appendix 3, Circular 0061/2006)

1.1.2 The primary aim of these guidelines for schools is to give direction and guidance to school management authorities and school personnel in dealing with allegations / suspicions of child abuse. In addition, they also aim to provide sufficient information to school management authorities and school personnel to enable them to be alert to and to be aware of what to do in situations where child abuse may be a concern or suspicion.

1.1.3 In all cases, the most important consideration to be taken into account is the protection of children. In this regard, these guidelines emphasise that the safety and wellbeing of children must be a priority. If school personnel have concerns that children with whom they have contact may be being abused the matter should be reported without delay to the relevant health board*.

1.1.4 In the interests of the welfare and protection of children, it is incumbent on school authorities and teachers to adhere to these guidelines in dealing with allegations or suspicions of child abuse. The Department of Education and Science, the health boards and the partners in education are in agreement that these guidelines should be followed at all times. 

* References to health boards throughout the notes should be taken to as reference to Health Service Executive (HSE). The materials quoted here were published prior to the establishment of the HSE. 
School personnel should also be aware of Circular 0046/2007 which deals with Child Protection Procedures for DES Personnel. (See Appendix 4)
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

Have clear procedures to follow where teachers and 

ancillary staff suspect/or are alerted to child abuse



Designate a senior member of staff to have specific 

responsibility for child protection



Board should nominate a replacement to act in the event 

of absence or unavailability of Designated Liaison Person 

(DLP)

.

(p.8 Child Protection – Guidelines and Procedures

)


The Board has a number of responsibilities. See this and following slide.
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

Monitor progress of children at risk



Contribute to the prevention of child abuse through 

curricular provision e.g. SPHE



In service for staff and Board of Management



Written procedures to deal with allegations against school 

employees.                                                      

(p.51 Children First)


Trainer’s Note: The following information re in-service / training was downloaded from the Child Abuse Prevention Programme (CAPP) website, www.staysafe.ie  

(See Appendix 5)
Teacher Training

During the introduction of the Stay Safe programme into primary schools an initial one-day in-service training course for teachers was provided by CAPP. Since then the provision of follow-up teacher training has been part of the CAPP remit. Training is provided by a CAPP teacher and/or social worker – it normally takes place in the school, during the school day, and usually lasts for 1.5 to 2 hours. Topics covered can include:

· Teaching the Stay Safe programme within the context of S.P.H.E.

· Update on the revised Stay Safe programme

· Responding to disclosures or suspicions of abuse

· Teacher’s guidelines on referral procedures

· Response of the health services to cases of child abuse

· Learning difficulties and Stay Safe

· Developing a school policy on child abuse and victimisation

  
Parent Education

Parent education on the Stay Safe programme and child abuse is provided by CAPP. Parental involvement has always been an integral part of the successful implementation of the programme. Parent meetings take place in the school during the day/evening and normally last for an hour. Meetings usually consist of:

· An outline of the content and teaching methods of the Stay Safe programme

· Explanation of the parent’s role in this teaching process and child protection strategies – how to build self-esteem and foster open communication and trust

· Information on child abuse and bullying

· Information on responding to disclosures or suspicions of child abuse and available services.

Parent booklets are available from CAPP and can be ordered by contacting the CAPP office 

 
Board of Management Training

An information meeting for members of the board on any of the above topics can be organised by CAPP. Meetings will be arranged at a time to suit the board and normally last one hour. Since new boards will shortly be constituted now would be an opportune time to consider planning for such a meeting.
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

The Board of Management has primary responsibility 

for the care and welfare of pupils



All staff have a general duty of care to ensure that 

arrangements are in place to protect children from 

harm



The DLP has specific responsibility for child protection 

in the school



Confidentiality is essential. Information should only 

be shared on a need to know basis.


BoM has a dual role – a duty of care to all and a duty as employer. The primary concern is the safety and welfare of children who might be at risk. Where difficulties arise regarding the dual role, a Board should contact the patron’s office for advice.

All school personnel are especially well placed to observe changes in behaviour, failure to develop normally, or outward signs of abuse in children. In situations where school personnel suspect abuse, they should ensure that such concerns are reported in accordance with the procedures outlined in Chapter 3 of the DES guidelines.
Action to be taken by school personnel (pages 11 & 12, DES Guidelines)

3.1.1 If a school employee receives an allegation or has a suspicion that a pupil is being abused the school employee should, in the first instance, report the matter to the Designated Liaison Person in that school. The need for confidentiality at all times, as previously referred to in Chapter 1 Paragraph 1.2 (page 5) of these guidelines, should be borne in mind.

Role of DLP is dealt with in the next slide.
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

Will act as liaison person for the school in all dealings 

with Health Service Executive, Gardaí and other parties in 

connection with allegations of abuse. (p. 8, DES 

Guidelines)



Will report to the Chairperson regarding referrals made



Should be able to provide school personnel with a copy of 

the DES Guidelines and the Children First guidelines



Should be available to staff for consultation regarding 

suspicions or disclosures of abuse. S/he will keep records 

of these consultations



Will keep up to date on current developments regarding 

child protection


3.2 Action to be taken by Designated Liaison Person (Extract from DES Guidelines)
3.2.1 If the school employee and the Designated Liaison Person are satisfied that there are reasonable grounds for the suspicion or allegation (see Chapter 2, Paragraphs 2.3.2 and 2.3.3, page 8 and page 9 of these guidelines) the Designated Liaison Person should report the matter to the relevant health board immediately. It may be useful to note:

i) A report should be made to the health board in person, by phone or in writing. Each health board area has a social worker on duty for a certain number of hours each day. The duty social worker is available to meet with, or talk on the telephone, to persons wishing to report child protection concerns. 

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

iii) In the event of an emergency, or the non-availability of health board staff, the report should be made to An Garda Síochána. This may be done at any Garda Station. It is recommended that all reports should include as much as possible of the information sought in the Standard Reporting Form as outlined in Appendix 1 of these guidelines. Since all information requested might not be available to the person making a report, the forms should be completed as comprehensively as possible. When such a report is being made to a health board, the Chairperson of the Board of Management of the school should be informed. A decision on whether or not parents/guardians of the child should also be informed should be taken in accordance with the information contained in Chapter 1 Paragraph 1.2.3 (page 5) of these guidelines.

3.2.2 In cases where school personnel have concerns about a child, but are not sure whether to report the matter to the appropriate health board, they should seek appropriate advice. To do so, the Designated Liaison Person should consult the appropriate health board staff. In consulting the appropriate health board staff, the Designated Liaison Person should be explicit that he/she is requesting advice and consultation and that he/she is not making a report. It would not be envisaged at this informal stage that the Designated Liaison Person would have to give identifying details as are required when a report is being made. If a health board advises that a referral should be made, the Designated Liaison Person should act on that advice. 

3.2.3 If following the discussion outlined in 3.2.2 above, the Designated Liaison Person decides that the concerns of the school employee should not be referred to the relevant health board, the school employee should be given a clear statement, in writing, as to the reasons why action is not being taken. The school employee should be advised that, if he/she remains concerned about the situation, he/she is free to consult with or report to the health board. Again, the Standard Reporting Form at Appendix 1 of these guidelines should be used. Any such report would be covered by the Protection for Persons Reporting Child Abuse Act, 1998.

3.2.4 A list of health board contact addresses and phone numbers is contained at Appendix 2 of these guidelines. It is essential that at all times the matter be treated in the strictest confidence and not discussed except among the parties mentioned above.
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

Recognising possible signs of abuse



Indicators outlined in Chapter 3 and Appendix 1 

of Children First



Dealing with disclosures from children



Keeping records



Reporting to DLP


These headings will be dealt with in subsequent slides…
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[image: image13.emf]Recognising Signs of Abuse 



Essential that all employees are aware of the types of 

abuse that may affect children



Vigilance



HSE should always be notified if a person has a 

reasonable suspicion or reasonable grounds for concern 

that a child may have been or is being abused



A suspicion which is not supported by any objective 

indication of abuse would not constitute a reasonable 

suspicion. 

(p.8 Child Protection – Guidelines and Procedures

)


It is essential that all employees are aware of the categories of abuse and are able to identify the signs of abuse in the first instance. 

DES Guidelines, pages 8 & 9:

Indicators of possible abuse are outlined in Chapter Three and Appendix One of the Children First guidelines. Teachers should familiarise themselves with the contents of those sections. No one indicator should be seen as conclusive in itself and may indicate conditions other than child abuse. It is important that all school personnel would consult the relevant sections of Children First where they have concerns regarding possible abuse. The Designated Liaison Person should be able to provide school personnel with a copy of Children First. 

2.3.2 The Children First guidelines state that a health board should always be notified where a person has a reasonable suspicion or reasonable grounds for concern that a child may have been or is being abused or at risk of abuse. The following examples are quoted as constituting reasonable grounds for concern:

i) Specific information from the child that he/she was abused;

ii) An account by a person who saw the child being abused;

iii) Evidence, such as injury or behaviour, which is consistent with abuse and unlikely to be caused another way;

iv) An injury or behaviour which is consistent both with abuse and with an innocent explanation but where there are corroborative indicators supporting the concern that it is

a case of abuse – e.g. a pattern of injuries, an implausible explanation, other indications of abuse, dysfunctional behaviour; and

v) Consistent evidence, over a period of time that a child is suffering from emotional or physical neglect.

2.3.3 A suspicion, which is not supported by any objective indication of abuse or neglect, would not constitute a reasonable suspicion or reasonable grounds for concern. However, if doubts persist, please consult Chapter 3 Paragraph 3.2.3 (page 12) of these guidelines.
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[image: image14.emf]Types of Child Abuse 



Neglect



wilful 



circumstantial



significant harm



Emotional Abuse



relationship



domestic violence


Trainer’s Note: You may need to have a copy of the Children First guidelines (Chapter 3 and Appendix 1) at hand to expand on the bulleted headings in the slide.
Neglect can be defined in terms of an omission, where the child suffers significant harm or impairment of development by being deprived of food, clothing, warmth, hygiene, intellectual stimulation, supervision and safety, attachment to and affection from adults, medical care. 

Neglect is closely correlated with low socio-economic factors and corresponding physical deprivations. It is related to parental incapacity due to learning disability or psychological deprivations. It is also related to parental incapacity due to learning disability or psychological disturbance.

· “Wilful" neglect would generally incorporate a direct and deliberate deprivation by a parent/carer of a child's most basic needs e.g. withdrawal of food, shelter, warmth, clothing, contact with others.

· “Circumstantial" neglect more often may be due to stress/inability to cope by parents or carers.

· Harm can be defined as the ill-treatment or the impairment of the health or development of a child. Whether it is significant is determined by his/her health and development as compared to that which could reasonably be expected of a child of similar age. 

Neglect generally becomes apparent in different ways over a period of time rather than at one specific point. For instance, a child who suffers a series of minor injuries is not having his or her needs met for supervision and safety. A child whose ongoing failure to gain weight or whose height is significantly below average may be being deprived of adequate nutrition. A child who consistently misses school may be being deprived of intellectual stimulation. The threshold of significant harm is reached when the child's needs are neglected to the extent that his or her well-being and/or development are severely affected.  (Page 31, Children First)
Emotional abuse is normally to be found in the relationship between a care-giver and a child rather than in a specific event or pattern of events. It occurs when a child's need for affection, approval, consistency and security are not met. Unless other forms of abuse are present, it is rarely manifested in terms of physical signs or symptoms. Examples of emotional abuse of children are given on page 32, Children First. The threshold of significant harm is reached when abusive interactions dominate and become typical of the relationship between the child and the parent/carer.  
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

Physical Abuse



non accidental injury



failure to protect



Sexual Abuse



non contact abuse



contact abuse



exploitation


Physical abuse is any form of non-accidental injury or injury which results from wilful or neglectful failure to protect a child. Examples of physical injury include the following: 

(i) shaking 

(ii) use of excessive force in handling 

(iii) suffocation 

(vi) allowing or creating a substantial risk of significant harm to a child (pages 32 & 126 - 128, Children First)

Child sexual abuse often covers a wide spectrum of abusive activities. It rarely involves just a single incident and usually occurs over a number of years. Child sexual abuse frequently happens within the family. Cases of sexual abuse principally come to light through:- 

(a) disclosure by the child or its siblings/friends; 

(b) the suspicions of an adult; 

(c) due to physical symptoms  (pages 33 & 129 - 131, Children First)
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When there are reasonable grounds for suspicion or an 

allegation has been made…



The DLP shall immediately make a report  to the duty Social 

Worker with the HSE



Where possible, the report should be made in person, by 

telephone or in writing



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

the report should be made to the Gardaí



The DLP should also report the matter to the Chairperson of the 

BOM 



A standard reporting form is completed by the DLP as 

comprehensively as possible 

(See Appendix 1, Child Protection 

Guidelines and Procedures, DES)



The DLP should decide whether or not the parents/guardians of 

the child should be informed


DES Guidelines, page 8,  2.3.2 The Children First guidelines state that a health board should always be notified where a person has a reasonable suspicion or reasonable grounds for concern that a child may have been or is being abused or at risk of abuse.  

Children First, p. 37, 4.3.1 A health board should always be informed when a person has reasonable grounds for concern that a child may have been abused, or is being abused, or is at risk of abuse. 

If the school employee and the Designated Liaison Person are satisfied that there are reasonable grounds for the suspicion or allegation (see Chapter 2, Paragraphs 2.3.2 and 2.3.3, page 8 and page 9 of these guidelines) the Designated Liaison Person should report the matter to the relevant health board immediately. It may be useful to note:

i) A report should be made to the health board in person, by phone or in writing. Each health board area has a social worker on duty for a certain number of hours each day. The duty social worker is available to meet with, or talk on the telephone, to persons wishing to report child protection concerns.

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

iii) In the event of an emergency, or the non-availability of health board staff, the report should be made to An Garda Síochána. This may be done at any Garda Station.

It is recommended that all reports should include as much as possible of the information sought in the Standard Reporting Form as outlined in Appendix 1 of these guidelines. Since all information requested might not be available to the person making a report, the forms should be completed as comprehensively as possible. 

iv) When such a report is being made to a health board, the Chairperson of the Board of Management of the school should be informed. 

v) Any Designated Liaison Person who is submitting a report to the health board or An Garda Síochána should inform a parent/guardian unless doing so is likely to endanger the child or place the child at further risk. A decision not to inform a parent/guardian should be briefly recorded together with the reasons for not doing so. Section 1. 2. 3, page 5.

In some instances, making a referral can damage relationships between the school and the parents. Nonetheless, the primary consideration must be the safety and welfare of the child.
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Where the DLP has concerns about a child, but is unsure 

whether to report the matter to the HSE, s/he should seek 

appropriate advice. To do this,



the DLP should make informal contact with the assigned 

(on duty) Social Worker to seek appropriate advice



the DLP should be explicit that s/he is requesting advice 

and not making a referral



if advised that a referral should be made, the DLP will 

act on that advice.


Child Protection Guidelines and Procedures, DES page 11

3.2.2 In cases where school personnel have concerns about a child, but are not sure whether to report the matter to the appropriate health board, they should seek appropriate advice. To do so, the Designated Liaison Person should consult the appropriate health board staff. In consulting the appropriate health board staff, the Designated Liaison Person should be explicit that he/she is requesting advice and consultation and that he/she is not making a report. It would not be envisaged at this informal stage that the Designated Liaison Person would have to give identifying details as are required when a report is being made. If a health board advises that a referral should be made, the Designated Liaison Person should act on that advice.
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[image: image18.emf]Keeping records



Essential to have a record of all the information 

available



Staff should note carefully what they have observed 

and when



All records shall be regarded as highly confidential 

and shall be retained in a secure location by the DLP



Freedom of Information – not applicable to school 

records but may apply where reports have been 

made to HSE.


Child Protection Guidelines and Procedures, DES page 10

When child abuse is suspected, it is essential to have a record of all the information available. Staff should note carefully what they have observed and when they observed it. Signs of physical injury should be described in detail and, if appropriate, sketched. Any comment by the child concerned, or by any other person, about how an injury occurred should be recorded, preferably quoting words actually used, as soon as possible after the comment has been made. All records so created should be regarded as highly confidential and retained in a secure location by the Designated Liaison Person.

1.5 Freedom of Information Act, 1997 (Trainer’s note: FoI does not apply to schools)
1.5.1 Any reports which are made to health boards may be subject to the provisions of the Freedom of Information Act, 1997, which enables members of the public to obtain access to personal information relating to them which is in the possession of public bodies. However, the Freedom of Information Act also provides that public bodies may refuse access to information obtained by them in confidence.
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[image: image19.emf]Peer Abuse



There is a need to distinguish between acts of bullying or 

other misbehaviour and inappropriate sexualised behaviour



Where there are allegations or suspicions of peer abuse, the 

same reporting procedures will be followed by the DLP



Parents of all parties will be notified and the DLP will inform 

the Chairperson



The child protection procedures should be adhered to for 

both the victim and the alleged abuser



Schools will make arrangements to meet separately with 

parents of all the children involved with a view to resolving 

the matter



The school will make arrangements to minimise the possibility 

of the abusive behaviour recurring.


It is important that sexualised behaviour between children is not ignored and, as appropriate, certain cases should be referred to the HSE. However, it is also very important that the different types of behaviour are clearly identified and that no young person is wrongly labelled “a child abuser”, without a clear analysis of the particular behaviour. The Children First guidelines (Chapter 11) outline four different categories of behaviour, which warrant attention and it is important that all school personnel would consult Chapter 11 of Children First where they have concerns regarding possible abuse.

5.1.2 In a situation where child abuse is alleged to have been carried out by another child, the reporting procedures outlined in Chapter 3 (page 11) of these guidelines should be followed. 

5.1.3 Sexualised behaviour between children is inappropriate and must be taken seriously. Schools should arrange separate meetings with the parents of all the children involved in such behaviour with a view to resolving the situation.

5.1.4 Sexualised behaviour may also be indicative of a situation that requires assessment by the health board. Children who are abusive towards other children require comprehensive assessment and therapeutic intervention by skilled child care professionals. It is known that some adult abusers begin abusing during childhood and adolescence, that significant numbers  will have suffered abuse themselves and that the abuse is likely to become progressively more serious. Early referral and intervention is therefore essential.

Children First, page 105, 11.2.1 In a situation where child abuse is alleged to have been carried out by another child, the child protection procedures should be adhered to for both the victim and the alleged abuser; that is, it should be considered a child care and protection issue for both children. 
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[image: image20.emf]Child Protection Conferences 

A forum for the co-ordination of information from all 

relevant sources, including where necessary, school 

employees



A request is made by the HSE to the DLP who should 

consult with the Chairperson of the Board



Chairperson may seek clarification through the DLP as 

to why the attendance of the school employee is 

necessary and ascertain who else will be present, 

including parents and/or children



If there are concerns about the attendance of parents, 

the school should contact the conference chairperson 

for guidance



The school employee may be required to provide  a 

report for the meeting/conference (See Appendix 3, 

Child Protection Guidelines and Procedures, DES for 

pro forma report)


The child protection conference plays a pivotal role in making recommendations and planning for the welfare of children who may be at serious risk. (See pages 3 & 14, Child Protection Guidelines and Procedures, DES)
INTO advice – it is recommended that teachers attend these conferences where requested in the interests of the child’s welfare. Substitute costs, where necessary will be met by the Department of Education and Science in respect of teachers required to attend a child protection conference during school hours. A letter, from the relevant HSE office, confirming the attendance of the teacher at the child protection conference should be submitted to the Department together with the application for payment of the substitute.

See Children First, Child Protection Conference Protocol (Appendix 6, pages 149 – 154) 
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[image: image21.emf]Arising from a Conference



The school employee may be requested to keep a child’s 

behaviour under closer observation. This may include 

observing the child’s behaviour, peer interactions, school 

progress or informal conversations 



In all cases, individuals who refer or discuss their 

concerns about the care and protection of children with 

HSE staff, should be informed of the likely steps to be 

taken by the professionals involved



Where appropriate and within the normal limits of 

confidentiality, those who reported allegations of child 

abuse will be kept informed about the outcomes of any 

enquiry or investigation arising from their report.


Child Protection Guidelines and Procedures, DES pages 13 & 14.
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[image: image22.emf]Allegations of Child Abuse against 

School Employees
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[image: image23.emf]

BoM should seek competent, independent legal 

advice – circumstances may vary from case to case



Two procedures to be followed:



reporting procedure in respect of the allegation



procedure for dealing with the employee



DLP is responsible for reporting the matter to HSE



Chairperson is responsible for addressing 

employment issues



Where an allegation of abuse is made against the 

DLP, the Chairperson will assume responsibility for 

reporting to the HSE.


DES Guidelines, Chapter 4, pages 15 - 18

The most important consideration to be taken into account by a Board of Management is the protection of children, and their safety and well-being must be a priority. However, because of the involvement of school employees, the Board of Management has duties in respect of them as well. The guidelines are offered to assist Boards of Management in having due regard to the rights and interests of the children under their care and those of the employee against whom an allegation is made.

As employers, Boards of Management should note that legal advice should always be sought in these cases as circumstances can vary from one case to another and it is not possible in these guidelines to address every scenario. School employees may be subject to erroneous or malicious allegations and so must be afforded fair procedures which includes the right of an employee not to be judged in advance of a full and fair enquiry.  

In general the same person should not have responsibility for dealing with the reporting issue and the employment issue. In the case of primary schools, the Designated Liaison Person is responsible for reporting the matter to the appropriate health board while the Chairperson of the Board of Management, acting in consultation with his/her Board, is responsible for addressing the employment issues. 

However, where the allegation of abuse is against the Designated Liaison Person, the Chairperson of the Board of Management will assume the responsibility for reporting the matter to the HSE.
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[image: image24.emf]

Chairperson informs employee:



that an allegation has been made against him/her



the nature of allegation



whether the matter has been reported to HSE



gives the employee a copy of the written allegation



seeks a response in writing from employee



takes appropriate protective measures



informs the Patron and the school’s insurers.

The Role of the Chairperson


DES Guidelines, page 16

4.3.2 The employee should be given a copy of the written allegation, and any other relevant documentation. The employee should be requested to respond to the allegation in writing to the Board of Management within a specified period of time. The employee should be told that his/her explanation to the Board of Management would also have to be passed on to the health board.
4. 3. 3 At this stage, it should be remembered that the first priority should be to ensure that no child is exposed to unnecessary risk. The Chairperson of the Board of Management should as a matter of urgency take any necessary protective measures. These measures should be proportionate to the level of risk and should not unreasonably penalise the employee, financially or otherwise, unless necessary to protect children.
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[image: image25.emf]Protective Measures



If nature of allegation warrants immediate action, the 

employee is directed by the Chairperson to absent 

him/herself from school with immediate effect 

(administrative leave)



If unsure, consult the HSE and/or the Gardaí



Have due regard for the advice offered


4.3.4 If, in the Chairperson’s opinion, the nature of the allegation warrants immediate action, the Chairperson, on behalf of the Board of Management, should direct that the employee absent him/herself from the school with immediate effect. Where the Chairperson is unsure as to whether the nature of the allegations warrants the absence of the employee from the school while the matter is being investigated, s/he should consult with the Child Care Manager of the local health board and/or An Garda Síochána for advice as to the action that those authorities would consider necessary. Following those consultations, the Chairperson should have due regard for the advice offered.

4.3.5 Any absence by a school employee would be regarded as administrative leave of absence with pay and not a suspension. Such a leave of absence would not imply any degree of guilt on the part of the school employee. Where such a leave of absence is invoked, the Department of Education and Science should be contacted with regard to:

i) Formal approval for the paid leave of absence of the school employee; and

ii) Departmental sanction for the employment of a substitute teacher/SNA.

If the Gardaí intend to pursue a case, the BoM shall await the outcome of that case before conducting any investigation of their own. This may take a considerable amount of time. 

In the event that the Gardaí are unsure whether or not a case will be pursued, the Board needs to decide whether the staff member should absent him/herself from the school.

If there is no Garda investigation, the Board must carry out its own investigation and reach a decision whether or not the employee should be placed on administrative leave for the duration of that investigation.
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[image: image26.emf]Role of the Board of Management



The Chairperson shall convene an immediate meeting of 

the Board and shall inform the members about



the nature of allegation



the action(s) taken



outcomes of consultations with Gardaí/HSE



Remind Board members to maintain strict confidentiality



Keep appropriate minutes of the meeting



Both the person/s making the allegation and employee 

should be afforded the opportunity to present their cases 

to the BoM



Inform the DES and the Patron of the decision of the 

Board.


DES 4.4.1, page 18 

Whether or not the employee is absent from the school on administrative leave, it is necessary for the Chairperson to inform the Board of Management immediately of the matter. The Chairperson should convene an immediate meeting of the Board for this purpose and inform the Board members of the nature of the allegations, the action taken in respect of same and the outcome of any consultations with the health board and/or an Garda Síochána. The principles of due process and natural justice should be adhered to by the Board.

Members of the BoM should be reminded of their serious responsibilities to maintain strict confidentiality about all matters relating to the issue. Nevertheless, an appropriate minute of the meeting should be taken.

DES 4.4.5, page 18 

Having followed the procedures outlined above, and having satisfied itself that it has sufficient information to hand for it to make a determination in relation to the allegation, the Board should then make a decision on the action, if any, it considers necessary to take in respect of the employee. The Department of Education and Science should be informed of the outcome where the school employee had been absent on administrative leave.

In certain instances it might not be possible for the BoM to reach any conclusions as to whether abuse occurred e.g. if the issue related to past employment.

The national guidelines place an onus on the HSE to provide feedback to Board and the Board should be notified of the outcome of any investigations. The Chairperson of the Board should maintain close contact with HSE on the matter.
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[image: image27.emf]Protection for Persons Reporting Child Abuse 

Act (1998)



Provides…



immunity from civil liability provided reporting is done 

“reasonably and in good faith”



protection for employees who report child abuse



Creates an offence of false reporting of child abuse where 

a person makes a report  “knowing that statement to be 

false” to protect innocent persons from malicious reports



Qualified privilege.


This issue was a concern but now protection is offered for those acting in good faith in relation to reporting to HSE and/or Gardaí…. 

Protection for Persons Reporting Child Abuse Act (1998) includes..
i) The provision of immunity from civil liability to any person who reports child abuse “reasonably and in good faith” to designated officers of health boards or any member of the Garda Síochána.

ii) The provision of significant protections for employees who report child abuse. These protections cover all employees and all forms of discrimination up to, and including, dismissal.

iii) The creation of a new offence of false reporting of child abuse where a person makes a report of child abuse to the appropriate authorities “knowing that statement to be false”. This is a new criminal offence designed to protect innocent persons from malicious reports.

Qualified privilege 
Trainer’s Note: Qualified Privilege applies where a person, acting in good faith, communicates suspicions or concerns to the DLP or to the Chairperson of the BoM.
1.4.1 While the legal protection outlined in 1.3 above only applies to reports made to the appropriate authorities (i.e. the health boards and An Garda Síochána), this legislation has not altered the situation in relation to common law qualified privilege which continues to apply as heretofore. Consequently, should a member of a Board of Management or school personnel furnish information with regard to suspicions of child abuse to the Designated Liaison Person of the school, or to the Chairperson of the Board of Management, such communication would be regarded under common law as having qualified privilege.

1.4.2 Qualified privilege arises where the person making the communication has a duty to do so, or a right, or interest to protect the child and where the communication is made to a person with a similar duty, right or interest. The person making the report, acting in loco parentis, would be expected to act in the child’s best interests and in making the report would be regarded as acting in such a manner. Privilege can be displaced only where it can be established that the person making the report acted maliciously.
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[image: image28.emf]Implications 

School procedures already in place, and new 

procedures being put in place in the future, should be 

examined with reference to the DES Guidelines on Child 

Protection

e.g.



Acceptable use of ICT – photos, videos, websites



Anti -bullying



Attendance



Code of Behaviour



Extra curricular activities 



Induction of new staff



Record keeping



School tours and trips



SEN – one to one teaching, intimate care…



Supervision



Transporting children



Others…


Trainer’s Note: See Appendix 56(A) Management Board Members’ Handbook (CPSMA, 2007),  pages 336/337
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[image: image29.emf]Activity


Trainer’s Note: You can choose to use some or all of the case studies (Slides 27 – 29) depending on time available, number of participants etc. If appropriate, an activity can be taken mid way through the session, or if you choose, as a starting point for the whole session.
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[image: image30.emf]The school has a recently elected Board of 

Management, a newly appointed principal 

and a relatively young staff.

How can the Board be assured that the 

school is in a position to respond effectively 

should child protection issues arise? 

Child Protection


Trainer’s Note: Show the slide, allow participants to discuss the scenario in informal groups. This activity might be useful where time is limited or where the room layout does not facilitate structured groupwork.

The following should emerge from the discussion. If not, you may need to refer to those that are omitted

(a)  Has the BoM designated a senior member of staff to act as DLP (also another member of staff to act in his/her absence)?

(b)  Are there clear procedures to follow should a staff member suspect or be alerted to possible child abuse?

(c)  Are the two sets of guidelines, DES and Children First, available in the school?

(d)  Does the school’s curriculum programme contribute to the prevention of child abuse/encourage pupils to report if they are subject to abuse e.g. Stay Safe Programme, SPHE…

(e)  What measures can the Board suggest to enable the staff become familiar with these guidelines? Is there a need to source in-service training from CAPP or other agency?

(f)  Does the Board have clear written procedures in place concerning actions to be taken where allegations are received against school employees?

(g)  Are there procedures to monitor progress of children at risk?
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[image: image31.emf]Ms Brown was teaching about safe and unsafe touches 

during the Stay Safe lesson. 

After the lesson, Michael, one of her pupils, disclosed that 

he had something to tell her about things that were 

happening to him at home.

What are the issues arising for…

• Ms Brown

• the DLP

• the Chairperson

• other members of the Board of Management

Child Protection


Trainer’s Note: For this groupwork, you might want to ask one group to report on the issues arising for Ms Brown, a second group to report on issues for the DLP etc. Leave the slide on show and allow participants to discuss the scenario in groups. 

The following should emerge from the discussion. If not, you may need to summarise the notes listed below.

Ms Brown: Handling disclosures from children (DES Guidelines, page 9)

2.4.1 An abused child is likely to be under severe emotional stress and a staff member may be the only adult whom the child is prepared to trust. Great care should be taken not to damage that trust. 

2.4.2 When information is offered in confidence, the member of staff will need tact and sensitivity in responding to the disclosure. The member of staff will need to reassure the child, and retain his or her trust, while explaining the need for action and the possible consequences, which will necessarily involve other adults being informed. It is important to tell the child that everything possible will be done to protect and support him/her, but not to make promises that cannot be kept e.g. promising not to tell anyone else.

2.4.3 While the basis for concern must be established as comprehensively as possible, the following advice is offered to school personnel to whom a child makes a disclosure of abuse:

• Listen to the child

• Do not ask leading questions nor make suggestions to the child

• Offer reassurance but do not make promises

• Do not stop a child recalling significant events

• Do not over react

• Explain that further help may have to be sought

• Record the discussion accurately and retain the record

This information should then be reported to the Designated Liaison Person as outlined in Chapter 3 Paragraph 3.1.1 (page 11) of these guidelines. The record of the discussion should be given to and retained by the Designated Liaison Person.

Issues arising for the DLP: (See notes Slide 7)

Issues arising for Chairperson:

· Should be informed by the DLP that a referral has been made to HSE and/or Gardaí

· Should notify the Board of Management at next ordinary meeting that a referral was made but without giving details

Issues arising for Board of Management:

· Should be informed by the Chairperson that a referral has been made to HSE and/or Gardaí

· Should ask for updates (monitor progress) of the child at risk at subsequent meetings

· Ought to consider ways to support staff member who may have been affected by the experience
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[image: image32.emf]The Chairperson of the Board of Management 

receives a signed letter from a past pupil alleging 

the she was abused by a person who is still on the 

staff of the school.

What steps should be taken by the Chairperson 

and by the Board of Management?

Child Protection


See notes with Slides 20 – 23 and refer participants to these slides in their handouts. The following measures should emerge from the discussion. If not, you may need to draw attention to those bulleted below.

· First priority – protect children from risk. Take protective measures if warranted

· Seek legal advice – separate from the advice being provided to the person against whom the allegation is being made

· 2 procedures to follow

· DLP reports allegation to HSE/Gardaí (unless allegation is against the person who is DLP, in which case the Chairperson reports)

· Chairperson deals with employment issues 

· Chairperson informs employee of allegation, whether it has been reported to authorities…

· Informs the school’s insurers

· Decides if employee should absent him/herself for the duration of the procedure

· If necessary, consult HSE/Gardaí and act on advice given

· Inform DES and seek formal approval for paid leave and substitute cover

· Inform BoM 

· Meeting of BoM (see notes, Slide 23 and Chapter 4 of DES Guidelines).
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[image: image33.emf]Essential reading 



DES (2001)  Child Protection Guidelines and 

Procedures



DoHC (1999) 

Children First 

National Guidelines for 

the protection and Welfare of Children



CPSMA (2007) Management Board Members’

Handbook Appendix 56 and 56

(A)



DES (2007) Primary Boards of Management 

Information Manual, pages 26-27
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[image: image34.emf]Reminders



Register signed



Evaluations completed and returned



Handouts 



Arrangements for next training session (if 

applicable)



Other modules available include:



The Board as Corporate Entity 

(for whole board)



Appointment Procedures 

(for Chair & Principal)



Board Finances and the Role of the Treasurer 

(for 

Chair & Treasurer)



Legal issues

(for whole board)
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2008

Child Protection


	
	
[image: image36.emf]Guidelines

…



	Slide 1
	
	Slide 2

	
[image: image37.emf]Child Protection



There is an obligation on schools to aim to provide pupils 

with the highest possible standard of care in order to 

promote their well being and protect them from harm.



A school’s Child Protection Policy must conform to DES 

Guidelines



Associated policies



Stay Safe Programme (Circular 0061/2006)



Code of Behaviour



Anti Bullying Policy.


	
	
[image: image38.emf]DES Guidelines

…



Aim



To give direction and guidance to BoM/school 

personnel in dealing with allegations or suspicions 

of child abuse



To provide sufficient information to BoM to be 



alert to and



aware of what to do 

where child abuse may be a concern or suspicion.

(p. 5 Child Protection – Guidelines and Procedures )
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[image: image39.emf]DES Guidelines

…



Aim



To give direction and guidance to BoM/school 

personnel in dealing with allegations or suspicions 

of child abuse



To provide sufficient information to BoM to be 



alert to and



aware of what to do 

where child abuse may be a concern or suspicion.

(p. 5 Child Protection – Guidelines and Procedures )


	
	
[image: image40.emf]Responsibilities of BoM

cont ’ d



Monitor progress of children at risk



Contribute to the prevention of child abuse through 

curricular provision e.g. SPHE



In service for staff and Board of Management



Written procedures to deal with allegations against school 

employees.                                                      

(p.51 Children First)
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[image: image41.emf]Roles…



The Board of Management has primary responsibility 

for the care and welfare of pupils



All staff have a general duty of care to ensure that 

arrangements are in place to protect children from 

harm



The DLP has specific responsibility for child protection 

in the school



Confidentiality is essential. Information should only 

be shared on a need to know basis.


	
	
[image: image42.emf]Duties of the DLP…



Will act as liaison person for the school in all dealings 

with Health Service Executive, Gardaí and other parties in 

connection with allegations of abuse. (p. 8, DES 

Guidelines)



Will report to the Chairperson regarding referrals made



Should be able to provide school personnel with a copy of 

the DES Guidelines and the Children First guidelines



Should be available to staff for consultation regarding 

suspicions or disclosures of abuse. S/he will keep records 

of these consultations



Will keep up to date on current developments regarding 

child protection
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[image: image43.emf]Implications for Staff



Recognising possible signs of abuse



Indicators outlined in Chapter 3 and Appendix 1 

of Children First



Dealing with disclosures from children



Keeping records



Reporting to DLP


	
	
[image: image44.emf]Recognising Signs of Abuse 



Essential that all employees are aware of the types of 

abuse that may affect children



Vigilance



HSE should always be notified if a person has a 

reasonable suspicion or reasonable grounds for concern 

that a child may have been or is being abused



A suspicion which is not supported by any objective 

indication of abuse would not constitute a reasonable 

suspicion. 

(p.8 Child Protection – Guidelines and Procedures

)
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[image: image45.emf]Types of Child Abuse 



Neglect



wilful 



circumstantial



significant harm



Emotional Abuse



relationship



domestic violence


	
	
[image: image46.emf]Types of Child Abuse



Physical Abuse



non accidental injury



failure to protect



Sexual Abuse



non contact abuse



contact abuse



exploitation
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[image: image47.emf]Reporting suspicions or disclosures

When there are reasonable grounds for suspicion or an 

allegation has been made…



The DLP shall immediately make a report  to the duty Social 

Worker with the HSE



Where possible, the report should be made in person, by 

telephone or in writing



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

the report should be made to the Gardaí



The DLP should also report the matter to the Chairperson of the 

BOM 



A standard reporting form is completed by the DLP as 

comprehensively as possible 

(See Appendix 1, Child Protection 

Guidelines and Procedures, DES)



The DLP should decide whether or not the parents/guardians of 

the child should be informed


	
	
[image: image48.emf]When a concern arises

Where the DLP has concerns about a child, but is unsure 

whether to report the matter to the HSE, s/he should seek 

appropriate advice. To do this,



the DLP should make informal contact with the assigned 

(on duty) Social Worker to seek appropriate advice



the DLP should be explicit that s/he is requesting advice 

and not making a referral



if advised that a referral should be made, the DLP will 

act on that advice.
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[image: image49.emf]Keeping records



Essential to have a record of all the information 

available



Staff should note carefully what they have observed 

and when



All records shall be regarded as highly confidential 

and shall be retained in a secure location by the DLP



Freedom of Information – not applicable to school 

records but may apply where reports have been 

made to HSE.


	
	
[image: image50.emf]Peer Abuse



There is a need to distinguish between acts of bullying or 

other misbehaviour and inappropriate sexualised behaviour



Where there are allegations or suspicions of peer abuse, the 

same reporting procedures will be followed by the DLP



Parents of all parties will be notified and the DLP will inform 

the Chairperson



The child protection procedures should be adhered to for 

both the victim and the alleged abuser



Schools will make arrangements to meet separately with 

parents of all the children involved with a view to resolving 

the matter



The school will make arrangements to minimise the possibility 

of the abusive behaviour recurring.
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[image: image51.emf]Child Protection Conferences 

A forum for the co-ordination of information from all 

relevant sources, including where necessary, school 

employees



A request is made by the HSE to the DLP who should 

consult with the Chairperson of the Board



Chairperson may seek clarification through the DLP as 

to why the attendance of the school employee is 

necessary and ascertain who else will be present, 

including parents and/or children



If there are concerns about the attendance of parents, 

the school should contact the conference chairperson 

for guidance



The school employee may be required to provide  a 

report for the meeting/conference (See Appendix 3, 

Child Protection Guidelines and Procedures, DES for 

pro forma report)


	
	
[image: image52.emf]Arising from a Conference



The school employee may be requested to keep a child’s 

behaviour under closer observation. This may include 

observing the child’s behaviour, peer interactions, school 

progress or informal conversations 



In all cases, individuals who refer or discuss their 

concerns about the care and protection of children with 

HSE staff, should be informed of the likely steps to be 

taken by the professionals involved



Where appropriate and within the normal limits of 

confidentiality, those who reported allegations of child 

abuse will be kept informed about the outcomes of any 

enquiry or investigation arising from their report.
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[image: image53.emf]Allegations against a Staff Member



BoM should seek competent, independent legal advice –

circumstances may vary from case to case



Two procedures to be followed:



reporting procedure in respect of the allegation



procedure for dealing with the employee



DLP is responsible for reporting the matter to HSE



Chairperson is responsible for addressing employment 

issues



Where an allegation of abuse is made against the DLP, the 

Chairperson will assume responsibility for reporting to the 

HSE.


	
	
[image: image54.emf]

Chairperson informs employee:



that an allegation has been made against him/her



the nature of allegation



whether the matter has been reported to HSE



gives the employee a copy of the written allegation



seeks a response in writing from employee



takes appropriate protective measures



informs the Patron and the school’s insurers.

The Role of the Chairperson
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[image: image55.emf]Protective Measures



If nature of allegation warrants immediate action, the 

employee is directed by the Chairperson to absent 

him/herself from school with immediate effect 

(administrative leave)



If unsure, consult the HSE and/or the Gardaí



Have due regard for the advice offered


	
	
[image: image56.emf]Role of the Board of Management



The Chairperson shall convene an immediate meeting of 

the Board and shall inform the members about



the nature of allegation



the action(s) taken



outcomes of consultations with Gardaí/HSE



Remind Board members to maintain strict confidentiality



Keep appropriate minutes of the meeting



Both the person/s making the allegation and employee 

should be afforded the opportunity to present their cases 

to the BoM



Inform the DES and the Patron of the decision of the 

Board.
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[image: image57.emf]Protection for Persons Reporting Child Abuse 

Act (1998)



Provides…



immunity from civil liability provided reporting is done 

“reasonably and in good faith”



protection for employees who report child abuse



Creates an offence of false reporting of child abuse where 

a person makes a report  “knowing that statement to be 

false” to protect innocent persons from malicious reports



Qualified privilege.


	
	
[image: image58.emf]Implications 

School procedures already in place, and new 

procedures being put in place in the future, should be 

examined with reference to the DES Guidelines on Child 

Protection

e.g.



Acceptable use of ICT – photos, videos, websites



Anti -bullying



Attendance



Code of Behaviour



Extra curricular activities 



Induction of new staff



Record keeping



School tours and trips



SEN – one to one teaching, intimate care…



Supervision



Transporting children



Others…
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[image: image59.emf]The school has a recently elected Board of 

Management, a newly appointed principal 

and a relatively young staff.

How can the Board be assured that the 

school is in a position to respond effectively 

should child protection issues arise? 

Child Protection


	
	
[image: image60.emf]Ms Brown was teaching about safe and unsafe touches 

during the Stay Safe lesson. 

After the lesson, Michael, one of her pupils, disclosed that 

he had something to tell her about things that were 

happening to him at home.

What are the issues arising for…

• Ms Brown

• the DLP

• the Chairperson

• other members of the Board of Management

Child Protection
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[image: image61.emf]The Chairperson of the Board of Management 

receives a signed letter from a past pupil alleging 

the she was abused by a person who is still on the 

staff of the school.

What steps should be taken by the Chairperson 

and by the Board of Management?

Child Protection


	
	
[image: image62.emf]Essential reading 



DES (2001)  Child Protection Guidelines and 

Procedures



DoHC (1999) 

Children First 

National Guidelines for 

the protection and Welfare of Children



CPSMA (2007) Management Board Members’

Handbook Appendix 56 and 56

(A)



DES (2007) Primary Boards of Management 

Information Manual, pages 26-27
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[image: image63.emf]Reminders



Register signed



Evaluations completed and returned



Handouts 



Arrangements for next training session (if 

applicable)



Other modules available include:



The Board as Corporate Entity 

(for whole board)



Appointment Procedures 

(for Chair & Principal)



Board Finances and the Role of the Treasurer 

(for 

Chair & Treasurer)



Legal issues

(for whole board)
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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,

St Patrick’s College, Maynooth, Co Kildare

Tel: 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

	NABMSE
	National Association of Boards of Management in Special Education,

Kildare Education Centre, Friary Rd, Kildare, Co Kildare.

Tel: 045 533 753 

email: nabmse1@eircom.net  

website: www.nabmse.org/

	NCCA
	National Council for Curriculum and Assessment,

24 Merrion Square, Dublin 2

Tel: 01 661 7177 

email: info@ncca.ie  

website: www.ncca.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

	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

	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

	PPDS
	Primary Professional Development Service,

Dolcáin House,

Monastery Road,

Clondalkin, Dublin 22

Tel: 01 464 2227

	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

	NABMSE
	National Association of Boards of Management in Special Education

	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: New Arrangements for Vetting of Staff
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Circular 0094/2006

To: The Management Authorities of all Primary Schools, The Management Authorities of Secondary, Community and Comprehensive Schools, The Chief Executive Officer of Each Vocational Education Committee

New arrangements for the vetting of teaching and non-teaching staff

1. Introduction

The Minister for Education and Science, Mary Hanafin, T.D. wishes to advise 

the authorities of all primary and post-primary schools and of Youthreach, VTOS, Junior Education or Traveller Training Centres of expanded arrangements for the vetting of persons with unsupervised access to children and vulnerable adults arising from the recommendations of the report of the Inter-Departmental Committee on Garda Vetting.

1.2 Vetting procedures are already in place for special needs assistants and bus escorts. The procedures for the vetting of such staff are being revised and the new arrangements are set out below. In addition, vetting is being introduced for the 2006/07 school year for new teachers and any other new appointees who will have unsupervised access to children and vulnerable adults. It will be extended to others later on.

2. Vetting arrangements for the 2006/07 school year

2.1 The Department, in consultation with the Garda Central Vetting Unit (GCVU), has decided that, as a first step in the expansion of the vetting services of the GCVU, the vetting of new teachers and ancillary staff to be employed in schools should be given priority. Vetting will apply initially to all new staff being recruited with effect from 1st September, 2006 or later.

2.2 New staff are defined as those referred to above  who have not been employed in a recognised primary or post-primary school, in a Youthreach, VTOS, Junior Education or Traveller Training Centre, in this State at any time since 1st September, 2003. Where a person was employed in a school or centre listed above in the past, but not within the last three years, he/she must be vetted. 

2.3 It is the responsibility of the relevant school authorities (Board of Management or Vocational Education Committee as appropriate) to ensure that any proposed new appointee, who has/may have unsupervised access to children or vulnerable adults, is vetted. However, school authorities should ensure that vetting is only sought in respect of a person to whom it proposes to make an offer of employment. Applications should not be sought prior to a decision being taken to offer appointment. Applications need not be submitted in respect of newly qualified teachers who are dealt with in the process set out in Paragraph 3.1 below. 

2.4 The appropriate application form, together with guidelines on its completion, will be issued directly on request to registered Authorised Signatories by the GCVU. The proposed employee must give his/her consent to his/her being vetted. A person, who refuses to provide his/her consent, may not be appointed in any capacity.

3. Application process

3.1 New Teachers

As part of the process of registering new teachers for the first time, the Teaching Council has agreed that it will submit vetting applications in respect of such teachers to the GCVU. It will then have regard to the outcome of this vetting in making its decision in relation to registration. This will obviate the need for schools to directly approach the GCVU in respect of vetting of such newly qualified teachers. 

It is expected that formal registration of teachers will not take place before the commencement of the 2006/07 school year. However, the vetting process will have commenced in advance of that and the Teaching Council will issue a letter to individual teachers indicating the outcome of the vetting application in respect of them. Schools should ensure that they request a prospective employee to present for inspection the letter from the Council before a decision to appoint is taken or a formal offer of appointment is made. 

3.2 Non-Teaching Staff

In the case of non-teaching staff, the applications should be submitted by the Authorised Signatory (see Paragraph 4).

In the case of schools under Catholic patronage some Diocesan Offices have indicated that they will co-ordinate the submission of vetting requests from Authorised Signatories. Accordingly, those school authorities should contact the Central Office of the Catholic Primary Schools Management Association and the relevant Diocesan Office in relation to the procedure to be followed with regard to the submission of applications for vetting

The Church of Ireland Board of Education, has agreed to co-ordinate vetting applications for the schools that it represents. Accordingly, all applications from those schools should be forwarded by the Authorised Signatory to the Board of Education, for onward transmission by its nominated official to the GCVU.

Otherwise Authorised Signatories should submit vetting applications to the GCVU.  The current practice of submitting applications for vetting in respect of special needs assistants and bus escorts via the Department is being discontinued.

3.3  The address of the Garda Central Vetting Unit (GCVU) is:-

 Racecourse Road, Thurles, Co. Tipperary.

4. Authorised signatories

4.1 Each Board of Management or VEC, as appropriate, must nominate one 

person as the Authorised Signatory. That person’s signature will be required to authenticate an application from the school or VEC.

5. Timely submission of applications

5.1 In order to be in a position to definitively offer a prospective employee a post arising from 1st September, 2006 onwards, school authorities should ensure that the vetting process has been satisfactorily concluded in good time. If the process is not satisfactorily completed before 1st September, 2006, or the effective date of appointment if later than that, the offer of a post can only be made on a provisional basis. The prospective employee should be formally notified of this and should confirm acceptance of this condition. If, on receipt of the result of the vetting application, the school authorities consider that the person concerned is not suitable for appointment, the provisional appointment should be terminated.   
6. Training of Boards of Management

6.1 The GCVU is anxious to ensure that the vetting system operates as efficiently and effectively as possible. In order to achieve this, the GCVU is organising training sessions for persons engaged in the operation of the system. Training is being given to persons nominated by the Management Bodies who in turn will organise the necessary training for the nominees of the schools and centres.

7. Issue of result of vetting application

7.1 In response to each application, the GCVU will issue a statement directly to the Teaching Council, the Church of Ireland Board of Education or the Authorised Signatory as appropriate setting out the result of the search for criminal convictions made against its records. All convictions will be disclosed as part of this process.

8. Queries in relation to vetting

8.1 Queries in relation to vetting should be raised with the relevant management authority in the first instance. In the case of schools represented by the CPSMA, queries should be raised with the Diocesan Office in the diocese concerned.

9. Decision based on outcome of application

9.1 It is a matter for the Board of Management to determine whether any conviction disclosed as a result of the vetting application would render a prospective employee unsuitable for employment by the school. It is for the Board to make a judgement as to the person’s suitability. 

9.2 Vetting should not take the place of normal recruitment procedures, such as seeking and following up of references and ensuring that any unexplained gaps in employment are satisfactorily accounted for. Proper recruitment procedures are an essential element of child protection practice. Vetting is to be used as an addition to those procedures. 

Because of the importance of child protection, school authorities should be conscious of their responsibilities in this regard when requested to furnish a reference in respect of a particular individual.

9.3 The fact that a person has a conviction does not automatically render him or her unsuitable for work with or access to children or vulnerable adults. A person’s suitability should be looked at as a whole in the light of all the information available including the relevance of the nature of the offence in the context of child protection.

10. Dissemination of Circular

10.1 Please provide a copy of this circular to the appropriate representatives of parents and teachers for transmission to individual parents and teachers.

This circular may be accessed on the Department of Education and Science website at www.education.ie
Johnny Bracken,

Principal Officer.

June, 2006.

Appendix 3: Circular 0061/2006 Child Protection Guidelines and Procedures 
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Primary Circular 0061/2006  
Child Protection Guidelines and Procedures for Primary Schools

Dear Chairperson/ Principal

The recent Report of the Ferns Inquiry reveals both the hurt and damage that child sexual abuse inflicts on victims and their families and the absence of prompt and supportive action to protect vulnerable young people over a period of many years. In addition to increasing public awareness and understanding of the horror of child sexual abuse, the Ferns Report highlights the need for all organisations working with children to have clearly defined and effective child protection measures in place.

Schools have a particularly important role in providing their pupils with high standards of care in order to promote their well-being and protect them from harm. School personnel are especially well placed to observe changes in behaviour or outward signs of difficulties which could cause concern in relation to child protection. 

In 2001, the Department issued Child Protection Guidelines and Procedures to all primary schools.  The Department Guidelines and Procedures were based on the Children First national guidelines issued by the Department of Health and Children and were specifically adapted to cater for a primary school setting.

The main aim of the Department Guidelines and Procedures is to give direction and guidance to school management and staff in dealing with allegations or suspicions of child abuse, with the protection and well-being of the child being the most important consideration.  The Guidelines and Procedures set out the steps to be taken by school management and staff in dealing with suspicions or allegations of child abuse. Once there are reasonable grounds for the suspicion or allegation, the matter should be reported without delay to the health authorities.  Whilst the Ferns Report deals in the main with child abuse of a sexual nature, schools must be equally alert to signs of physical and emotional abuse or neglect and monitor the progress of children considered to be at risk. 

Each board of management is required to designate a senior member of staff, normally the Principal, as the Designated Liaison Person (DLP) for the school. The DLP acts as a liaison person with the health authorities and other agencies (e.g. the Gardai) and as a resource person to any staff member who has child protection concerns.   

The Guidelines and Procedures also set out the steps to be taken by the school in dealing with allegations of child abuse against a school employee. In such cases the DLP is responsible for reporting the matter to the health authorities and/or Gardai, while the chairperson of the board of management, acting in consultation with the board, is responsible for addressing employment issues. If the nature of the allegation warrants immediate action, the chairperson should direct the employee to absent himself/herself from the school with immediate effect.  In cases of uncertainty or doubt, the chairperson should consult with and follow the advice provided by the relevant child care manager in the Health Services Executive, as well as take whatever other steps are considered appropriate to remove any risk to the pupils in the school.

In order to assist the Department in assessing the position in schools in relation to the adoption and implementation of the Guidelines please complete and return the attached short questionnaire.
Since the Guidelines and Procedures were circulated to schools, there have been organisational changes in the health services and enclosed for reference is an updated contact list of relevant persons in the Health Services Executive with responsibility for child protection.

It is vitally important that each school has clear and effective child protection procedures in place which are in accordance with the Department Guidelines and Procedures and that these procedures are brought to the attention of management, staff and parents in the school.  School management should provide all new staff, whether teaching or otherwise, with a copy of the school’s child protection guidelines and ensure that they are familiar with the procedures to be followed.  The school should have nominated a senior staff member, normally the Principal, as Designated Liaison Person for the school and, where possible, the school should also have nominated a deputy DLP.   The DLP is responsible for ensuring that the standard reporting procedure is followed so that suspected cases of child abuse are referred promptly to the Health Service Executive or An Garda Siochána.

The Department has provided an in-service training programme for Principals to assist them in dealing with child protection issues and in implementing the Guidelines and Procedures.  Arrangements will be made as required for the provision of additional training for principals and teachers in schools which have not yet availed of the programme or where, due to personnel changes, additional staff require training. Details of these arrangements will be provided in the near future.  School management have a responsibility to promote in-service training for teachers to ensure that they have a good working knowledge of child protection issues and procedures.

The Ferns Report also highlights the importance of raising awareness of child protection issues and of providing confidence, particularly to victims, in the reporting and investigative procedures. The Stay Safe programme for primary schools plays a valuable role in this regard by seeking to give children the necessary skills to enable them to recognise and resist abuse and potentially abusive situations. The programme teaches children that they should always tell an adult that can help of any situation which they find unsafe, upsetting, threatening or abusive. 

Children are entitled to expect and receive every possible support and protection in school and all primary schools should implement the Stay Safe programme or have a similar child abuse prevention programme in place for their pupils. In-service training for Stay Safe has been provided for most schools and further advice and support will be provided where appropriate to assist schools in implementing the programme.   In this regard, a questionnaire on the implementation of the ‘Stay Safe’ programme will issue shortly to all primary schools and your assistance in completing this short questionnaire would be greatly appreciated.  When the responses from the questionnaires are analysed, the position in regard to the implementation of the programme will be clearer.
A national review of compliance with the Children First guidelines is being undertaken by the Office of the Minister for Children (OMC) and submissions are currently being invited.  Full details are available on the OMC website at www.omc.gov.ie
Should you have any queries in relation to this circular, please contact:

Maura Donoghue or Eilish Dignam, Primary Administration Section, Department of Education & Science, Athlone, Co. Westmeath – Phone 090 6483733 or Phone 090 6483732.

The Department’s Child Protection Guidelines and Procedures may be downloaded from the following link: 

· http://www.education.ie/servlet/blobservlet/padmin_child_protection.pdf
The Department of Health and Children’s national guidelines on child protection - Children First – can be found on the internet at:

· http://www.dohc.ie/publications/children_first.html
Johnny Bracken

Principal Officer.

Primary Administration

May 2006

CHILD PROTECTION GUIDELINES FOR PRIMARY SCHOOLS

In 2001 the Department issued Child Protection Guidelines and Procedures to all primary schools.    

The Guidelines directed that each primary school Board of Management must designate a senior member of staff to have specific responsibility for child protection.  This person would be the Designated Liaison Person (DLP) for the school in all dealings with the Health Service Executive, An Garda Síochána and other parties, in connection with allegations of abuse. 

The Guidelines further stipulated that where the DLP is unavailable for whatever reason, arrangements should be put in place for another nominated member of staff to assume his/her responsibilities.  

It is of vital importance that the DLP and their nominated replacement are knowledgeable about child protection.

In order to establish the level of compliance with the Child Protection Guidelines in primary schools you are requested to complete the following short questionnaire and return it as soon as possible to:- 




Maura Donoghue




Primary Administration Section







Dept. of Education and Science




Cornamaddy




Athlone




Co. Westmeath

	
	School Name and Address: 


	School Roll No.



	
	
	Yes
	No

	1.
	Has your board of management formally adopted the Child Protection Guidelines?


	
	

	2.
	Has your Board of Management appointed a DLP?


	
	

	3.
	Has your Board of Management appointed a nominated replacement?


	
	

	4.
	Has the DLP and their nominated replacement received training?
	
	

	5.
	Have all school staff been briefed on the Guidelines?
	
	


Signed:_________________________

Date:___________________


Chairperson Board of Management

Appendix 4: Circular 0046/2007 Child Protection Procedures for DES Personnel 
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Circular 0046/2007
To: The Principals of all Primary Schools

Child Protection Procedures for Persons Employed by the Department of Education & Science.

The Department of Education & Science has recently introduced revised child protection procedures for its own staff, the purpose of which is to provide direction and guidance to Department staff in responding to allegations or complaints of child abuse which are made to the Department.  The revised procedures are based on Children First, the Department of Health & Children’s national guidelines for the protection and welfare of children and take account of the Child Protection Guidelines for Primary Schools which issued in 2001.

Statutory responsibility for child protection rests with the Health Services Executive (HSE) and it is not the function of the Department to investigate allegations of child abuse. However, where an allegation or complaint of child abuse which relates to a school is brought to its attention, the Department has a responsibility to ensure that the information received in this regard is passed on to the relevant school and to the HSE (or An Garda Síochána, as appropriate) for consideration. It is also incumbent on the Department to request from a school, without delay, confirmation that an allegation or complaint which is brought to its attention is being dealt with in accordance with the prescribed Child Protection Guidelines for Primary Schools. 

In dealing with any allegation of child abuse, the primary concern of Department staff must be the welfare and protection of children while staff must also be alert to the right of persons to their good name. Upon receipt of information regarding alleged child abuse, the Department will refer the details to the Designated Liaison Person in the relevant school without making any judgement on the substance or truth of the allegation/ complaint received. All communication with the school will be conducted through the Principal Officer in the relevant section of the Department and the principle of confidentiality as set out in the Guidelines for Schools will be observed.  The Department will, simultaneously, notify the HSE of the information received indicating that the matter has been referred to the school for appropriate attention.
The school will be requested to confirm to the Department that the matter is being dealt with in accordance with the prescribed guidelines for schools as well as indicating whether it was reported to the appropriate authorities for investigation.  

Queries in relation to the Guidelines may be addressed to Primary Administration Section, Dept. of Education & Science, Cornamaddy, Athlone, Co. Westmeath, telephone 090 6483600.

Yours sincerely

Johnny Bracken

Principal Officer
13 June, 2007
Appendix 5: Training available from Child Abuse Prevention Programme (CAPP)
The following information re in-service / training was downloaded from the Child Abuse Prevention Programme (CAPP) website, www.staysafe.ie  

Teacher Training

During the introduction of the Stay Safe programme into primary schools an initial one-day in-service training course for teachers was provided by CAPP. Since then the provision of follow-up teacher training has been part of the CAPP remit. Training is provided by a CAPP teacher and/or social worker – it normally takes place in the school, during the school day, and usually lasts for 1.5 to 2 hours. Topics covered can include:

· Teaching the Stay Safe programme within the context of S.P.H.E.

· Update on the revised Stay Safe programme

· Responding to disclosures or suspicions of abuse

· Teacher’s guidelines on referral procedures

· Response of the health services to cases of child abuse

· Learning difficulties and Stay Safe

· Developing a school policy on child abuse and victimisation

  
Parent Education

Parent education on the Stay Safe programme and child abuse is provided by CAPP. Parental involvement has always been an integral part of the successful implementation of the programme. Parent meetings take place in the school during the day/evening and normally last for an hour. Meetings usually consist of:

· An outline of the content and teaching methods of the Stay Safe programme

· Explanation of the parent’s role in this teaching process and child protection strategies – how to build self-esteem and foster open communication and trust

· Information on child abuse and bullying

· Information on responding to disclosures or suspicions of child abuse and available services.

Parent booklets are available from CAPP and can be ordered by contacting the CAPP office 

 
Board of Management Training

An information meeting for members of the board on any of the above topics can be organised by CAPP. Meetings will be arranged at a time to suit the board and normally last one hour. Since new boards will shortly be constituted now would be an opportune time to consider planning for such a meeting.

 

Contact:

Child Abuse Prevention Programme

Bridge House

Cherry Orchard Hospital,

Dublin 10

Phone: 00353 (0)1 6206347

 

Email: staysafe@indigo.ie
 

Evaluation Form

	National Programme of Training for Boards of Management of Primary Schools


	Location: _________________________________
	Date:
	___________

	
	
	

	Trainer: _________________________________
	
	


Child Protection
How well, in your view, were each of the following dealt with in this session? (please tick)
1 The responsibility of the Board in relation to Child Protection issues
	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


2 The role and responsibility of the Designated Liaison Person
	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


3 The responsibility of the Board as an employer in the event of allegations against a member of staff
	Excellently
	Very Well
	Fairly Well
	Poorly

	
	
	
	


4 Procedures to follow when concerns arise
	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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Teacher Education Section – Rates for Fees, Travel & Subsistence
EFFECTIVE FROM 1st July 2008
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)…€143.58 (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........…....€44.81

      
5 hour (and under 10 hour)..........……..€18.28
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 2008
	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
	61.67 cent
	78.76 cent

	6438km and over
	28.29 cent
	31.49 cent
	37.94 cent


b)

Reduced Motor Travel Rates effective from 1 July 2008
	Engine Capacity up to 1200cc
	Engine Capacity 1201cc to 1500cc
	Engine Capacity 1501cc and over

	19.52 cent per km
	22.18 cent per km
	25.99 cent per km


c)

Motor Travel Rates per mile effective from 1 July 2008
	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
	126.73

	4,001 and over
	45.51
	50.66
	61.05


d)

Reduced Motor Travel Rates Effective from 1 July 2008

	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
	41.81 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 2008

	Rates from 1st July 2008
	Up to 150
	151 -250
	251 - 600
	601 plus

	0 – 4000 miles
	31.05 cent
	43.12 cent
	50.88 cent
	61.34 cent

	4001 & over miles
	20.09 cent
	28.56 cent
	32.81 cent
	37.75 cent


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



	0 – 6,437 (km)
	19.30 cent
	26.80 cent
	31.62 cent
	38.12 cent

	6438 & over (km)
	12.49 cent
	17.75 cent
	20.39 cent
	23.46 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 

Travel

The cost of bus or train fares or 22.56 cent per kilometre or 36.29 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.

2.1 Meals 

Effective from 1st July 2008

2.2.1    National Programmes

Lunch
€18.28 [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 - €18.28 for dinner, €18.28 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:





	( 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: Jim  Enright





	( 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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Allegations against a Staff Member

BoM should seek competent, independent legal advice – circumstances may vary from case to case

Two procedures to be followed:

		reporting procedure in respect of the allegation

		procedure for dealing with the employee



DLP is responsible for reporting the matter to HSE

Chairperson is responsible for addressing employment issues

Where an allegation of abuse is made against the DLP, the Chairperson will assume responsibility for reporting to the HSE.



DES Guidelines, Chapter 4, pages 15 - 18



The most important consideration to be taken into account by a Board of Management is the protection of children, and their safety and well-being must be a priority. However, because of the involvement of school employees, the Board of Management has duties in respect of them as well. The guidelines are offered to assist Boards of Management in having due regard to the rights and interests of the children under their care and those of the employee against whom an allegation is made.



As employers, Boards of Management should note that legal advice should always be sought in these cases as circumstances can vary from one case to another and it is not possible in these guidelines to address every scenario. School employees may be subject to erroneous or malicious allegations and so must be afforded fair procedures which includes the right of an employee not to be judged in advance of a full and fair enquiry.  



In general the same person should not have responsibility for dealing with the reporting issue and the employment issue. In the case of primary schools, the Designated Liaison Person is responsible for reporting the matter to the appropriate health board while the Chairperson of the Board of Management, acting in consultation with his/her Board, is responsible for addressing the employment issues. 



However, where the allegation of abuse is against the Designated Liaison Person, the Chairperson of the Board of Management will assume the responsibility for reporting the matter to the HSE.
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