Saint Louis Secondary School, Carrickmacross

Code of Behaviour

General

This Code of Behaviour exists in order that our school can create and maintain an ethos and environment in which students may learn, grow and mature. The rules it contains are made in the interests of the well-being and happiness of each individual student. The Code of Behaviour has been drawn up in accordance with the requirements of the Education Act 1998 and the Education (Welfare) Act 2000 as well as the values expressed in the school’s mission and ethos statements. In particular, the desire to create and maintain a happy and secure school community where the members treat each other with respect and dignity, recognizing the common purpose and shared goals that have brought them together. 

Underpinning this Code is the vision of education expressed by the founding father, Abbé Bautain in his call to lead young people towards personal responsibility and maturity through the care and affection shown them. This requires an approach that respects the dignity of the individual and is sensitive to the needs and circumstances of every student. 

The school recognises the central role that parents play in the education of their children. Good behaviour is nurtured in the first instance in the home. The school seeks to involve parents/guardians in the maintenance of good behaviour in the school and actively seeks their support in implementing this Code of Behaviour. The signing of the Code of Behaviour, as part of the enrolment process, signals the support of parents/guardians for its operation in the school.

The Code of Behaviour applies to all registered students of the school.

The purpose of the Code is:
· To develop in students a sense of responsibility and appreciation of order.

· To foster in students a sense of respect and consideration for others.

· To prepare students for life after school.

· To encourage good behaviour through positive affirmation.

· To create a suitable environment for learning.

Section (1) Attendance and Punctuality
Regular, punctual attendance is essential for good progress and academic achievement. The school seeks to encourage good attendance among all students and regularly commends students and their parents where excellent attendance and improved attendance are achieved. Likewise, the school offers help and support where on-going problems with attendance exist. Under the Education (Welfare) Act 2000 there is a statutory obligation to attend school and the Principal is legally required to inform the National Educational Welfare Board when absences of more than 20 days in a school year occur.

(1)
Students must attend school regularly and punctually.

If a student has been absent from school, she must bring a note of explanation from her parent(s) or guardian(s) in her Student Journal to the teacher on duty at Reception. The counterfoil should then be shown to each of her subject teachers. 

(2) 
If a student needs to leave the school premises during the day, she must bring a note in her Student Journal from her parent or guardian to the Office before she leaves. She will be asked to sign on leaving and returning to the school. Medical appointments should be made outside school hours if at all possible. 

(3)
 Students are not permitted to leave the school during the eleven o’clock   break.

(4)
 Students who become ill during the day should report to the Main Office. Where necessary, contact will then be made by a staff member with a parent or guardian by telephone. For this reason, parents/guardians should ensure that the school has up-to-date daytime contact numbers. Under no circumstances should students make their own arrangements for collection by parents or others. When a student is going home due to illness, parents/guardians are usually asked to come to the Office to collect her.

(5) If a student who goes home for lunch cannot return to school after lunch she should ensure that a parent/guardian contacts the school office (042-9661587) immediately by telephone and gives an explanation. On her return to school a note of explanation must be shown.

(6) Students who miss the roll class at 9.00 a.m. or 1.05 p.m. must sign the late list in the Main Office. This ensures that they are not marked absent.

(7) Students who have interviews/meetings with members of staff during class time are expected to show a note from the teacher requesting their absence from class.

(8) First Year students are required to stay in school during lunchtime unless they have written permission to go home to a parent/guardian for lunch.

There are grave Health and Safety implications where students absent themselves from school or class without permission. Because of this, the school must view all such absences as serious breaches of the Code of Behaviour.

Section (2) Uniform
The school insists on high standards with regard to dress and appearance. When students wear the uniform they are ambassadors for the school in the community. As such they should take pride in their appearance and be aware of the traditions and continuity that they represent.

(1)
Full correct uniform must be worn by every student in school, coming to    school, leaving school and on school trips as indicated.

(2)
The uniform comprises: a tartan skirt or school trousers, school blouse and school pullover. The pullover has a round neck and the school crest. Students may wear green knee-socks or plain black tights with the skirt. The skirt must be worn two inches below the knee and the trousers should not be frayed at the hem. The only scarf permitted with the uniform is the official school scarf. 

(3)
Only flat black/navy shoes may be worn. This is essential for reasons of Health and Safety. Runners and boots are not permitted with the uniform

(4) For outdoor wear, students should have the school fleece. In very cold weather students should wear an additional vest/body warmer under the uniform and not a polo-neck. These additional items should not be visible.

(5) P.E. uniform must be worn for all P.E. classes and all other activities where the normal uniform is inappropriate. It comprises: grey printed sweatshirt, grey T-shirt, plain navy/black jogging trousers. Suitable non-marking sports shoes must be worn.

(6) Students are permitted to wear one ring, one pair of stud earrings, a school badge, a pioneer pin. No other jewellery is permitted. Other types of jewellery and incorrect items of apparel may be confiscated and retained in a safe place in school until the end of term. Certain items of jewellery such as loop and hanging earrings pose a Health and Safety risk and therefore cannot be permitted.

(7)  The wearing of make-up is not permitted in First, Second and Third Year. Due to their age and stage of development, senior students (Fourth, Fifth and Sixth Years) are permitted to wear make-up in moderation, keeping in mind the promotion of the good image of the school. If it is felt that students are abusing this rule e.g. exaggerated eye make-up, this privilege may be withdrawn at the discretion of the Principal. Exaggerated hairstyles/hair colourings are not permitted. Only clear nail polish may be used. 

(8) Students who come to school in non-uniform clothes, and who do not have a note of explanation from a parent/guardian may be required to stay on the school premises during lunchtime.

Section (3) The Learning Environment
There must be a suitable environment in class that facilitates teaching and learning. Students must co-operate with their teachers in creating and maintaining this. No student has the right to persistently interfere either with the teaching of lessons or the process of learning by other students. Where students do interfere or undermine the teaching environment in the classroom, the following graduated steps will apply:

(1) Verbal warning in class or word with student after class.

(2) Note in homework journal. (Students must have their homework journal with them in class at all times. This journal may be inspected by a teacher at any time.) The student must show the note to a parent and the parent should countersign as proof of this. Parent may also write a note by way of reply. 

(3) Detention (maximum twice by the same teacher in a term) The teacher will consult with the student’s class teacher. A teacher may give a detention to a student in certain circumstances without following steps 1 and 2 above.

(4) Exclusion from class for a half-day/day in study hall by arrangement with Year Head. Work to be set and checked. Parents to be notified in writing of the occurrence. Counselling will be offered to the student.

(5) Parents contacted and student suspended at home. Student and parents informed that if behaviour does not improve that a longer period of suspension might follow. Counselling will again be offered.

(6) Longer period of suspension as per Section 7 of this Code of Behaviour.
(7) If, despite the steps outlined above, a student’s behaviour continues to cause disruption to the extent that other students are significantly disadvantaged and their opportunities to learn diminished, more serious measures including suspension for a lengthy period of time or expulsion may apply as provided for under Section 7 of this Code of Behaviour.
Section (4) Class and Studies

(1) Students must have their school journal and all the necessary books and materials for class everyday. If books are lost or abused they must be replaced. All books and equipment must be maintained in good condition and free of all unnecessary markings. Homework should be done conscientiously and tidily.

(2) Students are expected to take part in the work of the class and not to cause any interruption or distract any other student. When class ends, students should prepare quietly for the next class. When students must go to another classroom they should do so as quickly and as quietly as possible.

(3) When no teacher arrives to take a class, students should arrange for one of their number to go to the staffroom to report the position. If there is nobody in the staffroom, the secretary should be notified.

(4)
Permission to leave class for any reason must be obtained from the subject teacher. In the case of illness, where a student is unable to sit in class, she should first obtain permission to leave from her subject teacher and then report to the secretary. (The permission of each teacher whose class she misses must be sought at the beginning of each class period.) Where a student is late for class a note of explanation is required.

(5) Students should not interrupt a class to make announcements, etc., unless acting with the permission of a member of staff and having asked the permission of the teacher present in the classroom.

(6) Eating during class is not allowed. At the end of class, students should ensure that all furniture is replaced in its proper position. 

Section (5) Rules and Procedures

(A) Students are expected:

(1) To treat other people (fellow students, teachers, non-teaching members of staff, visitors to the school) with dignity, due respect and courtesy at all times.

(2) To greet teachers and other staff on corridors and on entering their classroom.

(3) To hold doors for teachers and other adults and to stand back and allow teachers and other adults to pass through doorways and on corridors.

(4)
To excuse themselves politely if they must interrupt staff engaged in conversation.

(5)       To walk, not run, on the right hand side of corridors and stairs.

(6) As far as possible, to restrict to break times visits to the toilet so as to avoid unnecessary disruption of classes.

(7) To care for the school environment, school property (desks, tables, chairs, rooms and equipment) and the property of others.

(8) To practise a positive approach to order and tidiness by not throwing litter on the ground or floor and by picking up any litter that they do find and disposing of it in a bin.

(9) To fulfil their duties on cleaning rotas for classrooms, corridors, lunchroom and school grounds and in particular to ensure that the classroom is tidy before the teacher comes to take class and that it is left clean and tidy at the end of each class.

(10) To take responsibility for all personal property, including money, P.E. gear, books, pens, etc. Students are advised that personal items of property should be clearly marked with the pupil’s name. Books and materials, when not in use must be stored in a locker or school bag. Lockers must be locked at all times and keys must be removed.

(11) To take part in all events and programmes which are organised for them by the school.

(12) To board school buses in an orderly manner and to avoid loud and rough behaviour while travelling to and from school by bus.

(13) To seek permission from the Principal if they wish to hold cake-sales, sponsored silences or any other such activity.

(B) Unacceptable items/activities:

(1) Drinking alcohol, using illicit substances or the taking of illegal drugs on the school premises, in school uniform or at any occasion or event organised by the school will be treated as very serious breaches of the Code of Behaviour.

(2) Students must not smoke on the school premises or while in school uniform.

(3) Students may not use chewing gum, tippex, spray deodorants, spray perfumes and hair sprays.

(4) Students must not mark or otherwise damage school property such as desks, chairs, walls or equipment.

(5) Students must switch off mobile phones during class times. Any mobile phone that interferes with the smooth running of the school will be confiscated and a fine imposed before its return. A mobile phone or any other device must never be used for taking either photographs or movie clips or for recording sound without the authorisation of Principal/Deputy Principal.

Section (6) Anti-bullying Policy

Mission Statement

This school is totally opposed to bullying and is committed to dealing swiftly with any bullying incidents that arise. In line with our Mission Statement, we wish to create and maintain a friendly, welcoming and safe environment where all members of our school community can enjoy the experience of working and socializing together.

Definition of Bullying

Repeated deliberate aggression by one person or group against others. 
Examples of bullying behaviours.

· Physical bullying, including unwanted aggressive horseplay, physical aggression and threatening or insulting gestures.

· Verbal bullying including name-calling, graffiti, text messaging, abuse of the Internet, written notes, malicious gossip, hurtful or unwanted teasing.

· Psychological bullying, where a person is isolated, ignored or excluded or where demeaning looks are used to threaten or intimidate.
· Racial bullying. Drawing attention in a negative or unwanted way to a person’s racial, ethnic or religious background.

· Sexual bullying. Sexual harassment, discussing a person’s sexual behaviour, or drawing attention in a negative or unwanted way to a person’s appearance or sexual orientation. 
· Relational or silent bullying. Any act where relationships or friendships are used as a weapon including manipulation, exclusion and power games.

Rights and Responsibilities. 

All members of our school community have the right to enjoy a safe friendly environment. All members of our school community have the responsibility to ensure that others enjoy a safe, friendly environment.

Preventative Measures

1. Consultation with all partners in the school community on our approach to bullying.

2. Implementation of the Cool School Programme.

3. Organizing an anti-bullying awareness week in the school every year during which anti-bullying lessons will be taught.
4. Regular confidential questionnaire to be administered to all students once a term.

5. Regular reminders of policy and procedures at assemblies.

6. Opportunities for staff training in this area.

PROCEDURES 

· For Telling

Any person who is bullied or who witnesses bullying should report it to a member of staff such as a Subject Teacher, a Class Teacher, Yearhead or a Counsellor. Reports of such incidents will be treated in a sensitive and supportive way.

This reporting could take the form of a direct approach to a teacher, by means of the questionnaire, a note handed up with homework, a phone-call to the school office, or through a third party.

· For Recording
Incidents will be recorded on a pre-printed record form which will be retained on file in a secure location. In the case of graffiti photographic evidence will be taken.
· For Investigating
All reports received will be investigated thoroughly and both Class Teacher and Year head will be informed at the earliest possible stage.

Interviewing the victim, bystanders and alleged bullies.

The teacher who is first told about the incident will record details on the personal safety record form. Occasionally a written account of the incident may be requested from the student. At this point the student will be made aware that confidentiality may be limited and that only those who need to know will be informed.

The Yearhead / Principal will take responsibility for coordinating all interviews. Interviews will be conducted in a venue that is private, and safe for all involved. Where a student is being interviewed alone by a teacher/s the student will be allowed to have another person present if they wish. All involved will be interviewed individually and a student who has reported bullying by another will not be expected to be brought together with the alleged bully without her permission.

For Resolving

It is intended that with appropriate training our school community would move towards a restorative model of conflict resolution. 

A staged approach to sanctions will be taken.

1. A serious talk with those involved, a warning against retaliation in any form, and an agreement from the offender that this will not occur again. An apology where appropriate. These will be kept on record. Parents may be informed.

2. For a second offence a serious talk to make the offender aware of the sanctions. Parents will be informed by phone.

3. For a third offence parents will be asked to come in to the school. Detention with work to complete may be given in line with the school’s code of behaviour.

4. For a fourth offence suspension will be considered along with the above steps. Persistent offenders may be referred for clinical psychological assessment at this stage. 

5. In exceptional cases the above steps may be by-passed and immediate suspension given.

Monitoring of incidents

The person investigating will keep in contact with the victim to offer support and to ensure that there is no retaliation. 

Records of bullying will be kept for five years after all the students involved have left the school.

Evaluation of the Policy

An annual count of the number of reported incidents will be kept. It is expected that the level of reporting will rise initially if the policy is being implemented effectively. The regular questionnaires will provide ongoing data on levels of telling.

Policy Agreement

This policy was drawn up in accordance with Department of Education and Science guidelines in partnership with the following groups; Cool School Programme Team, School Staff, School Council, Parents, and Board of Management.

Section (7) Disciplinary Procedures

1. Detention.

A student may be put on detention from 12.35 p.m. until 1.00 p.m. for:

· Failing to complete her homework assignments

· Failing to apply herself properly to classwork or routine duties

· General misbehaviour

2. On Report

A student who is repeatedly inattentive or disruptive in class may be put on report for a specified period so that her behaviour can be closely monitored.  If her behaviour fails to improve, further disciplinary action will be taken.

3. Confiscation

Items of jewellery and apparel which do not conform to school rules may be confiscated. Items of property which are not permitted in school may be confiscated.

A student may be required to pay a fine to recover confiscated property.

4. Cleaning Duties

A student who defaces the school environment or the property of others with litter, chewing gum or graffiti may be required to undertake cleaning duties in a specified area for a specified period.

5. Exclusion from Class

A student who persistently disrupts class so as to interfere with the learning   environment may be excluded from class for a half-day or day. The student will spend the time under supervision in the study hall. Work will be set and checked. Parents will be informed of the occurrence in writing. 

6. Staying in at Lunchtime.
A student may be required to stay on the school premises at lunchtime for a number of days as specified by a Yearhead/Principal/Deputy Principal. This may be for several reasons including returning late from lunch and absenting from school/class for part of a day or a day.

7. Suspension from School

Serious offences may lead to suspension. These include persistent disruptive behaviour in class, mitching, aggressive bullying, substance abuse, theft and vandalism. This list is not exhaustive. Persistent breaches of any aspect of the Code of Behaviour may also lead to suspension.

Suspension allows the parents/guardians to take an active role in partnership with the school, working with the student to enable the student’s behaviour to change. It allows the student time to reflect on her behaviour, to acknowledge and accept responsibility for the behaviour that led to the suspension and to accept responsibility for changing her behaviour to meet the school’s expectations in the future. It also permits time for school personnel to plan appropriate support for the student to assist with successful re-entry.

8.  Procedure for Suspension

(1) A student, liable to suspension, will be interviewed by the Yearhead/Principal or Deputy Principal. The student will be informed of the grounds which give rise to the possible suspension and will be given an opportunity to respond before any decision to suspend is reached and formalised. A written record of this meeting will be made.

(2) The Principal, having consulted with the Yearhead/Deputy Principal and any other relevant personnel and also having interviewed the student, will decide if a period of suspension may be warranted. In making this decision, the student’s record in the school will be taken into account and the Principal will also consult with the Class Teacher.

(3) Where a suspension is likely, the parents/guardians will be contacted by telephone and will be afforded an opportunity to come to the school to discuss the matter before a final decision is made.

(4) When a decision is made to suspend, a letter outlining the timing and duration of the suspension will be sent to the parents/guardians. The suspension will then occur.

(5) Where the period of suspension is not less than 6 days or where a student is suspended for a cumulative total of twenty days or more in one school year, the Principal, in accordance with Section 21 of the Education (Welfare) Act, 2000, will notify the appropriate Education Welfare Officer of the occurrence in writing. 

(6) Where suspension for more than three days is contemplated, the Principal will refer the matter to the Board of Management for decision. In exceptional circumstances however, the Principal, having secured the consent of the Chairperson of the Board, may suspend a student for up to 5 days.

(7) A period of suspension, may under Section 23 (2) of the Education (Welfare) Act 2000, be appealed to the Board of Management.

(8) Notwithstanding 7 above, students may be suspended immediately at the discretion of the Principal pending an appeal under Section 23 (2) of the aforementioned act.

(9) Where an appeal proves successful and the period of suspension has already been served, the school will remove the record of the suspension from the student’s file.

9.   Expulsion

While expulsion would be viewed as a rare and unusual occurrence and as a last resort, there are nevertheless circumstances where it might be deemed necessary. These might include:

· Repeated breaches of the Code of Behaviour over a sustained period of time which threaten to undermine the learning environment in the school.

· Actions that place the health and safety of any member of the school community at risk.

· Behaviour that is threatening or intimidating or verbal abuse or acts of physical violence.

· Consumption or sale of alcohol or illegal drugs on the school premises or at any event organised by the school.

10.  Procedure for Expulsion
The Board of Management will determine whether an expulsion is appropriate as follows:

(1) The Board of Management will organise a meeting with the parents/guardians of the student concerned. The student may attend this meeting.

(2) Prior to this meeting, the Board will provide the parents/guardians with a full, written description of the allegations against the student. The parents/guardians will also be furnished with copies of any pertinent interview notes or other documentary evidence relevant to the situation. They will also be furnished with the policies and procedures under which the course of action is being taken.

(3) The parents/guardians will be invited to make a written submission, if they so desire, before the Board meeting.

(4) At the Board meeting, the student and her parents/guardians have the right to speak on behalf of the student.

(5) Before a decision is made, the Board will hear the Principal’s case against the student (in the presence of the parents/guardians) and hear the response from the parents/guardians and the student (if that is the wish of the parents/guardians). The Board will also consider all relevant documentation.

(6) The Board having considered all the issues involved and all of the representations made will make a decision on the matter. The Principal, parents/guardians or student will not be present for the Board’s discussion and decision on the matter.

(7)
If the Board decides to expel a student from the school, it shall, before expelling the student, notify the relevant Educational Welfare Officer in writing of its decision.

(8)
The expulsion shall not take effect before the passing of 20 school days following receipt of the written notification by the Educational Welfare Officer. The student may however be suspended from school during this period of time.

(9)
A decision by the Board of Management to expel a student, may, in accordance with Section 29 of the Education Act, 1998 be appealed to the Secretary General of the Department of Education and Science.

Declaration by Parents/Guardians

The school wishes to foster a close partnership with parents/guardians.

Towards this end, the school is committed to keeping parents/guardians fully informed when persistent or serious breaches of the Code of Behaviour occur. The school recognises that parents/guardians have a key role to play in ensuring that students abide by the Code of Behaviour and thus avoid any disciplinary action or other consequences that may follow from unacceptable behaviour.  Accordingly, as laid out in Section 23 (4) of the Education (Welfare) Act, 2000, it is the policy of the school that parents/guardians complete the declaration below as a necessary part of the process of enrolling a student in the school. 

I have read and understood the Code of Behaviour of Saint Louis Secondary School, Carrickmacross and agree to abide by the regulations contained therein.

First Signature:
_____________________________________

(Parent/Guardian)

Second Signature:
_____________________________________

(Parent/Guardian)

Student’s Signature:
_____________________________________




Date: 
_____________________________________

This Declaration by Parents/Guardians must be signed and returned to the school within 14 days of an application being made to enrol a student in the school.

1

Ratified by Board of Management 21-04-2008


