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Code of Behaviour 
 
 

1. Introduction 
 

In compliance with Section 23 of the Education (Welfare) Act 2000, the Board of 
Management of Scoil Bhreac Chluain has prepared and made available a Code of 
Behaviour for its Pupils, Staff and Parents. 
 
The Code of Behaviour details: 

 

1. The standards of behaviour that shall be observed by each pupil attending 
the school; 

2. The whole school approach in promoting positive behaviour; 
3. The measures that shall be taken when a pupil fails or refuses to observe 

those standards; 
4. The procedures to be followed before a pupil may be suspended or expelled 

from the school concerned; 
5. The grounds for removing a suspension imposed in relation to a pupil 
6. The school’s Anti-Bullying Policy; and  
7. The procedures to be followed in relation to a child’s absence from school. 

 
The Code of Behaviour of Scoil Bhreac Chluain has been developed in accordance with 
‘Developing a Code of Behaviour: Guidelines for Schools’, National Educational Welfare 
Board, 2008. 

 
2. Policy Formulation 
 
In formulating this policy the Board of Management completed the following steps; 

I. PARENTS AND STAFF WERE INFORMED THAT AN INITIAL DRAFT OF THE 
CODE OF BEHAVIOUR WAS AVAILABLE AND THEY WERE INVITED TO 
MAKE SUBMISSIONS ON THE CONTENT OF THE CODE WITHIN A 
SPECIFIED TIMEFRAME. 

II. CLASS TEACHERS WERE REQUESTED TO DISCUSS THE TOPIC OF 
‘RULES’ WITH THEIR CLASSES AND SUBMIT A LIST OF PUPILS 
SUGGESTIONS TO THE PRINCIPAL. 

III. THE INITIAL DRAFT OF THE CODE OF BEHAVIOUR WAS REVIEWED AND 
WHERE APPROPRIATE AMENDED IN-LINE WITH THE FEEDBACK 
RECEIVED. 

mailto:breacchluainias@eircom.net
http://www.scoilbhreacchluain.ie/
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IV. THE FINALISED DRAFT OF THE POLICY WAS SUBMITTED FOR THE 
PATRON’S APPROVAL. 

 
3. Aims & Objectives of the Code 
 

The aims and objectives of the code are: 

• To allow the school to function in an orderly way where children can make 
progress in all aspects of their development  

• To create an atmosphere of respect, tolerance and consideration for others 

• To promote positive behaviour and self-discipline, recognising the differences 
between children and the need to accommodate these differences 

• To ensure the safety and well being of all members of the school community 

• To assist school staff, parents and pupils in understanding the systems and 
procedures that form part of the code of behaviour and to seek their co-operation 
in the application of these procedures 

• To ensure that the system of rules, rewards, and sanctions are implemented in a 
fair and consistent manner throughout the school. 

 

 

4. Whole School Approach 
 

THE BOARD OF MANAGEMENT RECOGNISES THE IMPORTANCE OF CREATING 
CONSISTENT VALUES, POLICIES, PRACTICES AND RELATIONSHIPS THAT 
SUPPORT THE CODE OF BEHAVIOUR.  SUCH AN ENVIRONMENT MAY ONLY BE 
FORMED BY INVOLVING THE ENTIRE SCHOOL COMMUNITY AND IN THIS 
RESPECT THE BOARD ACKNOWLEDGES THE IMPORTANCE OF THE ROLES 
PLAYED BY, THE PRINCIPAL, TEACHERS, ANCILLARY STAFF AND PARENTS IN 
THE REVIEW AND OPERATION OF THE CODE.  
 

 
5. Standards of Behaviour 
 

 

5.1 Pupils 
 

General Behaviour  
Each pupil is expected to:   

• be well behaved and to show consideration for other children and adults 

• show respect for the property of, the school, other children and their own 
belongings 

• attend school on a regular basis 

• to assemble in an orderly fashion in the yard before the school bell rings in 
the morning. Supervision is provided for pupils in the morning from 9:15 to 
9:20 

• be punctual – school begins (assembly) at 9:20  – formal instruction begins at 
9:40 

• do his/her best both in school and for homework.  
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• wear the school uniform – grey jumper/cardigan with blue stripe 
                                                 white shirt and tie 
                                                navy trousers/ pinafore 
                                                dark footwear 
                                                school tracksuit and runners on PE days    

• not wear jewellery to school for health and safety reasons (girls may wear 
small stud  earrings) 

• not bring mobile phones to school.  

 
Classroom Behaviour 
Each pupil is expected to: 

• listen – to the teacher and other pupils if they are speaking 

• work – to the best of his/her ability 

• value – school property and the belongings of fellow pupils. 

• follow – the direction of his/her teacher 

• obtain – his/her teachers permission to leave the classroom 

• respect – the teacher, other pupils and visitors to the classroom. 

 
Playground (Playing Pitches) Behaviour 
Each pupil is expected to: 

• play – safely avoiding any games or play that are rough or dangerous 

• follow – the directions of the playground supervisor(s) 

• remain – on school grounds at all times 

• obtain – permission before re-entering the school building during break periods 

• respect – the yard supervisor and fellow pupils 

• avoid – swearing, fighting or name calling 

 

Behaviour in other School Areas 
Each pupil is expected to: 

• walk – in the school corridors 

• behave appropriately when visiting the toilet 
 

Behaviour during School Outings/Activities 
Each pupil is expected to: 

• follow – his/her teacher’s directions at all times 

• remain – with the teacher/supervisors and group of pupils at all times 

• behave – politely towards those they meet on such trips 

• observe – the rules of general good behaviour 

 
 

5.2 Staff 
It is the Principal’s responsibility to ensure the school’s Code of Behaviour is 
administered in a manner that is consistent and fair to all pupils. However each staff 
member has responsibility for the maintenance of discipline within common areas of the 
school.  
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Teaching staff are specifically responsible for the management of behaviour within their 
own class. They will: 

• Discuss the Code of Behaviour with their class in an age appropriate manner at 
the beginning of the school year.  

• Ensure the rules are displayed in the classroom. 

• Encourage self-discipline and positive Behaviour. 

• Ensure there is an appropriate level of supervision at all times. 

• Implement the reward/sanction scheme in a fair and consistent manner. 

• Keep a written record of all incidents of continued, serious or gross misconduct. 
This record will indicate the advice and/or warnings given to the child on the 
misbehaviour and, the consequences of its repetition. 

• Inform pupils when instances of misbehaviour on their part are being recorded. 

• Report repeated instances of serious misbehaviour to the Principal. 
 

 
5.3 Parents/Guardians 
 

Parents/guardians play a crucial role in shaping attitudes in their children which produce 
positive Behaviour in school. Parents/guardians can assist the school by encouraging 
their children to abide by the school rules, encouraging punctuality and regular 
attendance and by ensuring that homework is given due time and effort. 
 
Should a parent/guardian be concerned about any aspect of their child’s behaviour they 
are welcome to make an appointment to discuss their concerns. 
In cases of an identified pattern of misbehaviour parents will be invited to participate in 
the intervention process.  

 
6. Promoting Positive Behaviour 
 

AS A GENERAL RULE THE SCHOOL WILL ENDEAVOUR TO CREATE AN 
ENVIRONMENT WHERE POSITIVE BEHAVIOUR IS REINFORCED THROUGH 
PRAISE AND REWARD. SCHOOL STAFF WILL USE ENCOURAGING LANGUAGE 
AND GESTURES, BOTH IN CLASS AND AROUND THE SCHOOL, SO THAT 
POSITIVE BEHAVIOUR IS INSTANTLY RECOGNISED AND POSITIVELY 
REWARDED. SPECIAL ATTENTION WILL BE PAID TO PUPILS WHO HAVE 
PREVIOUSLY BEEN ASSOCIATED WITH POOR BEHAVIOUR SO THAT NOT ONLY 
GOOD BEHAVIOUR BUT ALSO IMPROVEMENT IN BEHAVIOUR IS 
ACKNOWLEDGED. 

 
A reward scheme for promoting positive Behaviour will be used. Such rewards will 
include; 

• Congratulations’ and ‘Good News’ postcards/certs sent to 
parent(s)/guardian(s) 

• Personalised letters to parent(s)/guardian(s) 

• Special privileges such as watching a DVD, extra sports, homework 
voucher, 

• Certs for whole classes for Gaeilge/ Behaviour/ Tidy Rooms etc  
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• Prizes, points, stickers, stars, tickets, a sweet,  a treat etc 

• Individual positive behaviour plans for children with identified behaviour 
needs 

 

 
7. Inappropriate Behaviour 
 

In order to establish a common understanding and consistent response the Code of 
Behaviour classifies misbehaviour into three levels based on the degree of disruption 
caused by the misconduct. The Code also specifies the disciplinary actions and 
supportive interventions that will be employed. 
 
 

Level One 
 

Level 1: Behaviours 
 

Level 1 behaviours are those that interfere with the orderly learning environment of the 
school, classroom, and common areas. Students learn through their mistakes.  To this 
extent, responses to the daily behaviours, which occur in school, will be developmentally 
appropriate, instructive and positive. Children will be taught what is expected and how 
they should behave.  Listed below are some examples of the types of Behaviour that are 
included in Level 1.  Please note the list is not exhaustive. 
 

• Failure to prepare for class, as defined by individual teachers  
• Running in the hallways  
• Disturbing the work or play of others  
• Disrespectful language, tone, or manner  
• Ignoring staff requests 
• Inappropriate behaviour on the yard 

 
Level 1: Disciplinary Actions 
 

Consequences for Level 1 behaviour are dependent upon the severity and frequency of 
the specific behaviour.  Teachers will discipline students at level 1.  Some examples of 
Level 1 responses are: 

• Investigate incidences of misbehaviour 
• Verbal reprimand/reminder(s)  
• A blue card for inappropriate behaviour in the classroom, on the yard or 

attending outside school events. The blue card is issued by the class 
teacher/teacher in charge of group/ yard supervisor and passed on to the 
class teacher detailing the inappropriate behaviour. (3 blue cards will lead 
to a white card) 

• A white card (a note in card with a series of tick boxes) is sent home 
detailing the inappropriate behaviour(s). The card is to be signed and 
returned to the school.  

• Reinforcement of alternative positive behaviour  
• Temporary separation from peers, friends or others (pupil may spend time 

in another teacher’s classroom) 
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• Prescribing additional work 
• Loss of privileges  
• Parent contact - informal note / phone call / white card 
• Behaviour contract  

 

 
Level 1 Supportive Interventions 
 

Listed below are some examples of Level 1 supportive actions: 
 

• Classroom-based interventions, such as Open Circle or class meetings, with the 
option of informal consultation, (e.g. with parent(s)/guardian(s) or staff members)  

• Discussion of behaviour with the child  
• Informal notes regarding incident/intervention/date.  This information would be 

useful should a problem persist.  
 

 

Level Two 
 
Level 2: Behaviours 
 

Level 2 behaviours are those that seriously interfere with the orderly environment of the 
school and are potentially dangerous to the safety and well being of the students and 
staff.  Listed below are some examples of the types of behaviour that are included in 
Level 2.  Please note the list is not exhaustive. 
 

• Repeated instances of Level 1 behaviour which have not been modified by 
intervention  

• Behaviour which is dangerous to self or others (e.g. shoving, pushing, hitting)  
• Intentionally damaging school or personal property  
• Stealing  
• Cheating  
• Use of profanity  
• Derogatory reference to another person’s race, gender, religion, physical 

condition, disability, or ethnic origin  
• Disrespectful language or behaviour toward an adult  
• Possession or use of dangerous toys or sporting equipment (e.g. bow and 

arrows, any kind of knives, etc.)  
• Leaving the school without permission during the school day or leaving the care 

of school staff during school outings. 
 

 
Level 2: Disciplinary Actions 
 

The disciplining of students for Level 2 behaviour is dependent upon the severity and 
frequency of the specific behaviour and developmentally appropriate levels.  The 
disciplinary actions at Level 2 are administered by the Principal, and include the formal 
notification of parents, with written documentation.  Some examples of Level 2 
responses are: 
 

• In school supervised detention  
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• Report submitted to the Board of Management 
• Meeting with parent(s)/guardian(s) 
• Suspension from school of one to five days, depending on the severity of the 

Behaviour  
• Implementation of extensive Behaviour management plan  
 
 

LEVEL 2: SUPPORTIVE INTERVENTIONS 
 

Listed below are some examples of Level 2 supportive actions: 
 

• Team conference to include classroom teacher, other involved staff, Assistant 
Principal or Principal.   

• Request for assistance from external agencies such as the National Educational 
Psychological Service, Health Service Executive Community Services, the 
National Behavioural Support Service, Child and Adolescent Mental Health 
Services, National Council for Special Education. 

• Referral of a Child displaying behavioural problems for psychological assessment 
(with the parent(s)/guardian(s) consent).  

 
 

Level Three 
 

Level 3: Behaviours 
Level 3 behaviours are considered the most serious violations.  These behaviours 
endanger the immediate health, safety and personal well being of the pupils and staff of 
the school.  They represent a direct threat to the orderly operation of the school 
environment.  Situations, which include illegal activity, may result in contact with the 
Garda Síochána after parental involvement.  Listed below are some examples of the 
types of behaviour that are included in Level 3.  Please note that the list is not 
exhaustive. 
 

• Repeated or serious instances of Level 2 behaviour which have not been 
modified by intervention  

• Setting fires  
• Intentional possession or use of weapons  
• Violent fighting or intentionally causing physical harm to others  
• Discriminatory or prejudicial activities or actions toward another person or group 

involving race, gender, religion, physical condition, handicap, or ethnic origin  

 

Level 3:  Disciplinary Actions 
 

Behaviour at Level 3 may involve suspension from school. The length of the suspension 
will depend  
upon the severity and frequency of the specific Behaviour.  Specific information about 
due process and procedures in respect of the issuing of a suspension is contained in this 
document.  Level 3 responses: 
 

• Suspension from school for one to five days:  

This response will occur with the first incidence of Level 3 behaviour or Level 2 
behaviour of significant severity.  The Principal following due process and procedure, 
can issue a suspension. 
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• Suspension from school for five to ten days:  

This response will occur with the repeated incidence of Level 3 behaviour or a 
severe expression of this Behaviour.  A suspension of this magnitude will only be 
issued with the approval of the Board of Management. 

 
 

• Expulsion:  

Repeated incidents of Level 3 behaviour can result in a pupil being expelled.   

 
 
8. Procedures for Suspensions & Expulsions 
 

8.1 Suspension 
 
Definition of Suspension: 
 
  ‘requiring the student to absent himself/herself from the school for a specified, limited 
period of school days’ 
 

Developing  A Code of Behaviour: Guidelines for Schools, National Educational Welfare Board  

  

Authority to Suspend: 
 

The Board of Management of Scoil Bhreac Chluain has formally and in writing delegated 
the authority to impose an ‘Immediate Suspension’ to the Principal Teacher. An 
‘Immediate Suspension’ may be for a period of one to three school days depending on 
the severity of the specific Behaviour, in exceptional circumstances and with the 
approval of the Chairperson of the Board the suspension may be for a longer period but 
in any event will not exceed 5 school days. 
 
Furthermore, the Board of Management has formally and in writing delegated to the 
Principal Teacher the authority to impose an ‘Automatic Suspension’ for named 
behaviours detailed in this policy. An Automatic Suspension may be for a period of one 
to three school days depending on the severity of the specific behaviour, in exceptional 
circumstances and with the approval of the Chairperson of the Board the suspension 
may be for a longer period but in any event will not exceed 5 school days. 
 
The Board retains its authority to suspend a student in all other cases/circumstances. 
 
 

Immediate Suspension and Automatic Suspension 
 

An ‘Immediate Suspension’ will be deemed to be necessary where after a preliminary 
investigation the Principal reaches the determination that the continued presence of the 
pupil in the school at the time would represent a serious threat to the safety and 
wellbeing of pupils or staff of the school. An ‘Immediate Suspension’ may be for a period 
of one to three school days depending on the severity of the specific Behaviour, in 
exceptional circumstances and with the approval of the Chairperson of the Board the 
suspension may be for a longer period but in any event will not exceed 5 school days. 
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An ‘Automatic Suspension’ is a suspension imposed for named behaviours. The 
Board of Management of Scoil Bhreac Chluain, having given due consideration to its 
duty of care as prescribed by Health & Safety Legislation, has determined that the 
following named behaviours will incur ‘Automatic Suspension’ as a sanction; 
 

• Physical assault/violence resulting in bodily harm to a pupil or member of staff  
or 

• Physical violence resulting in serious damage to school property 
or 

• Leaving the school without permission during the school day.  
 
 

An Automatic Suspension may be for a period of one to three school days depending on 
the severity of the specific Behaviour, in exceptional circumstances and with the 
approval of the Chairperson of the Board the suspension may be for a longer period but 
in any event will not exceed 5 school days. 
 
Parent(s)/Guardian(s) will be informed of an Immediate or Automatic Suspension by 
telephone, and arrangements will be made with them for the pupil to be collected. In no 
circumstance will a student be sent home from school prior to his/her 
parent(s)/guardian(s) being notified. Formal written notification of the suspension will 
issue in due course, but no later than 2 school days after the imposition of the 
suspension. Such a notification will detail: 
 

• the duration of the suspension and the dates on which the suspension will begin 
and end 

• the reasons for the suspension 
• any study programme to be followed 
• the arrangements for returning to school, including any commitments to be 

entered into by the pupil and the parent(s)/guardian(s). 
 
The Board of Management acknowledges that the decision to impose either an 
Immediate or Automatic Suspension does not remove the duty to follow due process and 
fair procedures. In this regard, and following a formal investigation, to be completed no 
later than 2 school days after the incident the Board will invite the pupil and his/her 
parent(s)/guardian(s) to a meeting to discuss; 

• the circumstances surrounding the suspension, 
• interventions to prevent a reoccurrence of such misconduct. 

 
The Board of Management of Scoil Bhreac Chluain acknowledges the fundamental 
importance of impartiality in the investigation process. In this regard the following 
undertaking is given; 

i. No person with a vested interest or personal involvement in the matter will be 
involved in the organisation or implementation of the investigation procedure. 

 

 
Procedures in Respect of Other Suspensions: 
 
In cases other than those of Immediate or Automatic Suspension the following 
procedures will apply; 
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Where a preliminary assessment of the fact confirms serious misbehaviour that could 
warrant suspension, the Board of Management of Scoil Bhreac Chluain will initiate a 
formal investigation of the matter.   
 

The following procedures will be observed; 
 

A written letter containing the following information will issue to 
Parent(s)/guardian(s);  

i. details of the alleged misbehaviour, details of the impending investigation 
process, and notification that the allegation could result in suspension. 

ii. An invitation to a meeting, to be scheduled no later than 5 school days from the 
date of the letter, where parent(s)/guardian(s) are provided with an opportunity to 
respond before a decision is made or a sanction imposed. 

 
The Board of Management of Scoil Bhreac Chluain acknowledges the fundamental 
importance of impartiality in the investigation and decision-making process. In this 
regard the following undertakings are given; 

ii. No person with a vested interest or personal involvement in the matter will be 
involved in the organisation or implementation of the investigation procedure, nor 
will such a person be involved in the decision-making process. 

iii. The person(s) involved in the investigation process will on presentation of a full 
report of the facts absent himself/herself/themselves from the decision-making 
process. 

 
Where a decision to suspend has been made the Chairperson of the Board of 
Management will provide written notification to the parent(s)/guardian(s) and the pupil of 
the decision. The letter will confirm: 

• the duration of the suspension and the dates on which the suspension will begin 
and end 

• the reasons for the suspension 
• any study programme to be followed 
• the arrangements for returning to school, including any commitments to be 

entered into by the pupil and the parent(s)/guardian(s) 
• the provision for an appeal to the Board of Management. 
 
 

Where a suspension brings the total number of days for which the pupil has been 
suspended in the current school year to twenty days the parent(s)/guardian(s) will be 
informed of their right to appeal to the Secretary General of the Department of Education 
and Skills under Section 29 or the Education Act 1998 and will be provide with 
information on the submission of such an appeal.  
  
 

8.2 Expulsion 
 
Definition of Expulsion: 
 
‘A student is expelled from a school when a Board of Management makes a decision to 
permanently exclude him or her from the school, having complied with the provisions of 
section 24 of the Education (Welfare) Act 2000.’ 
 

Developing a Code of Behaviour: Guidelines for Schools, National Educational Welfare Board  
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Authority to Expel: 
 
The authority to expel a pupil is reserved by the Board of Management. 
 

 
Procedures in Respect of Expulsion: 
 
Where a preliminary assessment of the facts confirms serious misbehaviour that could 
warrant expulsion the following procedures will apply: 
 
 
a) A detailed investigation will be carried out under the direction of the Principal (or a 

Nominee of the Board if required) 
 

As part of the investigation a written letter containing the following information will 
issue to parent(s)/guardian(s);  

 
iii. details of the alleged misbehaviour, details of the impending investigation 

process, and notification that the allegation could result in expulsion. 
iv. An invitation to a meeting, to be scheduled no later than 5 school days from the 

date of the letter, where parent(s)/guardian(s) are provided with an opportunity to 
respond  

 
 
b) The Principal (or B.O.M. Nominee) will make a recommendation to the Board of 

Management  
 
Where the Principal (or nominee) forms a view, based on the investigation of the alleged 
misbehaviour, that expulsion may be warranted, the Principal (or nominee) makes a 
recommendation to the Board of Management to consider expulsion.  
 
In this event the Principal (or nominee) will: 

i. inform the parent(s)/guardian(s) that the Board of Management is being asked to 
consider expulsion 

ii. ensure that parent(s)/guardians have records of: the allegations against the 
student; the investigation; and written notice of the grounds on which the Board 
of Management is being asked to consider expulsion 

iii. provide the Board of Management with the same comprehensive records as are 
given to parent(s)/guardian(s) 

 
c) Consideration by the Board of Management of the Principal’s (or B.O.M.’s Nominee)  

Recommendations & the Holding of a Hearing 
 
If, having considered the Principal’s report, the Board of Management decides to 
consider expelling a student a hearing will be scheduled. 
 
The parent(s)/guardian(s) will be notified in writing  

i. as to the date, location and time of the hearing   
ii. of their right to make a written and oral submission to the Board of Management 
iii. that they may if they so choose be accompanied at the hearing 
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The Board of Management undertakes that the timing of such written notification will 
ensure that parent(s)/guardian(s) have enough notice to allow them to prepare for the 
hearing. 
 
In respect of the expulsion hearing the Board gives an undertaking that; 

i. the meeting will be properly conducted in accordance with Board procedures 
ii. the principal (or B.O.M. nominee) and parent(s)/guardian(s) will present their 

case to the Board in each other’s presence 
iii. each party will be given the opportunity to directly question the evidence of the 

other party  
iv. the parent(s)/guardian(s) may make a case for a lesser sanction if they so 

choose 
 
d) Board of Management Deliberations & Actions following the Hearing  
 
Where the Board of Management, having considered all the facts of the case, is of the 
opinion that the pupil should be expelled the Board 

i. Will notify the Educational Welfare Officer in writing by registered post of its 
opinion, and the reasons for this opinion. 

ii. Will not expel the student before the passage of 20 school days from the date on 
which the Educational Welfare Officer receives this written notification 

iii. Will in writing notify the parent(s)/guardian(s) of their decision and inform them 
that the Educational Welfare Officer is being contacted 

iv. Will be represented at the consultation to be organized by the Educational 
Welfare Officer 

v. Will suspend the student, if it is deemed likely that the continued presence of the 
student during this time will seriously disrupt the learning of others, or represent a 
threat to the safety of other pupils or staff. 

 
 
e) Confirmation of the Decision to Expel 
 
Where the twenty-day period following notification to the Educational Welfare Officer 
has elapsed, and where the Board of Management remains of the view that the student 
should be expelled, the Board of Management will formally confirm the decision to expel.  
 
Parent(s)/guardian(s) will be notified in writing that the expulsion will now proceed. They 
will also be informed of their right to appeal to the Secretary General of the Department 
of Education and Skills under Section 29 or the Education Act 1998 and will be provide 
with information on the submission of such an appeal. 
 
The Board of Management of Scoil Bhreac Chluain acknowledges the fundamental 
importance of impartiality in the investigation and decision-making process. In this 
regard the following undertakings are given; 

i. No person with a vested interest or personal involvement in the matter will be 
involved in the organisation or implementation of the investigation procedure, nor 
will such a person be involved in the decision-making process. 

ii. The person(s) involved in the investigation process will on presentation of a full 
report of the facts absent himself/herself/themselves from the decision-making 
process. 
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9. Notification of a Child’s Absence from School 
 
Parent(s)/guardian(s) should adhere to the following procedures when notifying the 
school of a pupil’s absence; 
 

• The school should be notified of the absence on the first day the pupil returns to 
school 

• The reason for the absence should be notified to the class teacher 

• The absence should be notified in writing by letter / using the school journal 

• Details pertaining to the absence, such as duration and reason, should be 
provided 

• Significant absences cause by ill health (i.e. absences longer than 10 school 
days) should be certified. 

 
 
The school will inform the Education Welfare Officer in writing where a child is 
suspended or expelled for 6 days or more, where the child has missed 20 or more days 
in a school year, where attendance is irregular and when the pupil is removed from the 
school register 

 
10. Records 
 
A standardised record system will be used to track an individual pupil’s behaviour see 
appendix 1. Such records will contain; 

• Incidents of misbehaviour,  

• interventions used to improve behaviour, including contact with 
parent(s)/guardian(s) or referral to other agencies 

• Evidence of improved behaviour 

• Any sanctions imposed, and the reasons they were imposed 
 
Pupils will be told when a record is being made about their behaviour, and the reasons 
for keeping a record will be explained. 
 
All records will be kept in accordance with the Data Protection Act 1988 and the Data 
Protection (Amendment) Act 2003. 
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11. Anti-Bullying Policy 
 
In accordance with the requirements of the Education (Welfare) Act 2000 and the code 
of behaviour guidelines issued by the NEWB, the Board of Management of Scoil 
Bhreac Chluain  has adopted the following anti-bullying policy within the framework of 
the school’s overall code of behaviour. This policy fully complies with the requirements of 
the Anti-Bullying Procedures for Primary and Post-Primary Schools which were 
published by the Department of Education & Skills in September 2013. 

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

• A positive school culture and climate which-  
o is welcoming of difference and diversity and is based on inclusivity;  
o encourages pupils to disclose and discuss incidents of bullying behaviour 

in a non-threatening environment; and  
o promotes respectful relationships across the school community;  

• Effective leadership;  

• A school-wide approach;  

• A shared understanding of what bullying is and its impact;  

• Implementation of education and prevention strategies (including awareness 
raising measures) that-  

o build empathy, respect and resilience in pupils; and  
o explicitly address the issues of cyber-bullying and identity-based bullying 

including in particular, homophobic and transphobic bullying.  

• Effective supervision and monitoring of pupils;  

• Supports for staff;  

• Consistent recording, investigation and follow up of bullying behaviour (including 
use of established intervention strategies); and  

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

 
11.2 Definition of Bullying 
 
In accordance with the Anti-Bullying Procedures for Primary and Post-Primary Schools 
bullying is defined as follows:  
Bullying is unwanted negative behaviour, verbal, psychological or physical conducted, by 
an individual or group against another person (or persons) and which is repeated over 
time.  
The following types of bullying behaviour are included in the definition of bullying:  

• deliberate exclusion, malicious gossip and other forms of relational bullying,  

• cyber-bullying and  

• identity-based bullying such as homophobic bullying, racist bullying, bullying 
based on a person’s membership of the Traveller community and bullying of 
those with disabilities or special educational needs.  
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Isolated or once-off incidents of intentional negative behaviour, including a once-off 
offensive or hurtful text message or other private messaging, do not fall within the 
definition of bullying and should be dealt with, as appropriate, in accordance with the 
school’s code of behaviour.  
 
However, in the context of this policy, placing a once-off offensive or hurtful public 
message, image or statement on a social network site or other public forum where that 
message, image or statement can be viewed and/or repeated by other people will be 
regarded as bullying behaviour.  
 
Negative behaviour that does not meet this definition of bullying will be dealt with in 
accordance with the school’s code of behaviour.  
 
The following are some of the types of bullying behaviour that can occur amongst pupils:  
 

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

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

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

• Cyber-bullying: This type of bullying is increasingly common and is continuously 
evolving. It is bullying carried out through the use of information and 
communication technologies such as text, social network sites, e-mail, instant 
messaging (IM), apps, gaming sites, chat-rooms and other online technologies. 
Being the target of inappropriate or hurtful messages is the most common form of 
online bullying. As cyber-bullying uses technology to perpetrate bullying 
behaviour and does not require face to face contact, cyber-bullying can occur at 
any time (day or night). Many forms of bullying can be facilitated through cyber-
bullying. For example, a target may be sent homophobic text messages or 
pictures may be posted with negative comments about a person’s sexuality, 
appearance etc.  
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• Name calling: Persistent name-calling directed at the same individual(s) which 
hurts, insults or humiliates should be regarded as a form of bullying behaviour. 
Often name-calling of this type refers to physical appearance, e.g., size or 
clothes worn. Accent or distinctive voice characteristics may attract negative 
attention. Academic ability can also provoke name calling. This tends to operate 
at two extremes. There are those who are singled out for attention because they 
are perceived to be weak academically. At the other extreme there are those 
who, because they are perceived as high achievers, are also targeted.  

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

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

 
11.3 School Contact Personnel 
 
The relevant teacher(s) for investigating and dealing with bullying is (are) as follows: 
 

• All teaching staff 

 
11.4 Education & Prevention Strategies 
 
The education and prevention strategies (including strategies specifically aimed at 
cyber- bullying and identity-based bullying including in particular, homophobic and 
transphobic bullying) that will be used by the school are as follows:  
 

1. Each family will receive a copy of the Code of Behaviour and Anti Bullying 
policy when enrolling their child(ren)  in our school. There is a specific 
section in the enrolment form that parents/ guardians must sign to 
indicate that they have read the Code of Behaviour and the Anti Bullying 
Policy and accept agree with its terms.  

 
 

2. The prevention of bullying will be an integral part of the written anti-
bullying policy of our school. The investigating teacher will document in its 
anti-bullying policy the specific education and prevention strategies that 
the school will implement. This must include documenting the measures 
being taken by the school to explicitly address the issues of cyber-bullying 
and identity-based bullying including in particular, homophobic and 
transphobic bullying.  

 
3. Effective practice includes prevention and awareness raising measures 

across all aspects of bullying and involves strategies to engage pupils in 
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addressing problems when they arise. In particular, such strategies need 
to build empathy, respect and resilience in pupils.  

 
4.  Each class level will follow the SPHE plan and thus allow for the self-

esteem of each child to be fostered and nurtured. Positive self esteem will 
also be promoted through curricular and extra-curricular programmes.   

 
5. Prevention and awareness raising measures must also deal explicitly with 

cyber-bullying. The best way to address cyber-bullying is to prevent it 
happening in the first place. Prevention and any awareness raising 
measures. The school will focus on educating pupils on appropriate 
online behaviour, how to stay safe while on-line and also on developing a 
culture of reporting any concerns about cyber-bullying. The school-wide 
approach and the role of parents as outlined in Section 6.3 is of 
importance in this regard.  

 
6. The needs of pupils with disabilities or with SEN will  join up with other 

relevant school policies and supports and the school will ensure that all 
the services that provide for such pupils work together. Approaches to 
decreasing the likelihood of bullying for pupils with SEN will  include 
improving inclusion, focusing on developing social skills, paying attention 
to key moments such as transitioning from primary to post-primary and 
cultivating a good school culture which has respect for all and helping one 
another as central.  

 
7. Our school will work to raise the awareness of bullying so that all 

members of the school community understand what bullying is and how 
the school deals with bullying behaviour. The school will have an anti-
bullying awareness week each year and call the week ‘Friendship Week’. 
During ‘Friendship Week’ or at an alternative time of the school year the 
school will endeavor to invite a guest speaker to speak to parents on 
bullying and cyber bullying. By raising such awareness the school would 
hope to help give the parents of a pupil who is being bullied the 
confidence to approach the school and it also helps to send a clear 
message to the parents of a pupil who is engaged in bullying behaviour 
that they have a major responsibility in addressing their child’s behaviour.  

 
8. Teachers can influence attitudes to bullying behaviour in a positive 

manner through a range of curricular initiatives. There are a number of 
curriculum components and programmes which are particularly relevant 
to the prevention of bullying and the promotion of respect for diversity and 
inclusiveness. The SPHE curriculum makes specific provision for 
exploring bullying as well as the inter-related areas of belonging and 
integrating, communication, conflict, friendship, personal safety and 
relationships. The Stay Safe and Walk Tall programmes at primary level, 
are a personal safety skills programme which seeks to enhance children’s 
self-protection skills including their ability to recognise and cope with 
bullying. 

 
9. The school also recognizes that there is space within the teaching of all 

subjects to foster an attitude of respect for all: to promote the value of 
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diversity; to address prejudice and stereotyping and to highlight the 
unacceptability of bullying behaviour. In English, there is a wide range of 
literature available which could be used to stimulate discussion. In Social, 
Personal and Health Education (SPHE), the interdependence of people in 
communities at local, national and international levels is stressed. In 
Geography and History references to colonisation, exploitation and 
dictatorships could be used to illustrate the negative aspect of power. The 
work could be extended into many other areas such as Art, Drama, 
Religious Education, and Physical Education. Co-operation and group 
enterprise can be promoted through team sports, school clubs and 
societies as well as through practical subjects. Sporting activities in 
particular can provide excellent opportunities for channelling and learning 
how to control aggression. 

 

11.5 Investigation & Follow-Up Procedures 
 

The school’s procedures for investigation, follow-up and recording of bullying behaviour 
and the established intervention strategies used by the school for dealing with cases of 
bullying behaviour are as follows:  
 
Consistent investigation, follow up and recording of bullying behaviour (including 
use of established intervention strategies) 

• A consistent and clear approach to dealing with bullying when it occurs is 
essential to effective practice. This section provides guidance and direction for 
schools in relation to the need to use established intervention strategies and 
ensuring consistent recording, investigation and follow up of bullying behaviour.  

• A pupil or parent may bring a bullying concern to any teacher in the school. 
Individual teachers must take appropriate measures regarding reports of bullying 
behaviour in accordance with the school’s anti-bullying policy.  

• All teachers in the school i.e. class teachers, learning support and resource 
teachers will take responsibility will take responsibility for investigating and 
dealing with bullying  and is referred to as the “relevant teacher”.  

 
Established intervention strategies  

• The Action Plan on Bullying published on the Department’s website in January 
2013 highlighted the importance of schools identifying and consistently 
implementing established evidence-based intervention strategies for dealing with 
cases of bullying behaviour and preventing its continuation.  

• There are various approaches and intervention strategies that might be used by 
schools. Given the complexity of bullying behaviour it is generally acknowledged 
that that no one intervention works in all situations. International and national 
research also continues to evolve in this area and the effectiveness of particular 
approaches continues to be reviewed.  

• Each school must therefore decide on the intervention method(s) that are best 
suited to its own circumstances. In identifying the most suitable intervention 
method(s) for a particular school, it is important to research and understand both 
the techniques of intervention involved and the assumptions and rationale of 
particular methods. One of the recommendations in the Action Plan on Bullying is 
that a new national anti-bullying website will be set up and this will be a useful 
and ongoing resource for schools.  
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• To ensure clarity among the entire school community about how bullying cases 
will be dealt with, the method(s) of intervention that will be used by the school 
must be specified in the school’s anti-bullying policy. 

 
Procedures for investigating and dealing with bullying  
School authorities must ensure that the school has clear procedures for investigating 
and dealing with bullying and that these are set out in the school’s anti-bullying policy. 
The school’s procedures 
 (i) The primary aim for the relevant teacher in investigating and dealing with bullying is 
to resolve any issues and to restore, as far as is practicable, the relationships of the 
parties involved (rather than to apportion blame);  
(ii) In investigating and dealing with bullying, the teacher will exercise his/her 
professional judgement to determine whether bullying has occurred and how best the 
situation might be resolved;  
(iii) All reports, including anonymous reports of bullying will be investigated and dealt 
with by the relevant teacher. In that way pupils will gain confidence in ‘telling’. This 
confidence factor is of vital importance. It will be made clear to all pupils that when they 
report incidents of bullying they are not considered to be telling tales but are behaving 
responsibly;  
(iv) Non-teaching staff such as secretaries, special needs assistants (SNAs), bus 
escorts, caretakers, cleaners will be encouraged to report any incidents of bullying 
behaviour witnessed by them, or mentioned to them, to the relevant teacher;  
(v) Parents and pupils are required to co-operate with any investigation and assist the 
school in resolving any issues and restoring, as far as is practicable, the relationships of 
the parties involved as quickly as possible;  
(vi) It is very important that all involved (including each set of pupils and parents) 
understand the above approach from the outset;  
(vii) Teachers will take a calm, unemotional problem-solving approach when dealing with 
incidents of alleged bullying behaviour reported by pupils, staff or parents;  
(viii) Incidents are generally best investigated outside the classroom situation to ensure 
the privacy of all involved;  
(ix) All interviews will  be conducted with sensitivity and with due regard to the rights of 
all pupils concerned. Pupils who are not directly involved can also provide very useful 
information in this way; 
(x)When analysing incidents of bullying behaviour, the relevant teacher should seek 
answers to questions of what, where, when, who and why. This should be done in a 
calm manner, setting an example in dealing effectively with a conflict in a non-
aggressive manner;  
(xi) If a group is involved, each member will be interviewed individually at first. 
Thereafter, all those involved will be met as a group. At the group meeting, each 
member will be asked for his/her account of what happened to ensure that everyone in 
the group is clear about each other’s statements;  
(xii) Each member of a group will be supported through the possible pressures that they 
may face them from the other members of the group after interview by the teacher;   
(xiii) In cases where it has been determined by the relevant teacher that bullying 
behaviour has occurred, the parents of the parties involved will be contacted at an early 
stage to inform them of the matter and explain the actions being taken (by reference to 
the school policy). The school will give parents an opportunity of discussing ways in 
which they can reinforce or support the actions being taken by the school and the 
supports for their pupils;  
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(xiv) Where the relevant teacher has determined that a pupil has been engaged in 
bullying behaviour, it will be made clear to him/her how he/she is in breach of the 
school’s anti-bullying policy and efforts will be made to try to get him/her to see the 
situation from the perspective of the pupil being bullied;  
(xv) It must also be made clear to all involved (each set of pupils and parents) that in any 
situation where disciplinary sanctions are required, this is a private matter between the 
pupil being disciplined, his or her parents and the school;  
(xvi) Follow-up meetings with the relevant parties involved will be arranged separately 
with a view to possibly bringing them together at a later date if the pupil who has been 
bullied is ready and agreeable. This can have a therapeutic effect;  
(xvii) In cases where the relevant teacher considers that the bullying behaviour has not 
been adequately and appropriately addressed within 20 school days after he/she has 
determined that bullying behaviour has occurred, it must be recorded by the relevant 
teacher in the recording template at Appendix 3 (See Section 6.8.10 (iii));  
(xviii) In determining whether a bullying case has been adequately and appropriately 
addressed the relevant teacher must, as part of his/her professional judgement, take the 
following factors into account:  
 

 Whether the bullying behaviour has ceased;  
 Whether any issues between the parties have been resolved as far as is practicable;  
 Whether the relationships between the parties have been restored as far as is 

practicable; and  
 Any feedback received from the parties involved, their parents or the school Principal 

or Deputy Principal;  
 
(xx) Where a parent is not satisfied that the school has dealt with a bullying case in 
accordance with these procedures, the parents must be referred, as appropriate, to the 
school’s complaints procedures;  
(xxi) In the event that a parent has exhausted the school's complaints procedures and is 
still not satisfied, the school must advise the parents of their right to make a complaint to 
the Ombudsman for Children.  
 
Procedures for recording bullying behaviour  
6.8.10. The school’s procedures for noting and reporting bullying behaviour will adhere 
to the following:  
(i) While all reports, including anonymous reports of bullying must be investigated and 
dealt with by the relevant teacher, the relevant teacher will use his/her professional 
judgement in relation to the records to be kept of these reports, the actions taken and 
any discussions with those involved regarding same; 
(ii)If it is established by the relevant teacher that bullying has occurred, the relevant 
teacher will keep appropriate written records which will assist his/her efforts to resolve 
the issues and restore, as far as is practicable, the relationships of the parties involved.  
(iii) The relevant teacher will use the recording template at Appendix 3 to record the 
bullying behaviour in the following circumstances:  
a) in cases where he/she considers that the bullying behaviour has not been adequately 
and appropriately addressed within 20 school days after he/she has determined that 
bullying behaviour occurred; and  

b) where the school has decided as part of its anti-bullying policy that in certain 
circumstances bullying behaviour must be recorded and reported immediately to the 
Principal or Deputy Principal as applicable.  
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In each of the circumstances at (a) and (b) above, the recording template at Appendix 3 
must be completed in full and retained by the teacher in question and a copy provided to 
the Principal or Deputy Principal as applicable. It should also be noted that the timeline 
for recording bullying behaviour in the recording template at Appendix 3 does not in any 
way preclude the relevant teacher from consulting the Principal or Deputy Principal at an 
earlier stage in relation to a case.  
 
Bullying as part of a continuum of behaviour  
6.8.11 It is also important to note that bullying behaviour can be part of a continuum of 
behaviour rather than a stand-alone issue and in some cases behaviour may escalate 
beyond that which can be described as bullying to serious physical or sexual assault or 
harassment. To ensure that any such cases are dealt with appropriately, the school’s 
anti-bullying provides for appropriate linkages with the overall code of behaviour and 
provide for referral to be made to relevant external agencies and authorities where 
appropriate. In cases where our school has serious concern in relation to managing the 
behaviour of a pupil, the advice of the National Education Psychological Service (NEPS) 
should be sought. 
 
Referral of serious cases to the HSE  
6.8.12 In relation to bullying in schools, Children First National Guidance for the 
Protection and Welfare of Children 2011 (Children First) and the Child Protection 
Procedures for Primary and Post-Primary Schools provide that in situations where “the 
incident is serious and where the behaviour is regarded as potentially abusive, the 
school must consult the HSE Children and Family Social Services with a view to drawing 
up an appropriate response, such as a management plan”.  
6.8.13 Serious instances of bullying behaviour should, in accordance with the Children 
First and the Child Protection Procedures for Primary and Post-Primary Schools, be 
referred to the HSE Children and Family Services and/or Gardaí as appropriate.  
6.8.14 The Child Protection Procedures for Primary and Post-Primary Schools also 
provide that where school personnel have concerns about a child but are not sure 
whether to report the matter to the HSE, the Designated Liaison Person must seek 
advice from the HSE Children and Family Social Services.  
 
6.9 Ongoing evaluation of the effectiveness of the anti- bullying policy  
6.9.1 The school’s anti-bullying policy will be subject to continuous review in the light of 
incidents of bullying behaviour encountered. The school will make provision for periodic 
examination of the prevention and intervention strategies in place. Surveys of pupils, 
staff and parents can, if properly conducted, provide important information about the 
effectiveness of the anti-bullying measures in place and identify any significant 
behavioural trends that may benefit from early intervention.  
6.9.2 The template in Appendix 3 for recording and reporting bullying to the school 
Principal or Deputy Principal will be a valuable and readily accessible source of data in 
relation to bullying behaviour in the school. Data gathered from these reports will be 
regularly (at least once in every school year) collated and analysed with a view to 
monitoring levels of bullying behaviour and identifying any particular issues that require 
attention or any significant trends in behaviour. A record of this analysis must be 
retained and be made available to the Board of Management. Appropriate responses to 
any issues identified should be drawn up and implemented.  
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6.9.3 Bullying will be an agenda item for staff meetings so as to ensure that concerns 
about the policy or the welfare of individual pupils can be shared and effectively 
addressed. 

 

11.6 Working with Pupils Affected by Bullying 

The school’s programme of support for working with pupils affected by bullying is as 

follows:  

• A programme of support for pupils who have been bullied will be put in place. 
Such pupils may need counselling and/or opportunities to participate in activities 
designed to raise their self-esteem, to develop their friendship and social skills 
and thereby build resilience whenever this is needed.  

• A programme of support for those pupils involved in bullying behaviour will also 
be part of the school’s intervention process. Pupils involved in bullying behaviour 
need assistance on an ongoing basis. For those with low self-esteem, 
opportunities should be developed to increase feelings of self-worth. It is, 
therefore, important that the learning strategies applied within the school allow for 
the enhancement of the pupil’s self-worth. Pupils who engage in bullying 
behaviour may need counselling to help them learn other ways of meeting their 
needs without violating the rights of others.  

• Pupils who observe incidents of bullying behaviour will be encouraged to discuss 
them with teachers. 

 
11.7 Supervision & Monitoring 
 

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

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

11.9 Policy Adoption 
 

This policy was adopted by the Board of Management on 31st March 2014 

 
11.10 Communication 
 

This policy has been made available to school personnel, published on the school 
website (or where none exists, is otherwise readily accessible to parents and pupils on 
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request) and provided to the Parents’ Association (where one exists). A copy of this 
policy will be made available to the Department and the patron if requested.  

 

11.11 Implementation Review 
 

This policy and its implementation will be reviewed by the Board of Management once in 
every school year. Written notification that the review has been completed will be made 
available to school personnel, published on the school website (or where none exists, be 
otherwise readily accessible to parents and pupils on request) and provided to the 
Parents’ Association (where one exists). A record of the review and its outcome will be 
made available, if requested, to the patron and the Department.  

 
12. Policy Ratification 
 
The policy was ratified by the Board of Management of Scoil Bhreac Chluain at its 
meeting held on ________________________. 

 
 
 
Signed: __________________________ Chairperson, Board of Management 
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Appendix 1 

Record of  bullying behaviour           
1. Name of pupil being bullied and class group 

 

Name _________________________________________Class__________________ 

 

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

_________________________________________________________________________________ 

_________________________________________________________________________________ 

_________________________________________________________________________________ 
 

3. Source of bullying concern/report 

(tick relevant box(es))*   

4. Location of incidents (tick 

relevant box(es))*  

Pupil concerned    Playground    

Other Pupil    Classroom   

Parent    Corridor   

Teacher     Toilets   

Other    School Bus   

   Other   

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

 

 

 

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

Physical Aggression  Cyber-bullying  

Damage to Property  Intimidation  

Isolation/Exclusion   Malicious Gossip    

Name Calling  Other (specify)  

 

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

 

Homophobic Disability/SEN 

related 

Racist Membership of 

Traveller community  

Other (specify) 

 

     

 

8. Brief Description of bullying behaviour and its impact  

 

 

 

 

 

 

9. Details of  actions taken  

 

 
 

 

 

 

Signed ______________________________ (Relevant Teacher)   Date ___________________________ 

 

Date submitted to Principal/Deputy Principal ___________________ 


