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The Staff Handbook: some possible contents
	Topic
	Include in Handbook?
	Reference Documents Available?
	Further Clarification Necessary?

	Accidents
	
	
	

	Board of Management
	
	
	

	Calendar
	
	
	

	Care Team
	
	
	

	Child Protection Policy
	
	
	

	Code of Behaviour
	
	
	

	Curriculum
	
	
	

	Custom and Practice

· Absence of student

· Applying for TY

· Applying for Leaving Cert

· Applying for LCVP

· Applying for LCA

· Breakfast Club
· Care of classroom/furniture etc

· Classroom tidying at end of day

Custom and Practice (continued)

· Detention

· Disciplinary procedures (incl. Comment Book, Referral, On Report, Comment in Journal etc.

· Evening Study/ Homework Club

· Equipment in specialist rooms

· Lost or stolen property

· Lunch time procedures

· Mobile phone use

· Outside speakers

· Personal Days/Time

· Recycling 

· Removing a student from class

· Safety procedures in specialist classrooms

· School/Class trips

· School Tours

· Smoking 

· Student who wishes to change subject in Second Year/ Fifth Year

· Student who wishes to change subject level

· Student who wishes to leave TY for Fifth Year (and vice versa)

· Student transferring from another school

Custom and Practice (continued)

· Students who miss their bus in the evening

· Student ill during the day

· Student ill during the day where parent is not available

· Student leaving school during the day

· Student going to the office/staffroom during class

· Student not returning from office or staffroom

· Student arriving late for class

· Student arriving after roll call

· Student access to lockers

· Students going to matches/tours etc: is a list to be put in staffroom and what is the procedure?
· Subject choice in Second/Fifth year

· Teacher away on school business/ Inservice
· Teacher ill before school/during the day

· Uniform

· Uniform Code

· Use of Student Journal

· Work experience
· Other?

· Other?
	
	
	

	Examinations
	
	
	

	Extra Curricular Activities/Clubs in the school
	
	
	

	Fire Drill
	
	
	

	Grievance Procedure
	
	
	

	Health and Safety
	
	
	

	History of school
	
	
	

	Map of school
	
	
	

	Mission Statement
	
	
	

	Parents’ Association
	
	
	

	Parent-Teacher Communications
	
	
	

	Parent-Teacher Meetings
	
	
	

	Pastoral Care System
	
	
	

	Phone numbers of local primary/post primary schools
	
	
	

	Policies in place
	
	
	

	Posts of Responsibility
	
	
	

	School contact details
	
	
	

	School Doctor
	
	
	

	School Planning

· SDP Coordinator

· Steering Committee

· Planning Priorities
	
	
	

	School psychologist
	
	
	

	School Staff

· Teachers

· Administration/Ancillary

· Chaplain

· Guidance

· Year Heads

· HSCL

· Tutors


	
	
	

	Students Council
	
	
	

	Subject Department Planning

· Booklists

· Convenors

· Location of Folders

· Subject teachers
	
	
	

	Supervision and Substitution Scheme
	
	
	

	Support for new teachers
	
	
	

	Support for temporary teachers
	
	
	

	Timetable
	
	
	

	Trade Union
	
	
	

	Other???
	
	
	

	Other???
	
	
	

	Other???
	
	
	

	Appendices

· “Various Forms”

· Copies of Policies

· Copies of Class lists

· Others?

· Others?
	
	
	


