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Official School Policy

Work Experience & Placement

SNA/Classroom Assistant

TY Students
.A. Introduction

This policy was devised in consultation with the Principal and Staff of Scoil Bhríde, Cluain na Slí. The Board of Management and Staff are willing to provide opportunities of work experience for SNA/Classroom Assistant and TY Placement for students from the wider school community on a case by case basis and subject to the authorisation of the School Principal/Deputy Principal. We reserve the right to refuse or defer work experience/placement should school circumstances warrant this.
.B. Rationale

· While we are happy to accept students for work experience,- the needs of our pupils are our priority and places will always be allocated with the needs of the children foremost in our minds.

· Places for work experience will  be allocated to former pupils of  the school and to those who have an association or link with SBC.

· Places for work experience will be allocated based on the applying pupil’s school/college behaviour records and reports. This will be based on both the Principal’s and Deputy Principal’s professional opinion and professional discretion.

· Students must be fully insured by their respective college or school for the full duration of their placement at SBC.
· The Principal and Staff will endeavour to ensure that the time spent in the school by the student is beneficial and a positive learning experience gained.

.C. Procedures
The following are the procedures under which this work experience can take place: ......
1. Applications for Work Experience/TY Placement should be made in writing as early as possible in the school year to the School Principal stating .....

(i) a brief summary of the applicant’s educational record and interest in the placement 

(ii) the dates sought for experience/placement 

(iii)  verification that the work experience /placement is supported by and indemnified by the Post-Primary School or College in which the student is attending

(iv)  confirmation that vetting obligations as per DES Guidelines and the Official SBC Child Safeguarding Statement will be complied with in advance of commencing work placement.

2.  Granting of Work Experience/Placement opportunities will be given on a priority basis to former pupils of the school and to students who have a link/association with the school ( ie relatives of staff members, resident in the local community etc) subject to a maximum number of one similar placement at any one time. ie. One SNA/Classroom Assistant at a time or One TY Student at a time etc. The number of students accepted on placement may vary depending on the needs of the student and the capacity of the school to accommodate the student at a specific time. 
3. Students must be fully insured by their respective college or school for all aspects of their work experience placement at SBC
4. Students must be able to provide current NVB vetting documentation which should be processed in advance of the placement start date through the student’s post-primary school or the relevant college.

5. TY Students must have surpassed their 16th birthday and provide the school with necessary vetting documentation. (Note: The Vetting Process can only be applied to individuals who have reached their 16th Birthday)
.D. Vetting/Garda Clearance
· The National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016 provide a statutory basis for the vetting of persons carrying out relevant work with children or vulnerable persons. The Act stipulates that a relevant organisation (eg a school) shall not permit any person to undertake relevant work or activities on behalf of the organisation, unless the organization receives a vetting disclosure from the National Vetting Bureau in respect of that person. Garda Vetting is conducted on behalf of registered organizations only and is not conducted for individual persons on a personal basis. Persons seeking employment or intending to volunteer with an organization which conducts relevant work will be required to make an application to be vetted.

· The procedures for obtaining Garda Vetting for people with access to children have changed in recent times (DES Circular 0031/2016 and SBC Child Safeguarding Statement March 2018). Consequently Scoil Bhríde needs to ensure that each person on placement in school for work experience has Garda Clearance. Scoil Bhríde prioritises its responsibility for the protection of pupils and vulnerable adults in the school.

· Garda Clearance is mandatory for all persons of 16 years and over who wish to work with children. Individuals under the age of 16 cannot be vetted and as a result cannot be granted placement at SBC. Students from 16-18 years old must have the permission of their parents when applying for vetting. Scoil Bhríde is always supportive of the Work Experience Programme, particularly in facilitating past pupils and this will continue. However, students must have completed the vetting process well in advance of their time spent with us. We cannot proceed with the placement unless proof of the vetting process and Garda Clearance have been provided to us in the first instance.

· All returned GV forms will be handled in the strictest of confidence by Scoil Bhríde and completed forms will be retained by the school in a secure location.

.E. Role of Scoil Bhríde in Supporting Students on Experience/Placement: 

· School Staff will endeavour to ensure that the time spent in the school by the student, is both a beneficial and a positive learning experience and that students have an opportunity to work in a variety of settings and develop a variety of skills. Scoil Bhríde pupils and staff will treat students on work experience programmes with respect and courtesy at all times. 
· All students will have a staff member to mentor and co-ordinate their placement (Principal/Dep. Principal/Assistant Principal/Class Teacher). Students will not be left in sole charge of pupils at any time and will work in a non-teaching capacity under the supervision of a Teacher/Staff Member. 
· Visiting students will be provided with copies of policies which are deemed necessary and appropriate for their work at SBC. They will be expected to co-operate with the general rules, practices, procedures and organisational policies of the school. 
· Duties can range from general classroom assistance,- to office/clerical work,- to helping with any other task that is deemed suitable by the Teacher/Staff Member in charge. (A list of duties is provided for all TY Students who work at SBC. This information is presented in Booklet format titled “Guidelines for TY Students on Work Experience at SBC”.  See Appendix .1. in this regard). A daily timetable will be drawn up for each student, -however he/she will be expected to be flexible in his/her approach throughout the day. 
· All students must sign a Work Experience Agreement (See Appendix .2.) and a Confidentiality Agreement (See Appendix .3.) in advance of commencing placement at our school. 
· Scoil Bhride Cluain na Slí reserves the right to contact the school/college of the work experience student at any time,-either before, during or after the placement has commenced. In the first instances, such contact will provide us with information on the suitability of the student to work with us at SBC. We may then contact the student’s school/college during/after the placement to provide a progress report. 
· School/College Supervisors (of work experience students)  who visit the school are expected to be positive and  respectful towards school staff and to the placement student,- thereby contributing to  a positive learning environment.  
· All work experience placements and agreements can be terminated at any time at the discretion of the Principal/Board of Management of SBC.
.F. Expectations of the Student on Work Experience/Placement 

· Students must at all times be respectful of all members of School Staff, BOM, parents and pupils
·  Students must conduct themselves in a professional manner at all times. 
· Students should dress appropriately whilst on work experience/placement. 
· Students must be punctual and attend as agreed.  
· Students are expected to co-operate with the general rules, practices, procedures and organisational policies of the school.
·  Students must keep their mobile phone turned off whilst on w/e and out of visibility. 
·  It is strictly forbidden for students to take photographs of pupils or school staff on any device. Permission to take photos of school displays etc must be sought from the Principal/Deputy Principal by the student.  
· Students must be willing to follow the instruction/guidance of the Principal, Deputy Principal, Secretary or any other staff member designated to supervise their duties.  
· Student actions and language while in the school must be exemplary and of a professional nature at all times
· All matters pertaining to the Staff, Board of Management, Parents Council, pupils or parents within the school community must be treated with the utmost confidentiality. Any breach of this requirement will be seen as a serious matter and the work experience may be terminated as a result.
· Any breach of discipline observed among our pupils must be reported to one  of the Teaching Staff and not dealt with by the student themselves.
· Any absences must be  notified in advance to the School Principal.
· If a student wishes to leave the premises during the school day, then he/she must seek permission from the Principal to do so.
.G. Ratification, Implementation and Review

This newly updated policy document replaces an older draft which had been in existence since the school year 2011-2012. It was ratified at a BOM Meeting held on 26/2’/18 and has been fully implemented since that date. It will be monitored and evaluated on an ongoing basis and shall be reviewed/revised as the need arises. In line with Official School Policy, it will undergo a complete re-draft in May 2020 prior to the school year 2020-2021.

Signed _________________________________________ (Chairperson BOM)

                                                   Emma Gonoud

                      ___________________________________________ (Principal)

                                                   John O’Sullivan
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Appendix .1.

Work Experience & Placement

SNA/Classroom Assistant and TY Students

Guidelines for T.Y. Students on Work Experience.

_____________________________________________________________


(i) General Principles
1) Report to the Principal each morning before you start the day.

2) You are expected to present yourself neatly. Be well groomed and dress appropriately.

3) There are strict sets of rules that we all follow and adhere to at the school. You, as a guest, are no different. You are expected to behave to the highest standards throughout your visit.

4) You must contact the school if for some reason you will be late getting in or if you cannot attend at all.

5) The Staff-Room is private and you may not enter it unless invited or instructed to do so.

6) At break-times you may eat your lunch etc either in the office or in the classroom where a Teacher has specifically requested your assistance at that time. For the remainder of the break you are expected to assist the Teachers on corridor/yard supervision. eg. Looking after children that get hurt or who may need to use the bathroom. 

7) For the most part, you will be based in the Office Area for a large portion of the day. However, you are to be readily available to all staff at their specific request. When assisting in any classroom – based activities, you are expected to follow the instructions of the staff-member to whom you are assigned. Assist but do not distract. Your full range of duties are outlined on a separate document and are divided out between the following:

(A) Office Duties

(B) Library Duties

(C) P.E. Store Room

(D) I.T. Room

(E) Classrooms

(F) Other Duties

8) Always report to the Principal each evening before you leave.

9) Make yourself useful. Observe, interact and be helpful. Above all else, enjoy your time with us. 

T.Y. Students
(ii) List of Duties to be Assigned

____________________________________________________________________________

A) Office Duties

· You will be based in the Office up to Geraldine’s arrival at 2:00pm.

· Photocopying as requested by Teachers.

· Delivering copied material to the various classrooms.

· Attending to the phone.

-“Good Morning/Afternoon. Scoil Bhríde”

-“All of the staff are in class right now, - can I take a message?”

-“Geraldine won’t be in until 2:00pm,-can I take a message?”

· Taking note of any message received over the phone.

· Attending to the Secure-door.

-If a parent drops by with forgotten gear or lunch etc, just take it off them and bring it down to the child at a time when class will not be disrupted.

-If it’s an un-announced visitor to the school, inform him/her that everyone is in class and it’s best that he/she call back outside of class-time.

-If it’s a delivery person just let him/her inside and they’ll drop off whatever it is they have for us. If they need a signature for something, just sign for it. If he/she needs a hand to bring the delivery in then help them.

-If it’s an important visitor from the Dept. of Education, come and get me straight away.

· Help any pupil that arrives up to you looking to phone home.

· Carry out any duties requested by the Teachers. (These may be sent up to you,-or Teacher may look for you to call down to them to fulfil some task or other) 

(B) Library Duties

· Make sure all the tables and chairs are organised neatly.

· Keep the bookshelves tidy and put all books on the appropriate shelves.

· If any book needs to be repaired then drop it up to the office for Geraldine to attend to.

(C) PE Store Room 

· Make sure all sections of the PE Store are kept neat and tidy.

· All the gear and equipment should be stored properly –ie Helmets and Boots go on the shelves. Footballs should be in the netted bag. Spare Shorts and Socks should be kept together. All school jersey sets should be taken out and folded properly before returning them to their own bags etc. 

· Leave out any gear that needs to be washed.
(D) I.T. Room

· Make sure all workstations are presented neatly.

· Check all the floor sockets to see if they’re pulled around or dismantled. Try to fix them if they are detatched or dis-assembled.

(E) Classroom Duties 

· At the request of Teacher. eg. Helping with Art/Craft Class. Helping the Juniors get ready for home-time. Helping to supervise Juniors as they eat their lunch. Giving teacher a hand at PE Time. Helping out in the Computer – Room etc. 
· Check the TY Student/Teacher Timetable for the day you’re in School. 
(F) Other Duties

· These may simply arise on any given day and are at the behest of all staff members. 
Transition Year Placement

(iii) Student/Teacher Timetable
*Teachers may “book” the TY Student in advance by filling in a time-block below on the morning he / she is due. (The timetable will be circulated among all Teachers between 9:00am and 9:50am) If Teachers don’t “book” the TY Student in advance they can simply send for him/her as the need arises throughout the day.
	Time
	Teacher

	9:20am to 9:55am


	(1)



	9.55am to 10:30am


	(2)

	10:30am to 11:00am


	(3)

	11:00am to 11:10am


	Break

	11:15am to 12:05pm


	(4)

	12:05pm to 1:00pm


	(5)

	1:00pm to 1:30pm


	Lunch

	1:35pm to 2:15pm


	(6)

	2:15pm to 3:00pm


	(7)



JOS                     SOD                  DM                      PP                       MH                        MB                          

NB: Teachers are advised to enlist the help of our TY Student during classes such as Art; PE; Library; Computers etc. Specific Classroom Activities such as Station Teaching and Groupwork are also ideal opportunities for making use of the extra pair of hands.

      Tel No. 057 8648334                                                           
     

Roll No. 20118L

          
    Scoil Bhríde,

Cluain na Slí,

email address: clonasleens
@eircom.net
   Co. Laoise.
         Website: clonasleens.ie
                                     
     

   Principal: John O’Sullivan                        Deputy Principal: Siobhán O’Donoghue                                                                       

Appendix .2.
Work Experience & Placement

SNA/Classroom Assistant and TY Students
Declaration of Agreement

· I agree to participate in a Work Experience Programme at Scoil Bhríde Cluain na Slí on the following dates: ______________________________________________________.
· I agree to be in the school by _____am and to remain until at least _____pm each day.

· I agree to perform whatever duties are assigned to me to the best of my ability.

· I have read the School Policy Document on Work Experience & Placement for SNA/Classroom Assistants and TY Students. I fully understand its content and will abide by all its provisions,-particularly those outlined in Section F “Expectations of the Student on Work Experience/Placement”.
· I am aware that there are certain standards of etiquette in language, deportment and behaviour at a Primary School. I understand what is expected of me in this regard and agree to maintain such high standards throughout my placement at SBC. 

· I understand the requirements in relation to my duties, the school’s smart/casual dress code and the importance of maintaining confidentiality. 

· I have read the School’s Child Safeguarding Statement and associated Risk Assessment Document. I understand its content and will carry out my placement in full compliance with its principles. 

· I have undergone the necessary vetting process and have provided the school with a copy of my Garda Clearance Certificate. 

· I also understand that breaching any of these requirements will be seen as a serious matter and that in some circumstances my work experience may be terminated.  

Signed: ________________________________________ (Work Experience Student)

             _________________________________________ (Principal)

   Date: ____________
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Appendix .3.
  Work Experience & Placement

SNA/Classroom Assistant and TY Students
Confidentiality Agreement
Our school is very much part of the local community. We pride ourselves on the number of outside visitors we have to the school and the positive feedback we receive about the friendly atmosphere and positive ethos at Cluain na Slí. As with all places of work, people will express opinions and make judgements as they see fit. This agreement is intended to help you understand how to protect the friendly and agreeable atmosphere we have, whilst also being aware of the need for professionalism. It is important to respect and recognise the trust that is placed in you when you are invited into our school community as a visitor.

I understand that during my time at Scoil Bhríde Cluain na Slí... 

1. I must ensure that anything I overhear, anything I am told or anything I ascertain in the line of my duties, is not repeated or shared with anybody who should not be party to that information. I will keep confidential any information heard, read or shared between staff members, outside agencies and parents/carers regarding a child or the child’s family. In brief, anything heard in school stays in school and must go no further.

2. I will not post confidential information regarding children, staff members or parents on social networking sites such as Facebook and/or Twitter. I will not contribute to discussions or conversations on social networking sites regarding the school and anyone associated with it.

3. I must ensure that anything I hear which raises questions about the professionalism of someone working at the school is immediately passed on to the Principal or Deputy Principal.

4. I must ensure that if I notice anything of concern regarding a child, or if a child reports anything of concern to me, I will notify the Designated Person for Child Protection at SBC.

5. Conversations in which I am a participant and which are of a sensitive nature regarding children or adults must take place in a private space.

6. I must ensure that paperwork regarding children, parents or members of staff is not left on display at any time. Similarly, any paperwork that holds information of a personal or sensitive nature and that is no longer required, must be sent for shredding.

7. I will at all times be fully aware that staff and volunteers may well have connections (both family and friends) within the school and may overhear conversations of a sensitive nature.

8. I will uphold the good name of Scoil Bhríde Cluain na Slí in discussions both inside and outside school. 
9. I will make sure to remove myself from the room whenever a private conversation is taking place among the staff or between a Staff Member and a Parent/Child/Official Visitor to SBC. 

Signed: ________________________________________ (Work Experience Student)

                    ________________________________________ (Principal)

                  Date:    ____________

