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Mission Statement of St. Mary’s C.B.S 

 
St. Mary’s C.B.S. is a community of students, teachers, parents/guardians, management, and 

ancillary staff. The central purpose of this community is the intellectual, emotional, religious, 

physical, social and moral education of our students. The school strives to maintain an 

atmosphere of respect, inclusion, Christian care and concern in which our students can grow to 

maturity. St. Mary’s C.B.S. promotes partnership, excellence in teaching and learning and the 

development of leadership skills across the school community. 
 

SECTION 1: INTRODUCTION 

 
 Mary’s C.B.S. Code of Behaviour has its basis in Section 23 of the Education (Welfare) Act, 2000.  

The Code of Behaviour draws its criteria from the school’s characteristic spirit and Mission Statement 

and different legislative acts passed by the Oireachtas. The Code of Behaviour was drawn up in line 

with NEWB Guidelines following consultation between students, parents/guardians, and teachers. 

 

The aims of the Code of Behaviour are: 

• To provide guidance for pupils, teachers, and parents/guardians on behavioural expectations. 

• To provide for the effective and safe operation of the school. 

• To develop students’ self-esteem and to promote positive behaviour. 

• To foster the development of a sense of responsibility and self-discipline in students based on 

respect, consideration, and tolerance of others. 

• To facilitate the education and development of every student. 

• To foster caring attitudes to one another and to the environment. 

• To enable teachers to teach without disruption. 

 

Every member of the school community has a role to play in the implementation of the Code of 

Behaviour. 

 

At St. Mary’s CBS, discipline is seen to be training which enables students to make appropriate choices 

in a supportive environment.  There is a set of clearly defined school rules which recognises good 

behaviour, and which applies sanctions, when necessary.  At St. Mary’s CBS, we place a strong 

emphasis on recognising and commending appropriate behaviours.  

 

Board of Management’s Responsibilities 

• To provide a comfortable, safe environment. 

• To support the principal and staff in implementing the code. 

• To ratify the Code of Behaviour. 

 

Principal’s Responsibilities 

• To ensure that all members of our school community are provided with and signed up to our 

Code of Behaviour. 

• To promote a positive climate in the school. 

• To ensure that the Code of Behaviour is implemented in a fair and consistent manner. 

• To arrange for review of the Code of Behaviour, as required. 
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Teachers’ Responsibilities 

• To recognise and affirm good work. 

• To be courteous, consistent, and fair. 

• To keep opportunities for disruptive behaviour to a minimum. 

• To deal appropriately with misbehaviour. 

• To keep a record of instances of serious misbehaviour or repeated instances of misbehaviour. 

• To communicate with parents/guardians when necessary and provide reports on matters of 

mutual concern. 

 

Students’ Responsibilities  

As a student at St. Mary’s CBS, you are expected to: 

• Respect yourself. 

• Respect the authority of all staff. 

▪ Follow instructions immediately. 

▪ Speak in an appropriate and respectful manner. 

• Respect other students 

▪ Use appropriate language. 

▪ Be courteous and polite. 

• Work and play in a safe and responsible manner. 

▪ Follow classroom, yard, and school rules. 

• Respect property 

▪ Use school equipment and materials properly. 

▪ Treat other student’s possessions with respect. 

• Display a positive attitude.  

• To attend school regularly and punctually. 

• To submit their homework and project work on time and to a good standard. 

• To bring correct materials, books etc. to school. 

• To follow school and class rules. 

• At the start of year assemblies, the Deputy Principal will go through the Code of Behaviour, 

which is printed in their School Journals, to remind and clarify those rules with the students. 

 

Parents’/guardians’ Responsibilities 

• To enrol in any year group, the parent/guardian must sign that they have read the school’s 

Code of Behaviour in order for their son to be enrolled. 

• To encourage students to have a sense of respect for themselves and for the property of others. 

• To ensure that students attend regularly and punctually. 

• To be familiar with the Code of Behaviour and support its implementation. 

• To co-operate with teachers in instances where their son’s behaviour is causing difficulties for 

others. 

• To communicate with the school in relation to any problems which may affect their son’s 

progress/behaviour. 

• To ensure that there is a suitable study environment available for homework. 

• To provide boundaries around activities outside of school hours that would interfere with 

successful application to study and homework. 

• To ensure that students complete assigned homework. 

• To use the student’s journal as a means of communicating with the school. 
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The school recognises the importance of early intervention, should an issue arise. For this 

reason, every reasonable effort will be made to ensure that parents/guardians are kept well 

informed. Parents/guardians may meet with school personnel by prior appointment, made 

through the school office. Impromptu appointments cannot be accommodated due to timetable 

constraints. This protocol allows for more meaningful dialogue and interactions to occur. 

 

SECTION 2: SCHOOL RULES  
 

1. Students should cooperate promptly and courteously with all school staff, obeying instructions 

as soon as they are given. 

2. Students should strive to achieve their full potential. 

3. Students should attend school each day the school is open.  If this is not possible, a phone call 

to the school office before 10am on the morning of his absence is required. 

4. The school uniform should be worn in full on all days when the student does not have PE.  

Students must wear black shoes - runners are not acceptable.  All students should wear the 

official school jacket.  Students are also required to wear full school uniform during state exams 

and house exams. Please see School Uniform Section on page 9 for information about the 

wearing of the PE Uniform. 

5. All Students should be punctual for class.  Students should be present at 8.55am in the morning 

and in their classrooms by 9.00, having visited their locker beforehand.  Students who are not 

on time for the first class in the morning must ‘sign in’ at the school office.  Students must 

remain on the school premises from 8.55 am to 4 pm (1.15 on Fri) unless they are taking part 

in an organised school activity. 

6. Students should have the appropriate textbooks, notebooks and writing materials with them for 

each class.  At all times, students should have their School Journal with them. A class teacher 

who finds a student in their class who has left their Journal at home will be sent to the Deputy 

Principal. This will be entered onto VSware. Two entries throughout the school year will merit 

a Friday Detention. 

7. All students have the right to an environment free of intimidation. Students must always show 

respect for the rights of others.  This rule particularly forbids: 

a. Bullying of any kind. 

b. Chewing, drinking, or eating in class. 

c. The possession or use of aerosol sprays, Tipp-Ex or similar products. 

d. Theft, damage and/or interference with the property of the school, staff members, 

school visitors or other students. 

e. Disruptive behaviour which prevents a teacher teaching and/or students learning. 

f. Any action that puts others at risk of injury. 

g. Loitering and unnecessary noise in the toilets or corridors. 

8. Smoking and vaping are prohibited on the school premises, in the immediate vicinity of the 

school and on school activities. 

9. Students are not allowed to sell food, sweets, drinks, etc to other students unless permission is 

granted beforehand by the Principal/Deputy Principal for approved fund raising. 

10. No student may possess, distribute, consume or be under the influence of alcohol, drugs or 

vapes during school hours or on any activity organised by the school.   

11. The personal use of mobile phones during class time is forbidden, unless under direction from 

a member of staff for educational purposes. When a student leaves a classroom to go to the 

bathroom or on another errand, his phone must be left on the teacher’s desk until he returns.  
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12. Before school and during all break times students must use the bathroom specified for their 

own year group only. If being excused from class to go to the bathroom, the student may use 

the bathroom closest to their classroom, unless it is during one of the breaks, when they should 

use their designated year group’s bathroom.  

13. If a teacher/supervisor has confiscated an item (phone, earphones/pods, etc) from a student 

during the class, the student may not remove it from the teacher’s desk as they leave the 

classroom unless told to do so. It is up to the teacher to either return it or to hand it into the 

office for the parent/guardian to collect. To take back an item in this way will result in a 

Saturday Detention.  

14. Earrings, nose studs, eyebrow rings/bars, tongue piercing jewellery or other items of facial 

piercing must be removed before entering the school grounds.   

15. Make-up and nail varnish are forbidden. 

16. Earphones/headphones/ear pods are not allowed to be worn while in the school unless under a 

teacher’s direction. 

17. Hairstyles must be appropriate for school.  No extreme hairstyles will be allowed. 

18. The use of aerosol deodorants in changing rooms after PE/Games is forbidden.  

19. Students may not use the lifts without authorisation from school management. 

20. Students must never behave in a manner that would damage the reputation of our school. (This 

includes fighting, inappropriate behaviour on the way to and from school, shoplifting, etc. This 

list is not exhaustive) 

21. It is each student’s responsibility to look after his own Journal, to see that it is used 

appropriately and that it is not defaced.  

22. If a student feels unwell during the school day, he should go to his Year Head, Deputy Principal 

or Principal who will arrange for the school office to contact home if necessary. Students should 

not contact home themselves in such circumstances. Any student who does so will be placed 

on Friday Detention on their return to school. 

23. Students are not permitted to park cars, motorbikes, or other motor vehicles on the school 

premises. 

24. Teachers may, as the need arises, place a student on their own Lunchtime Detention, supervised 

by themselves. The teacher will enter this detention in the students’ Journal for a parental 

signature. He/she will also enter this on the student’s Notes on VSware. If the student does not 

attend for this lunchtime detention, the teacher will inform the Year Head who will 

automatically place him on a Friday detention.  

25. All students are expected to follow staff members’ instructions, in the classroom, Sports 

Facility and on the corridor. 

 

SECTION 3:  STUDENT JOURNALS 
 

The Student Journal acts as both a reference book for students and parents/guardians and as a daily 

record of homework to be done. It is designed to help students organise their work.  It is not a private 

journal and should be seen by parents/guardians as well as students. It monitors student’s attendance, 

punctuality, and homework performance. Students should note the following instructions: 

 

• The Student Journal includes pages specifically for the following and should always be used 

by the student/parent/teacher as required. 

o Leaving the classroom for errand/toilet break. 

o Uniform offenses. 

o Receipts for payments made to the office. 
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o Leaving school early 

o Absent notes for parents/guardians to complete. 

• The Student Journal must be always available for inspection by either the school staff or 

parents/guardians.   

• All requests for permission to leave school, e.g., for medical / dental appointments, are to be 

entered in the Student Journal, signed, and dated by parents/guardians, and shown to the Year 

Head/Deputy Principal before 9 a.m. or as early as possible in the day. The student will show 

the signed Journal to the Office Staff when signing out. 

• All homework assigned, both written and oral, must be recorded in the Journal daily, even 

when work is put onto MS Teams.  

• All notes from parents/guardians should be written in the Journal.  If a student has been absent 

from school, the reason for absence must be written in the Journal, signed, and dated by 

parents/guardians, unless the parent has made a call to explain his absence. The student, on his 

return to school, must show this note to each teacher at the beginning of class. Such notes 

remain in the Journal to be monitored, as required. 

• Defacing the Journal in any way is not permitted. The removal of any page from the Journal 

will result in detention. 

• Students are not allowed to write on or deface another student’s Journal. 

• Loss of a Journal will incur an automatic Friday Detention and a new Journal must be purchased 

immediately from the school office, but only with the Year Head’s permission being given 

first. 

• Students who leave their Journal at home should be sent to the Deputy Principal/Principal on 

the first occasion and it will be entered on VSware.  On the second occasion, they will be given 

a Friday Detention.  

 

SECTION 4: REWARDS and SANCTIONS  
 

Rewards for Positive Behaviour 

 
In Portlaoise CBS, we promote excellence and high standards among our students. We acknowledge 

exceptional punctuality and attendance and reward our students by: 

 

• Verbal praise in the classroom from subject teacher to the student or class.  

• Display of good individual and/or group work in the classroom/ recreation areas 

• Positive comment to Year Head regarding individual students and/or class group.  

• Positive note in journal for the attention of their parent/guardian. 

• Positive comment on the VSware Behaviour Tab 

 

We have three terms in the school year. (September – Christmas / January to Easter / Easter to the last 

day of school). 

As the end of each term approaches, the year head will receive feedback from the teachers/tutors of 

each class group in Junior years. A ‘Student of the Term’ will be selected from each class group and 

their names/photos be placed on the Notice Board in the GPA. All students should aspire to have such 

acknowledgement of their time in school, which is not only about the highest results, but rewards 

attitude, effort, improvement, personal achievement, etc.  
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On VSware, positive behaviour can be recorded by teachers for students who have surpassed 

expectations in their effort, attitude, individual acts of kindness, personal improvements, and 

achievements. These positive notes will be taken into consideration when applying for TY, Meitheal, 

Treoiri, when being considered for ‘Student of the Month’ and several other school initiatives. 

 

At the end of the year, exceptional performance and achievement are acknowledged during Awards 

Night, Awards Day, Graduation Night, as well as special awards for Transition Year students. These 

annual awards are for:  

• The Awards Night in May is one of the highlights of the school year. Every student should 

aspire to be invited to the Awards Night. It’s a night where the success of both team and 

individual talent is recognized. Students who have been suspended during the year will not be 

invited to attend the Awards Night. (However, they will receive their award) 

• Awards Day brings each year group together to recognise the Student of the Year in each of 

their curricular subjects. In addition, the ‘From Each His Best’ Award is presented to one 

student from each class. 

• Transition Year Awards Night is the culmination of the year’s certification, achievements, and 

awards for all TY students.  

• Peer Awards are the highlight of the 6th Year Graduation. 

 

Sanctions 

 
Courtesy should always be shown to one’s fellow members of the school community. Isolated 

incidents of misbehaviour can be dealt with in the normal course of classroom management. Persistent 

breaches of classroom rules where the effect is to undermine the process of teaching and learning in 

the classroom, will be dealt with promptly. 

 

Such action will be in accordance with a referral system and may include: 

• Incident recorded, parent(s) contacted by subject teacher and strategy agreed. 

• Year Head contact/meet parent(s). 

• Deputy Principal. 

• Principal becomes involved, possibly leading to suspension(s).  

 

If a serious breach of discipline, in this regard, occurs the Deputy Principal/Principal may become 

involved immediately and interim stages may be ignored. 
 

Sanctions that may be imposed by a Class Teacher 

 

The range of sanctions open to a teacher for individual and repeated offences is as follows: 

• To issue a firm reprimand to a student. 

• To assign extra work, relevant to the specific subject area, to the student. 

• To send the student to another teacher for the rest of that class, by prior arrangement, and the 

incident notified to the Year Head on a Student Behaviour Report Form. 

• To put the student on detention at break-time and/or at lunchtime, supervised by the teacher 

him/herself, parents/guardians informed by journal/letter/phone. These Lunchtime Detentions 

must be recorded on VSware. This will provide the Year Head with information and maintain 

the referral system. 
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• To confiscate an offending item: The item in question will be given to the Office to be held on 

behalf of the Principal and returned only to the parents/guardians of the student involved who 

will be contacted by the office. 

• To assign a cleaning duty to the student where the offence concerned has to do with litter, 

chewing gum, damage, unhygienic actions, vandalism etc. 

• A note to parent(s)/guardian(s) in the Student Journal. 

• To contact in writing or by phone the parents/guardians of the student involved. (This contact 

will be noted on the student’s Notes tab on VSware). 

• Unless the student is deserving of a suspension for a serious breach, a teacher should not make 

a referral to the year head unless they have carried out several of the above listed sanctions. 

• To write up a Student Behaviour Report Form (see Appendix 1) for a student and submit to the 

relevant Year Head before the end of the day. 

• If sending a student to the Deputy Principal or the Principal for a serious incident in your class, 

one which too serious to place him in a colleague’s class, the teacher must make contact as 

soon as possible to inform them and then follow it up with a Student Behaviour Report Sheet, 

no later than 4pm that school day. 

 

This list is not exhaustive. 

 

Sanctions that may be imposed by a Year Head 

 

In addition to the sanctions outlined in the previous section, Year Heads may also impose the following 

sanctions: 

• To issue a Report Card (see Appendix 3) to a student.  Report cards should be signed by class 

teachers at the end of each class, signed by parent(s)/guardian(s) each evening and returned to 

the Year Head on the following morning and will become part of the student’s behaviour 

record in Portlaoise CBS. Failure to complete this process constitutes another offence against 

the school’s Code of Behaviour. 

• To put the student on a Friday Afternoon Detention.  

• Saturday Detentions may be imposed for several reasons such as recurring homework, 

timekeeping, and other serious behavioural issues.  Please see page 14-15 for more information 

about Detentions. 

• To arrange a meeting between the Year Head, subject teacher(s) and parent(s)/guardian(s). A 

strategy will be agreed by all to encourage improved behaviour. 

• Arrange a meeting between the Deputy Principal, Year Head, parent(s)/guardian(s) and 

student and impose an appropriate sanction. They will caution that further serious 

misbehaviour will be referred to the principal who may impose a more severe sanction, to 

include suspension (in accordance with the school’s policy on Suspension and Expulsion). 

• To recommend to the relevant organising teacher that the student involved be excluded from 

going to a match(es), trip(s) etc.  The final decision in this matter will be made by the Principal, 

in consultation with the Year Head. 

• The Year Head can report issues to the Principal, who may impose a sanction, up to and 

including suspension (in accordance with the school’s policy on suspension and expulsion). 

The length of any suspension is determined by the Principal/Board of Management. Standard 

suspensions are 3 days long. A parent/guardian must have spoken/met with the Principal or 

DP at some point before returning to school. 

This list is merely directory and is not exhaustive. 
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School Uniform 

 

Full School Uniform must be worn on all school days and on School Outings, except where clear 

permission to the contrary has been given by the Deputy Principal. A student who doesn’t wear his 

uniform when so required will not travel. There can be no guarantee of a refund.  

The school uniform consists of: 

• V-neck black jumper with school crest, and mid-grey shirt. 

• School tie. 

• Plain grey trousers (not cord, canvas or tracksuit). 

• Black leather shoes (not trainers).  

• School jacket is compulsory from September 2024 

• The PE Uniform (half zip, school t-shirt and black track suit bottoms) should only be 

worn on the days which the student is timetabled for PE. Students should wear it to 

school and remain in it until 4pm. They may choose to bring a spare t-shirt, clean socks, 

runners, etc to change into after class. If worn on non-PE days, this will incur a Friday 

Detention.  

Those Senior students doing Leaving Cert PE, which is on several times per week, 

should only wear the PE uniform on the days which they are not in the classroom for 

PE. These days will be decided at the start of term and the teacher will inform their 

students of same. 

• A student must have a note with specific reason for not wearing his full uniform.   

• Parents/guardians of students who attend school without the appropriate attire will be      

contacted to bring in the uniform before they attend class. Failure to do so will result in 

the student being sent home or not being allowed to attend class for the day.  

• More serious sanctions (a Friday Detention) may be imposed on repeat offenders. 

 

Students may be asked to wear a replacement uniform (or part thereof) if available and later return the 

item cleaned. 

 

Bullying 

 

Bullying is repetitive behaviour. A one-off event does not constitute bullying, apart from cyberbullying 

which has the potential to reach a wider peer group. Bullying of any kind (physical, verbal, 

psychological, sexual, racial, relational, or cyber bullying) is strictly forbidden.  Students who engage 

in bullying behaviour will be dealt with as outlined in the school’s Anti-Bullying Policy.  

 

Physical Education 

 

PE is a core element of the school curriculum, and all students are expected to take part in PE.   

• If a student fails to bring/wear in his gear for PE class, the teacher will note it in his Student 

Journal and on VSware.  

• If a student fails to bring/wear in his gear on 3 occasions for PE, he will be placed on a Friday 

Detention.   

• Subsequently, if a student fails to bring/wear in his gear on 2 further occasions for PE then he 

will again be placed on a Friday detention.   

• From this point on, every failure to bring in PE gear will result in a Friday detention. 
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Mobile Phones, iPads & Other Electronic Devices-New phone confiscation procedure 

 

The use of mobile phones can cause significant disruption in classrooms and potentially present very 

serious harassment, bullying and invasion of privacy issues.  As a result, the inappropriate use of 

mobile phones on the school premises is always forbidden.   

• If a student is found using a mobile phone in class without the teacher/supervisor’s instructions 

to do so, the phone will be confiscated. If the student refuses to hand it over, he will be sent to 

the Deputy Principal/Principal. Refusing to hand the item to the class teacher/supervisor will 

result in a Friday Detention. If he still refuses to hand it up to the Principal/DP, he will be 

suspended for 3 days. 

• When an item is confiscated by a teacher/supervisor, it will be left in the school office for 

collection by the student’s parent/guardian at the end of the school day. The office will contact 

parents/guardians by phone and by text if a phone call is not answered. It is up to 

parents/guardians to arrange collection of the phone. They can nominate another adult to collect 

it. The teacher will submit a Student Behaviour Report to the Year Head who will issue a Friday 

Detention to the student.  

• If the student’s phone is confiscated and held in the office on a further occasion, the student 

will receive a Saturday Detention and his parents/guardians will be invited to attend a meeting 

with Senior Management.  

• A phone held for a third occasion will receive a further Saturday Detention.  

• Any further holding of the phone in the office will result in the student receiving a 3-day 

suspension. 

• We appeal to parents/guardians to co-operate with the school on this for the good of all. 

 

iPads/electronic devices/mobile phones may only be used in the classroom for educational purposes 

as directed by a teacher.   

• The uploading, downloading or existence of inappropriate material at any time will be regarded 

as a serious breach of school rules.   

• The inappropriate use of an iPad as a camera or video/ voice recorder or to play games is strictly 

forbidden.   

• Breaches of any of these rules will result in detention, suspension or referral to the Board of 

Management who may impose more serious sanctions up to and including expulsion.  

• What is deemed to be appropriate content is at the teacher’s and the Principal’s discretion. 

 

The use of other electronic devices including ear/headphones/earpods during class time, unless 

directed by a teacher, is forbidden.  If a student is found using an electronic device in class in this way, 

the device will be confiscated.  It must be given to the teacher on request, and it will be left in the 

school office for collection by the students Parent/Guardian no earlier than three school days after it 

has been confiscated. Earphones are only allowed under teacher’s instruction and are not allowed 

anywhere else in the school, including break times.  

 

If a teacher/supervisor intends to return a confiscated item to a student, they must hand it to the student. 

A student must never remove any item, even a confiscated item, from a teacher’s desk without the 

teacher/supervisor handing it to him. To do so will result in a Friday Detention.  
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Attendance and Punctuality 

 

Progress at school requires the best level of attendance and punctuality as both are essential for 

efficient class work. Regular and punctual attendance is therefore required of all students. 

• The school will open to receive students at 8.30 a.m.   

• The school does not accept responsibility for students prior to 8.30 a.m.  

• Students are expected to be in class by 8.55 a.m., 12.55 and 1.55 p.m.  

• Classes will finish at 4 p.m. on Monday, Tuesday, Wednesday, and Thursday and at 1.15 p.m. 

on Friday.  

• The school does not accept responsibility for students after 4.15 pm on Monday to Thursday, 

or after 1.30 pm on a Friday unless the student is participating in an organised school activity 

on any of those days.  

• Parents/guardians are asked to arrange to collect their son(s) by 4.15 on weekdays and by 1.30 

on Friday. 

 

Being Late 

• Students who arrive in class after the second bell rings in the morning at 9am or at the end of 

their lunch break (either 1pm or 2pm) are deemed to be late. 

• A Friday detention will also be imposed for being late to class 3 times.  

• A second Friday Detention will be imposed after a further 3 lates. 

• Students who are persistently late a further 3 times - will be given a Saturday morning 

detention. Parents/guardians will be asked to meet with the principal to discuss. 

• The student will be handed a letter informing him of the date and time of his detention and his 

parents/guardians will be informed by letter of this detention and reminded by a text from 

school during the week of the detention. If he does not attend, he will be suspended for 3 days. 

If the office is notified by 1.15 on Friday of a reason why he cannot attend, it can be deferred 

once only. 

• Being late to class during the school day is unacceptable and disruptive to teaching and 

learning. The teacher will email the office to inform them of this. This ‘late’ will count towards 

a Fri/Sat detention for lates. 

 

Notice of Absence   

 

Parents/guardians should inform the school by phone or email before 10am, as absent texts are sent 

at that time.  

 

Students who will be leaving class early to be collected by a parent/guardian must bring a note in their 

Journal from a parent/guardian to show the teacher who will then allow them out of class at that time 

to sign out. 

  

In line with The Education Act 2000, it is not permissible for a student to miss more than 20 days 

without a valid reason. Should this occur, the school is obliged to make a report informing Tusla. 

 

Leaving school without permission is a serious breach of the Code of Behaviour. The school shall 

accept no responsibility where a student leaves school without permission or slips away from the care 

of a teacher whether in school or on a school trip. ‘Mitching’ from school will result in the student 

returning to school and being given a Saturday Detention.  A meeting with the students’ 

parents/guardians will take place at the earliest opportunity. Further ‘mitching’ will result in a second 
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Saturday Detention and a further meeting with parents/guardians. If the student absents himself again, 

he will be given a 3-day suspension. His parents/guardians will have to attend a further meeting with 

the Principal/Deputy Principal before he can return to class.  

 

Students who become ill during the school day must report to the office and under no circumstances 

should they contact home themselves. Such an attempt will incur a Friday detention on their return to 

school. A parent/guardian must be contacted by the school office before the student can go home. The 

student must have the permission of a Year Head/Deputy Principal/Principal to be excused from class 

for the remainder of the day. 

 

Parents/guardians are required to provide the school with a telephone number for emergency use, 

including mobile phone numbers. It is the responsibility of parents/guardians to inform the school of 

any changes to contact details. 

 

School Environment/Litter 

 

Students are encouraged to have a positive attitude towards the environment.  To this end, great care 

should be taken of furniture, fittings, and all school equipment.  A student found to have damaged 

school property will have to repair or repay the damage done.  If the damage is exceptionally serious 

and malicious, the student may be suspended. Those found littering the school campus will normally 

be assigned a clean-up duty. All students are expected to clean up after their lunch and snack breaks 

themselves. 

 

The School Campus 

 

For health and safety/supervision reasons, several areas have been designated as out-of-bounds. An 

example of this would be the Sports Facility. Only when a teacher is supervising are students allowed 

in the Sports Facility. Students found in out-of-bounds areas will automatically be placed on Saturday 

morning detention.  Repeat offences may lead to suspension. 

 

Students must always behave in a safe manner on the school campus.  Failure to do so may result in 

appropriate sanctions being imposed, depending on the seriousness of the offence. 

 

Use of Lockers 

 

Students may go to lockers:  

•  Before 8.55 a.m. 

•  During their own 10.00/11.00 am morning breaks.  

•  After their own lunch time bell at 12.15/1.15 p.m.  

•  Before returning to class at 12.55/1.55 p.m.  

•  After 4.00 p.m. bell (or 1.15 on Friday).  

Access to Lockers outside of these times is strictly not permitted. Teachers should not allow students 

to their lockers during class time. 
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Use of /Monitoring of Toilets 

 

Students will have access to their designated year group toilet as the genuine need arises. However, to 

avoid spurious requests to use the toilets, students should note that there are designated break times to 

use the facilities unless where, in a teacher’s opinion, a genuine need exists. 

As toilets can often be areas of anti-social behaviour, staff will endeavour to monitor toilets in a 

dignified manner for the health, safety, welfare, and privacy of all students. Any student found 

loitering, vandalising, vaping or in a toilet with another student, will receive the minimum sanction of 

a Friday Detention, the type of detention dependant on the nature and severity of their offence. 

• Before 9am, during the morning and lunch time breaks, all students must use the toilets 

designated to their year group only. 

• During the class times, when there are no breaks, a student let out of class may go to the nearest 

bathroom to the room they are in, to save time. 

• If there is either a morning or lunch break going on at that time, teachers will not allow students 

out until the break is over and all are back in their classrooms.  

• Before a student gains permission to leave the classroom for any other reason (to go to the 

toilet, etc.) the teacher will sign the Student’s Journal and the student must leave their phone 

on the teacher’s desk.  

• If the student says they do not have a phone with them, it is at the discretion of the teacher 

whether to accept this and to allow them out to the toilet/or not.  

• Teachers are not to allow students out to the toilets within 30 minutes of the end of their lunch.  

 

Homework - As per our Homework Policy 

 

The Student Journal is used to record and monitor homework. Parents/guardians are asked to regularly 

check the Journal, as this is found to lead to a significant improvement in student engagement with 

homework. 

• Instances where students do not complete homework will be noted in the Student Journal and 

on VS Ware, on the Behaviour Tab. This also records the date and allows for easy identification 

of emerging patterns. 

• A similar approach will be taken for instances where homework is unsatisfactory. 

• Where patterns of neglect emerge with certain students, contact will be made with 

parents/guardians by the subject teacher, making them formally aware of the problem. 

• Should the situation not improve, the parents/guardians will be requested to meet with the 

subject teacher to discuss the issue. 

• When student does not complete homework for a teacher, the teacher will stamp his journal 

with ‘No Homework’ and enter a ‘No Homework’ on the Behaviour Tab on VSware. 

• 5 No Homeworks result in a Friday Detention. A further 5 also get a Friday Detention. A further 

5 will earn a Saturday Detention. Parents/guardians will be asked to meet with the year head 

and after this, and the system will begin again with a Friday Detention for the next 5 No 

Homeworks, and so on. 

• When emerging patterns such as this are noticed, the student is obviously having serious 

problems with his studies. Strategies will be put in place to support the student. 
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Respect for Property 

  

Everyone is requested to be respectful and act responsibly towards their property, that of others and 

likewise school property. 

• Students are ultimately responsible for their own possessions and are asked to store such 

valuables in their locker. 

• Interference/ damage/ theft of property will be severely sanctioned. Students found to be 

responsible for such loss, damage or theft will be expected to remunerate the relevant party for 

such loss. 

• Where such theft or malicious damage does occur, it must be notified immediately to a staff 

member. 

• Where theft is suspected the issue may be handed over to the Gardai. 

• The school does not accept responsibility for the theft of, loss of or damage to a student’s 

property. 

      

SECTION 5: THE BEHAVIOUR SYSTEM IN ACTION] 

 

Detentions 

 

A student is given a Detention when they have not responded to a teacher, Deputy Principal or 

Principal’s efforts to make them complete and submit work, behave, be respectful, not disruptive, 

attend classes on time, etc. This list is not exhaustive. 

There are several types of detention, depending on how serious the misbehaviour and who is giving 

the detention.  

 

Beginning with the least serious: 

  

Lunchtime Detentions by class teachers 

 

A subject teacher may impose a 30-minute Lunch Time Detention on a student when they have not 

responded positively to lesser sanctions regarding classroom management issues, homework, 

classwork, bringing materials, being prepared for class, having a note signed, etc. (This list is not 

exhaustive.) The teacher will record this on VSware.  

 

The student will be notified at least one day ahead of the Detention, the student must attend on time, 

and carry out work assigned by the subject teacher, who will be the supervisor.  

 

When a student is on a Lunchtime Detention, they should report directly to the designated classroom 

when their lunch bell rings, bring their lunch/drink with them that day and they will be dismissed ten 

minutes before the bell at the end of the lunch period to go to the locker, toilet, etc.  

 

A student who does not attend the Lunch Time Detention, is late, refuses to carry out the work 

assigned, misbehaves/disrupts etc. will be referred to the Year Head. That subject teacher will submit 

a Behaviour Report Sheet explaining the reason and the student will be placed on the next Friday 

Detention. 
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Friday Detentions 

 

If a student breaches the school’s Code of Behaviour, then a teacher/supervisor may complete a Student 

Behaviour Report Form, (see Appendix 1, also known as a Blue Sheet) and submit this to the student’s 

Year Head. 

• This Report Form must be submitted to the Year Head no later than 4pm that same day, 

preferably immediately after the incident takes place.  

• If the incident is very serious and is likely to incur a suspension, the Report Form should be 

given straight to the Deputy Principal or Principal, who can consider the information provided 

and decide on the need to suspend, or not. 

• When a student has been issued a Student Behaviour Report Form the Year Head may either:  

o Give him on a Friday detention, as a sanction for this one incident, which is deemed to be 

quite disrespectful / serious. 

      Or  

o If a pattern of minor offenses occurs, the accumulated sheets will be reviewed,  and a 

detention can be given at the Year Head or Principal’s discretion. The year head will keep 

the Report Forms on file 

• A letter informing parents/guardians of a student’s detention will be posted home and a copy 

handed to the student prior to the detention.   

• A reminder text will be sent to the parent during the week of the Friday Detention.   

• Detention takes place most Fridays from 1.45pm to 3.45pm.  Those attending must be on time 

and in full school uniform.  Students who fail to attend (unless through extreme 

circumstances notified to the school in advance), will incur an automatic three-day 

suspension.  

• Friday Detention takes priority over match(es), trip(s) etc. and students may be excluded from 

these. The final decision on this matter will be made by the principal, in consultation with the 

year head. 

 

Detentions also take place on a Friday afternoon for Homework and for Lateness: 

 

The completion of homework is essential for success in school. Please refer to page 13 for details. 

   

Detentions for Lateness, as per our Attendance Policy 

 

The Home School Liaison Coordinator notifies the parents/guardians when a student has been marked 

late (both at 9am, 12.55/1.55 pm or late to class during the school day) on VSware. The student should 

also have the LATE stamp in his Journal for that date.  

• A student who is late 3 times will incur a Friday Detention.  

• The next 3 lates will also incur a Friday Detention.  

• The next 3 lates will get a Saturday Detention.  

 

Detentions for homework and lateness do not count towards suspensions but if a student does not 

attend these detentions (unless through extreme circumstances notified to the school in advance), he 

will automatically be suspended for 3 days. 
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Saturday Morning Detentions 

 

This detention is reserved for the most serious and repetitive misbehaviour of a student and can only 

be imposed by the Principal, Deputy Principal or a Year Head.  It will be held, as required, from 9 am 

to 11 am.  Those attending must be on time and in full school uniform.  Students who fail to attend 

will receive an automatic three-day suspension.  

 

Saturday morning detentions may be imposed for any of the following: 

• Serious discipline issues. 

• Continual use of unauthorised phone/device in class 

• Being found ‘out-of-bounds’ on the school campus. 

• Homework breaches as specified in the Homework Policy and on page 13 

• A third accumulation of 3 ‘Lates’. 

 

Suspension 

 

The Board of Management has the authority to suspend a student. The Board delegates the authority 

to suspend a student to the Principal (or Deputy Principal in the absence of the Principal) for a period 

of three days (five days in exceptional circumstances where a meeting of the Board cannot be convened 

in timely fashion). 

 

This is an extremely serious sanction. It is making a statement to the student that his behaviour and the 

refusal to respond to the requests and encouragement of teachers and Year Heads have placed that 

student outside the community of the school.  It is a de facto statement by that student that he does not 

wish to abide by the minimum standards expected of all students as contained in the school rules.  

Suspension from school may be imposed by either the Principal or the Deputy Principal acting on 

behalf of the Principal.  Parents/guardians will be contacted before a suspension is imposed on a 

student. 

 

What is Suspension? 

 

A suspension is a period of fixed duration after which the pupil is entitled to return to school, provided 

that the school’s criteria are met. 

 

All suspensions may be appealed by the student himself (if over 18) or the student’s parents /guardians, 

by writing a letter to that effect to the Secretary of the Board of Management. The Board may invite 

the student and his parents/guardians to a meeting to consider the matter.  If, upon appeal, the Board 

of Management decide to overturn the suspension, details of the suspension will be removed 

permanently from the student’s school record. 

 

Grounds for Suspension: 

 

• When the discipline system has been exhausted or for a wilful act. 

• A serious incident may warrant an immediate suspension. 

• A student may be suspended pending referral to the Board of Management for breaches of the 

school’s Code of Behaviour. 

• Defiance towards a teacher. 

• Foul or abusive language directed at a staff member. 
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• Fighting or threatening behaviour/ striking another student. 

• Stealing. 

• Failure to adhere to safety regulations on the school premises. 

• A breach of the Substance Misuse Policy in the school including smoking/vaping on school 

premises. 

[This list is not exhaustive.] 

 

Procedures for Suspension: 

 

• The Decision. The Principal (or Deputy Principal on behalf of the Principal) has the authority 

to suspend a student for a specified period. (usually 3 days) 

• The Notification. Parents/guardians are informed, prior to suspension, by telephone and then 

by letter. They are encouraged to discuss the matter with the Principal/Deputy Principal. 

Parents/guardians are made aware of their right to appeal the suspension. 

• The Resolution. A parent/guardian must accompany the student to an appointment with the 

Principal or Deputy Principal on their return to school after all suspensions. Students may not 

return to class until such time as this meeting takes place. The student’s return to school is 

conditional upon agreeing to co-operate with school rules and policies. Failure of 

parents/guardians or students to agree to this may result in the matter being brought before the 

Board of Management. The parent/guardian and the student may be asked to sign a Behaviour 

Contract, or a Behaviour Report Card may be issued to the student on a week-to-week basis, 

which will be monitored by the Year Head.  

• Parents/guardians may appeal the suspension to the Board of Management at their next monthly 

meeting, but the student will continue with his suspension. If, when the appeal is heard and the 

Board decide in favour of the appeal, the suspension will be erased from the student’s record. 

 

All suspensions will be reported to and noted by the Board of Management and suspension of a pupil 

for longer than 3 days will be reported to the Educational Welfare Officer (EWO). 

 

Expulsion:  

 

Expulsion is the permanent removal of a pupil from the school. This is considered after every effort at 

rehabilitation has failed and every other sanction has been exhausted. Expulsion may be used 

immediately if:  

• The seriousness of the offence justifies it or if the misbehaviour is so gross as to deserve it.  

• It will only be imposed for profoundly serious breaches of school discipline or in cases where 

the rights of a greater number of students are being denied because of the continual disruptive 

behaviour of a student.  

• In cases where a student’s action threatens the health and safety of staff or students. 

• The safety/welfare/ability of the teacher/any staff member to carry out his/her work without 

threat or disruption. 

• The safety/welfare of the pupil. 

• The safety/welfare/entitlement of other pupils to learn in an environment free from threat or 

disruption. 

• This list is not exhaustive. 

The authority to expel a student is reserved solely by the Board of Management of St. Mary’s CBS. 
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Procedure for Expulsion 

 

1. Parents/guardians are informed, in writing, by the principal, that the student is being referred to the 

Board of Management. Parents/guardians and the student (if appropriate) will be invited to attend the 

Board meeting. Parents/guardians will be informed that the Board may consider further sanctions up 

to and including expulsion. A copy of all information to be presented to the Board will be supplied to 

Parents/guardians in advance of the meeting. 

 

2. The Principal will present the relevant information to the Board of Management. The 

parents/guardians will make a presentation on behalf of their son. Upon completion of discussion 

between the members of the Board and the parents/guardians, the parents/guardians, student and the 

Principal will leave the meeting. The Board members will then discuss and decide on the matter. The 

Chairperson of the Board will convey the decision to the Principal. 

 

3. The Principal will inform the parents/guardians of the Board decision the following day and the 

decision will also be given to parents/guardians in writing. If the Board forms the Intention to Expel 

the student, a notification of Intention to Expel form will also be sent to Tusla. 

 

4. After a period of no less than 20 school days, (during which time the Board may apply such sanction 

considered necessary to ensure good order and discipline are maintained and the safety of students and 

staff is secured), the Board will reconvene (under Section 24 of the Education Act 1998) to consider 

the outcome of any further discussions that took place over the 20-day period.  

 

5. At this point, if the Board decides to proceed with the expulsion, the parents/guardians and Tusla 

will be informed in writing of this Decision to Expel and reasons for same. Parents/guardians will also 

be informed of their right to appeal the expulsion under Section 29 of the Education Act 1998. At all 

times, due regard will be given to Section 29 of the Education Act, 1998, and Section 24 of the 

Education (Welfare) Act, 2000.  

 

 Inter-agency Collaboration 

The school through its structures has established links with a variety of agencies and professional and 

the school can call on the help, advise and support of these as needs dictate including: 

 

• Child and Adolescent Mental Health Services (CAMHS) 

• Youth and Adult Mental Health Services (YAMHS) 

• Childcare Team, HSE 

• Barnardos 

• Jigsaw 

• National Educational Psychological Services (NEPS) 

• National Council for Special Education (NCSE) 

• The BLOC Project / Foroige 

• Tusla 

• Didean 

• Realt 

• Gardai (Juvenile Liaison Officer and Community Gardai Liaison) 
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Links to Related School Policies 

Within the framework of the overall School Plan a number of other relevant policies already in place 

or presently being drafted need to be examined and reviewed, over time, with reference to the Code of 

Behaviour and any implications it has for them will be addressed. They would include (but not be 

limited to) the following: 

• Homework Policy    Behaviour Support Policy 

• Attendance Policy    Admissions Policy 

• Acceptable User Policy   Sports Policy 

• Anti-bullying Policy    PE Policy 

• School Attendance Strategy   Learning Support Policy 

• Substance Misuse Policy   School Tour Policy 

 

 

Review of Code of Behaviour 

 

Our Code of Behaviour will be reviewed on a yearly basis in consultation with students, teachers, 

parents/guardians and the Board of Management and Trustees. The school reserves the right to vary 

or amend details in the Policy from time to time as it sees fit or in line with changing circumstances. 

A review process is part of the Policy. Any changes will be brought to the attention of all the school’s 

stakeholders. 

Record Keeping 

All records regarding discipline issues will be kept in line with GDPR guidelines of best practise. 

 

SECTION 6: CONCLUSION 

 

It must be remembered that most students have little or no contact with the Discipline System. The 

Code of Behaviour is designed to offer students every chance to alter negative behaviour patterns.  

This Code of Behaviour should enable teachers to teach and students to learn in a safe, structured, 

orderly environment.  It has been approved by the Board of Management and will be subject to on-

going review considering the changing environment the school may find itself in.   

This policy has been developed in consultation with the Board of Management, Principal, Deputy 

Principals, Year Heads, teachers, students and parents/guardians. 

Policy Approved:  

 

   

Signed:  Anne Ahern    Date: 16th January 2024 

   Anne Ahern 

  Chairman of the Board of Management 
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Appendix 1 

 

Student Behaviour Report Form 
 

S t u d e n t   B e h a v i o u r  R e p o r t  F o r m 
 

Student: _____________________________________   Teacher/Supervisor:  ___________________________

    

 

Year Head ____________________________________________ Class:     _____________________________ 

 

Which of the following best describes the problem? (Underline as appropriate): 

 

Persistent disruption  Disrespect   Disobedience       Bullying    Inappropriate behaviour   

Put down of others            Bad Language / cursing                    Fighting     Pushing / Shoving       

Running in Corridor          Constantly Late     Interfering with Property         

Other: _____________________________________ 

 

Description of the Problem: (Please use the back of the sheet for additional information)  

 
 
 
 
 
 
 
 

 

Does this Student behave this way frequently? 

 
 
 
 

 

Intervention made to date:   

 

Verbal Warning             Change Seating               Extra Written Work               Private Discussion in / after class 

Loss of privilege               Note Home                      Positive Practice                  Contact Parents                           

Lunchtime Detention            Restitution                      Chat with Class Teacher     

Other:  _____________________________________ 

 

Student reaction to Teacher:  
 

____________________________________________________________________________________________ 
 

 

Teacher’s Signature: _______________________________      Date: ________________________ 
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Appendix 2 
(Summary of Code of Behaviour for inclusion in Students’ Journals) 

 

Student Behaviour 
 

Students in St. Marys CBS are encouraged to make a positive impact on the school community 

through positive behaviour. 

 

At St. Marys CBS, discipline is considered to be training which enables students to make appropriate 

choices in a supportive environment.  There is a set of clearly defined school rules which recognise 

good behaviour and which apply sanctions when necessary.  At St. Marys CBS, we place a strong 

emphasis on recognising and commending appropriate behaviours.  

 

Positive Behaviour Code 
 

As a student at St. Mary’s CBS, you are expected to: 

• Respect yourself. 

• Respect the authority of all staff. 

▪ Follow instructions immediately. 

▪ Speak in an appropriate and respectful manner. 

• Respect other students 

▪ Use appropriate language. 

▪ Be courteous and polite. 

• Work and play in a safe and responsible manner. 

▪ Follow classroom, playground and school rules. 

• Respect property 

▪ Use school equipment and materials properly. 

▪ Treat other students’ possessions with respect. 

• Display a positive attitude. 

 

Unacceptable Behaviours 
 

The following behaviour is deemed to be unacceptable in school: 

• Defiance of authority or deliberate disruption. 

• Fighting – verbal or physical threat or action against another person. 

• Theft. 

• Vandalism – deliberate destruction of, or damage to, property. 

• Harassment or intimidation of students or staff - name calling, writing/passing notes, body 

actions etc. 

• Foul language – offensive or coarse language. 

• Failure to avail of learning opportunities. 

 

Students who consistently display negative behaviour are encouraged by teachers to adopt more 

positive behaviour patterns. Negative behaviour has several clearly defined consequences: 
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Consequences 
 

There are times when students do not observe the schools Positive Behaviour Code. When this 

occurs, one or more of the following interventions may be carried out: 

• Verbal warning from school personnel. 

• Communication with Parent/Guardian. 

• Referral to Principal/Deputy Principal. 

• Meeting with Parent/Guardian. 

• Removal from specified class or activity. 

• Detention. 

• Behaviour Contract with school. 

• Referral for evaluation of suspected learning, behavioural or emotional problem (with 

parent/guardians’ permission) 

• Restitution of damage to property. 

• In-school suspension. 

• Suspension from school. 

• Referral to social service agency or Gardai. 

• Referral to Board of Management. 

 

These interventions will be documented on the student’s school record and kept on file. 
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Appendix 3 

Student Weekly Report Card 
 

 

 

 


