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Academic Year 2014–2015 
 

 Week Beginning Week Meetings/Events/Holidays 
25-Aug-14 2 Start of Term: Years 8 & 13 only - Fri 29th  Aug 
01-Sep-14 1 Start of Term: All pupils - Mon 1st Sept 
08-Sep-14 2                                    
15-Sep-14 1 Prize Distribution: Thurs 18th School will close at 12.55pm. 
22-Sep-14 2 Year 14 UCAS Information Evening: Mon 22nd 
29-Sep-14 1 Year 8 Residential: Wed 1st - Fri 3rd  Oct        Year 12 Raising Achievement Evening: Thurs 2nd       
06-Oct-14 2  
13-Oct-14 1  
20-Oct-14 2  

Half Term  Half Term Holidays - 1 week 
03-Nov-14 1 Start of Term: Mon 3rd  
10-Nov-14 2 School will close at 12.55pm - Fri 14th                        Entrance Assessment Morning: Sat 15th  
17-Nov-14 1  
24-Nov-14 2 Internal Exams Years 8 -10: Thurs 27th  
01-Dec-14 1 Internal Exams Years 8 -10 
08-Dec-14 2  
15-Dec-14 1 End of Term: School will close at 12.00pm - Fri 19th 
Christmas  Christmas Holidays - 2 weeks 

05-Jan15 2 Start of Term: Mon 5th                              Parents’ Meeting (Years 9 & 13): Tues 6th (Twilight)     
12-Jan15 1 Open Evenings: Wed 14th School will close at 12.55pm. Staff Development Day: Thurs15th 

19-Jan15 2 Internal Exams Years 12 - 14 
26-Jan15 1 Internal Exams Years 11 & 12 
02-Feb15 2 Internal Exams Year 12 
09-Feb15 1 Year 10 Parents’ Evening: Thurs 12th 
16-Feb15  Half Term Holidays - 1 week 
23-Feb15 2 Start of Term: Mon 23rd                                                     Year 12 Parents’ Evening: Thurs 26th 
02-Mar15 1  
09-Mar15 2 Years 11 & 14 Parents’ Meeting: Mon 9th (Twilight) 
16-Mar15 1 Staff Development Day: Tues 17th 
23-Mar15 2 End of Term: School will close at 12.55pm – Fri 27th  

Easter  Easter Holidays - 2 weeks 
13-Apr15 1 Start of Term: Mon 13th                                                              Year 8 Parents’ Meeting: Wed 15th (Twilight) 
20-Apr15 2  
27-Apr15 1 Year 13 Information Afternoon for New Pupils: Mon 27th (Twilight) 

04-May15 2 May Day Bank Holiday: Mon 4th  
11-May15 1                                                          
18-May15 2  
25-May15 1 Staff Development Day: Mon 25th                               Internal Exams Years 8 -11: Thurs 28th                               
01-Jun15 2 Internal Exams Years 8 -11 
08-Jun15 1  
15-Jun15 2  
22-Jun15 1                                                                                              
29-Jun15 2 End of Term: School will close at 12.00pm - Tues 30th 
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Year Heads 2014/2015 
 

YEAR 8 Mrs Service (Girls) YEAR 8 Mrs Lubwama (Boys) 
 

YEAR 9 Mrs Drennan  YEAR 10 Mr Simpson 
 

YEAR 11 Mr Henderson  YEAR 12 Mrs Ferguson 
 

YEAR 13 Mr Graham   YEAR 14 Mrs McAlister 
 

 
Registration Tutors - 2014/2015 
 

8A  Mrs Megarry     8B  Miss Bingham 
8C  Mr Boyd      8D  Mr Robinson 
 

9A Miss McCracken     9B Miss McKay  
9C Mrs Burns/ Mrs Patterson   9D Mrs Crawford 
 

10A  Miss Bateson     10B Miss McIlwrath  
10C  Mrs Glenn      10D Mr Laughlin 
 

11A  Mrs McGurk/Mrs Frew    11B Mr Campbell/Miss McClelland  
11C Mrs Doherty      11D  Miss Thompson/Mrs Francis/McGurk 
 

12A Mrs Knox      12B Mrs Cooke  
12C Mrs Quigley/Mr Winters    12D  Mrs Irwin/Mr Winters 
 

13A  Mrs Beggs      13B Mrs Smith/Dr Steen  
13C Dr Kane      13D Dr Peggs  
 

14A Mrs Watson      14B Mrs Simpson/Mr Kirkpatrick  
14C Mr Palmer      14D  Mr Staples 
 
 

 
Arrangements for the Start of the School Day 

 
Pupils are expected to be in school by 8.50 am, in time for Whole School Assembly, 
Form Assembly or Extended Registration. Staff and Prefects on morning duty will 
record the names of pupils who arrive late. Pupils, who are continually late, without a 
valid explanation, will be referred to Form Tutors/Year Heads and will be placed in 
lunchtime/after school detention if punctuality does not improve. 
 
For safety and traffic management reasons, parents are asked not to drop pupils off in 
the morning inside the school grounds unless there are very exceptional circumstances 
where this is necessary. 
 
Parents are asked to phone the school by 9.15 am on the first day that their 
son/daughter is absent from school in order to explain the reason for absence. When 
the pupil returns to school following the absence, a signed note from a parent is 
required explaining the reason for absence and should be given to the pupil’s 
Registration Tutor. 
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Child Protection Arrangements in Rainey Endowed School 
 
At Rainey Endowed School we have a primary responsibility for the care, welfare and 
safety of the pupils in our charge, and we will carry out this duty through our pastoral 
care policy, which aims to provide a caring, supportive and safe environment, valuing 
individuals for their unique talents and abilities, in which all our pupils can learn and 
develop to their full potential.   
 
One way in which we seek to protect our pupils is by helping them learn about the risks 
of possible abuse, helping them to recognise unwelcome behaviour in others and 
acquire the confidence and skills they need to keep themselves safe. The overriding 
concern of all adults must be the care, welfare and safety of the child, and the welfare 
of each pupil is our paramount consideration.  The problem of child abuse will not be 
ignored by anyone who works in this school. 
 
The Designated Teacher is the teacher to whom the staff make referrals in the event of 
suspected or disclosed child abuse.  The Designated Teacher is Mr Healy. 
 
The Deputy Designated Teacher is the teacher who will act in the absence of the 
Designated Teacher.  The Deputy Designated Teacher is Mrs McAlister 
 
All pupils will receive a copy of ‘Child Protection Guidance for Pupils’ at the start of 
term in their Homework Diary. 
 

Guidance for Parents on Child Protection 
 

Parents who wish to report a Safeguarding/Child Protection concern about their child’s 
or another child’s safety at school should use the following procedure: 
 
 
  
 

↓ 
 
 

 
 ↓ 

 
 
 

↓ 
 
 
 
 

I have a concern about my/a child’s safety 

Make an appointment with the Designated Teacher  

If still not satisfied make an appointment with the Principal  
 

If still not satisfied make an appointment or write to the 
Chairman of the Board of Governors 
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In the event of a complaint being made, the Designated Teacher, Principal or Chairman 
of the Board of Governors will contact the complainant within one week of the 
complaint being made to report on the progress of the investigation. 
 
DENI Circulars, Number 1999/9 and 1999/10 issued guidance to schools on Child 
Protection.  Copies of these circulars may be obtained from the DENI website 
www.deni.gov.uk.   
 
Definitions 
A child is defined as a young person under the age of 18 
 
Child Abuse is defined under 4 main categories by the DENI booklet: Pastoral Care in 
School – Child Protection which is available from the DENI website. 

1. Neglect – the actual or likely persistent or significant neglect of a child, or the 
failure to protect a child from exposure to any kind of danger. 

2. Physical injury – the actual or likely deliberate physical injury to a child or 
wilful or neglectful failure to prevent physical injury to suffering to a child. 

3. Sexual abuse – the actual or likely sexual exploitation of a child. 
4. Emotional abuse – the actual or likely persistent or significant emotional ill 

treatment or rejection resulting in severe adverse effects on the emotional, 
physical and or behavioural development of the child. 

 
 

Pastoral Care 
The Rainey Endowed School is a school where young people from differing religious 
and cultural backgrounds can meet, grow up together and give back to their community 
the benefits of such an education. The school seeks to provide a secure, caring and 
tolerant environment for all our pupils. Staff work individually and collectively to 
create the conditions which promote courtesy and consideration for others as well as 
respect for property irrespective of the owner. Staff seek to instil an attitude of self-
discipline and respect for authority based upon mutual respect and good working 
relationships. Pupils are encouraged to take pride in themselves and their school and to 
do nothing which will damage the image of the school within the local and wider 
community. 
 
General Aim 
The general aim of the school's pastoral care provision is to ensure that all pupils have 
the opportunity, in an orderly and secure environment, to develop to the full, socially 
and academically, as independent individuals, responsible for their own actions and 
respectful of the rights and needs of others.  It seeks to encourage pupils to display 
acceptable behaviour, make informed decisions and develop the values and attitudes 
necessary to become useful and responsible adults able to cope with the pressures of 
everyday life. All aspects of school can have a potential impact on a pupil’s 
development. Enhancing the development of personal and social achievements 
enhances the pupil’s achievements in all fields. 
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The Pastoral Care Policy is designed to: 
• ensure that each pupil is known well by at least one member of staff to whom he/she 

can turn for help and guidance. 
• encourage pupils to develop self-respect and respect for the views, rights and 

property of others. 
• encourage pupils to develop a sense of responsibility for their own actions and an 

understanding of how these affect themselves and others with whom they interact. 
• support the academic teaching by providing pupils with the learning skills to enable 

them to realise their full academic potential 
• monitor individual pupils' general academic progress, seeking to ensure that all 

pupils work purposefully to achieve their full potential. 
• foster the pupils' social skills to enable them to develop self-confidence and to 

interact socially with others, both in school and in the wider community. 
• help pupils develop their ability to make informed decisions about matters which 

will affect their futures and their relationships with others. 
• work in partnership with parents to ensure that the needs of individual pupils are 

met. 
• provide a disciplined, secure, tolerant and caring environment within which the 

above may be achieved. 
 
 

Pastoral Care - Counselling Services for Schools 
The Department of Education funds independent counselling services for every post-
primary school in Northern Ireland.  New Life Counselling Services provides this 
counselling service for all post-primary schools and the counsellor has been in The 
Rainey since September 2009. 
 
The counsellor is professionally qualified and committed to child protection and 
clinical excellence in her work with young people. While we recognise the most 
important supportive relationships young people enjoy are often with parents and 
friends, we are confident that independent schools’ counselling offers a valuable, 
additional resource to all our pupils.  Counselling is particularly valid at times when 
young people are struggling with concerns they may initially feel unable to discuss 
with parents or teachers.  
 
Mr Healy, Deputy Principal with responsibility for Pastoral Care, works very closely 
with the school’s Counsellor ensuring the best pupil support possible at difficult times. 
Counselling will remain confidential except in circumstances where a pupil may be at 
risk of harm.  A teacher, carer or parent may refer a child to our school’s counselling 
service, and pupils can also self-refer. 
 
We welcome parental enquiries regarding the school’s counseling service and you are 
free to contact the school and speak to Mr Healy or your child’s Year Head, if you have 
any questions, concerns or queries regarding this matter 
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Arrangements for Dealing with pupils who are ill. 
 
If your child requires regular medication you must provide that for your child, who 
must be responsible for looking after his/her own medicine and taking it as directed by 
you or a medical practitioner. 
 
In order that our records of medical conditions are as accurate as possible we would ask 
you to fill in the Medical Information Pro-forma enclosed and return it to you 
child’s Registration Tutor on the first day of the new term.  We would also rely on 
you to let us know if a medical condition develops in the course of a school year. 
 
The school does not have either the staff or the facilities to care for children who are 
too ill to be in class.  If your child is too ill to attend class please do not send him/her to 
school.  If your child requires a painkiller during the day, the school will issue a 1 x 
500mg paracetamol tablet, provided prior approval has been given on the enclosed 
Medication Consent Form. If your child takes ill during the day and it is clear that 
rest and warmth are not adequate treatment, then we shall have to phone you, or 
someone nominated by you, to ask that your child be taken home.  We must emphasise 
that as a school we cannot provide proper medical care for your child if he/she is 
unable to attend class for any extended length of time. 
 
Should your child be injured in the course of the school day, we will assess how serious 
the injury is and if it appears that he/she requires urgent medical treatment we will send 
for an ambulance.  We will immediately let you know if such an incident occurs, either 
by phoning you at work or at home. It is therefore essential that we have up-to-date 
and accurate telephone numbers so that we can contact you quickly in the case of 
an emergency. 
 
You are asked to note these arrangements carefully and to co-operate with us as fully 
as possible in looking after the medical welfare of your son or daughter while at the 
Rainey. 
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Travelling on School Transport to Sporting Venues as a Participant. 
 
Please complete and sign the enclosed proforma giving permission for your 
son(s)/daughter(s) to travel by school transport to sporting venues as a 
participant, representing the school. This proforma should be returned to school 
on the first day of the new term. All parents are asked to return a slip to cover 
this academic year. Trips which are not sporting will have their own specific 
permission proforma.   
 
Our practice is to allow pupils to get off the bus at various points or to be collected en 
route.  However, written parental permission is required before a pupil, travelling on 
a bus to a sporting venue, can be allowed to get on/get off other than at school 
designated drop off points listed below.   
 
Routes for School Sport 
The following routes have been formulated following consultation with pupils, staff 
and our transport provider.  All return journeys require the coach/minibus to return to 
school via the Hospital Road/Tobermore Road for drop-off at the school gate. Once the 
pupils are returned to the school gates after school hours the safety/responsibility of the 
pupil returns to the parent/guardian. 
 
Below are guidelines for designated drop off points. 
 

1. Journey to Belfast/County Down 
Collection and Drop Off – Toome Park and Ride/Randalstown 1st Roundabout* 
 
2. Journeys North – Limavady/Foyle 
Collection and Drop Off – Maghera Fly-over at Bus Stop* and Tobermore Lay-by 
 
3. Journeys North/West – Coleraine/Ballymoney 
Collection – Maghera (Police Station Lay-by) (Upperlands Lay-by) 
                    Swatragh (Lay-by, opposite Rafters) 

Kilrea (Northern Bank Lay-by) 
Drop Off –  Maghera (St Patrick’s School Lay-by) (Upperlands Lay-by) 
                    Swatragh (Lay-by, opposite Rafters) 

Kilrea opposite Northern Bank Lay-by 
 
4. Journeys West/South – Omagh/Dungannon/Armagh/Banbridge/Lurgan/Portadown 
Collection – Moneymore Post Office and Cookstown Northern Bank 
Drop Off –  Cookstown at McDonalds/ASDA, Layby at Church Road, opposite    

Moneymore Post Office 
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5. Journeys East – Ballymena/Larne 
Collection – School 
Drop Off (rugby)   –  School 
                (hockey) – Portglenone (Lay-by in town)  

  Bellaghy opposite Health Centre, 
  Castledawson Bus Shelter 

 
PLEASE NOTE: 
It is the responsibility of parents to ensure that, before the bus arrives, they are at the 
pick up point to collect their child as they disembark from the bus. Pupils will be 
dropped at the designated stops and the bus will then continue on its journey to school.  
 
For safety reasons, at locations marked * the bus will only stop provided a parent 
is at this designated drop off point. If you have any questions arising please contact 
Head of PE, Mrs Burns. 

 
 

Arrangements for using the sporting facilities at Meadowbank 
 

In order to promote physical education throughout the curriculum and to ensure that 
our pupils have access to the best possible facilities, the school will avail of the 
excellent sporting provision at the Meadowbank Stadium. This will necessitate our 
pupils travelling between school and Meadowbank and parents are asked to note the 
following arrangements and procedures which the school has sought to put in place. 
For safety reasons, pupils must wear tracksuit bottoms when walking to or from 
Meadowbank. 
 
Year 8 Girls’ PE Classes 
Year 8 girls have PE classes first two periods on Monday or Tuesday mornings. During 
the winter months, girls are asked to meet at 9.00 am at Meadowbank wearing their PE 
kit and tracksuit bottoms. Please note that supervision cannot be provided before 
that time. A bus will transport the girls back to school at the end of the lesson. Girls 
should bring their school uniform with them as they will be required to change into 
their school uniform before returning to school. 
 
Girls’ Games 
Girls taking hockey during games on Mondays – Thursdays will use the facilities at 
Meadowbank. A bus will transport the girls from school to Meadowbank at 2.30 pm. 
Team practices for hockey will also be held at Meadowbank and a bus will transport 
girls from school to Meadowbank at 3.30 pm sharp. Activities will finish at 5.00 pm 
and parents should arrange to pick pupils up at Meadowbank at this time or discuss 
alternative arrangements for travelling home at this time. 
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RAINEY ENDOWED SCHOOL 
 

EXTRA-CURRICULAR SPORT GUIDELINES 
 

Rainey Endowed School believes in the promotion of sport – be it competitive, creative 
or individual - for all, and that participation in sport develops the whole person 
physically, emotionally, intellectually and spiritually. We play sport so that we might 
further develop characteristics of commitment, respect, tolerance and mutual 
understanding. To achieve this: 
 

PUPILS SHOULD: 

• remember they are ambassadors of the school and that the School’s Pupil Code of 
Conduct also applies to all sporting activities both in and out of school 

• always do their best in lessons, training and during a match 
• play primarily for enjoyment but also make every effort to develop their own 

abilities 
• set a positive example; win or lose, shake hands and have  respect for all – 

opponents, coaches and referees 
• arrive at all training sessions on time and make suitable travel arrangements for 

getting home 
• attend all team meetings, check team lists early and inform staff at the earliest 

opportunity if unable to play in any match or attend a training session  
• talk to their coach or the teacher-in-charge straight away if they are unhappy about 

any matter 
 

COACHES SHOULD: 

• behave in a way which sets a good example and a positive role model for young 
people 

• respect the rights, dignity and worth of every child and treat everyone equally 
regardless of gender, disability, ethnic origin, religion etc. 

• always remember that children should be playing for fun and enjoyment 
• make the health, safety and welfare of the young person their first concern 
• create a positive, safe and enjoyable environment in which to train and play and 

make skill development and personal satisfaction a priority over highly structured 
competition 

• be generous with praise 
• be ultimately responsible for team selection and explain clearly why choices are 

made  
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PARENTS SHOULD: 

• encourage their child to play sport for fun as well as to work towards skill 
improvement and good sportsmanship 

• understand that sport is part of a total life experience and that the benefits go far 
beyond childhood 

• respect and recognise the importance of everyone’s efforts and contributions – their 
child, the opponents, the coach, the referee (many are volunteering their time) 

• follow the directions of the teacher in charge and/or other match day staff and never 
encroach the playing area or behave in an aggressive manner towards anyone 

• follow school procedure by contacting the school office to arrange a parental 
interview if they wish to discuss their child’s performance or progress; pitch-side or 
chance meetings are not appropriate for such discussions and coaching staff should 
not be contacted on their personal mobile phones. 

• remember that their child’s contribution to sport is very important to Rainey 
Endowed School and be proud of this contribution 

 

SPECTATORS SHOULD: 

• remember that although young people play organised sport they are not ‘miniature 
internationals’ 

• be on their best behaviour and lead by example 
• applaud good play by the visiting team as well as their own team 
• respect all involved; always use appropriate language and encouragement  
• contribute to the overall enjoyment of the event and be proud of their team 

 

These guidelines are written under the guidance of the respective federations to which 
the school has an affiliation (including the Ulster & Irish Rugby Football Unions, the 
Ulster & Irish Hockey Associations, the Irish Athletics and Irish Tennis Associations) 
and in line with the UNESCO Code of Sports Ethics. 
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RAINEY ENDOWED SCHOOL  
 

TEAM SELECTION POLICY 
 
In line with our ‘Extra-Curricular Sport Guidelines’ we will operate a Team Selection 
Policy that is consistent, transparent and fair to all. No team is ‘fixed’ and through 
experience we know that different children develop at different rates. To differentiate, 
the more able pupils may be encouraged to participate and be selected for older age 
groups if it is appropriate and the opportunity presents itself.  
 
School fixtures will normally take priority over club fixtures (representative / province 
/ national honours take precedence over both) – if there is an unavoidable clash with 
these fixtures or any other activities the coach/teacher in charge of the team will discuss 
the situation with the player and negotiate an appropriate outcome. 
 
However, team selection and management at all levels remains the direct responsibility 
of the coach/member of staff running the team; using their professionalism and 
experience they will select the teams to represent the school. In selection, they will also 
take into consideration: 
• conduct on home and away fixtures 
• aptitude and skills demonstrated 
• understanding of the game and tactical play 
• attitude, performance and effort in practices and school matches 
• commitment to practices, training and school matches 
• general level of fitness 
• the manner in which pupils present themselves – dress, manners, helpfulness, 

sportsmanship etc. 
• enthusiasm to learn and improve one’s game 
 

This Team Selection Policy is written under the guidance of the respective federations 
to which the school has an affiliation (including the Ulster & Irish Rugby Football 
Unions, the Ulster & Irish Hockey Associations, the Irish Athletics and Irish Tennis 
Associations) and in line with the UNESCO Code of Sports Ethics. 
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Policy on School Uniform 
 
At Rainey Endowed School, pupils are required to wear correct and complete uniform 
at all times - when travelling to and from school, during the normal school day, at 
school functions and on school visits or tours, unless other arrangements have been 
made with the permission of the Headmaster.  The wearing of our school uniform with 
pride is something we constantly stress to pupils because we believe that good 
discipline and harmonious relationships are best achieved when everyone conforms to 
the same standard.  Uniform plays an important part in contributing to the ethos of 
Rainey Endowed: 

• It promotes a sense of belonging to the Rainey Endowed community 
• It gives a visual representation of the school and ensures a definite school 

identity when pupils are off campus 
• It sets a standard of reasonably formal dress appropriate to both age and gender 

of pupils 
 
We expect all our pupils to be neat and tidy in their appearance at all times and they are 
required to wear the correct school uniform properly according to the Uniform Code of 
Rainey Endowed School.  Shirts and blouses should be tucked in, collars buttoned at 
the neck and ties worn properly.  If is not possible to wear normal school uniform for 
medical or other reasons, pupils are asked to bring a note to school from their 
parents/guardians and give it to their Year Head.  It is vitally important that uniform 
and all personal belongings are clearly labelled.  It is difficult to return mislaid 
articles if they are not labelled clearly. 
 
We believe it is extremely important to develop and maintain the high standards of 
uniform which exist in school and we are reliant on the continued support of 
parents/guardians in this matter.  Since the vast majority of our pupils have no 
difficulty in complying with these requirements, it would be unfair to them, and the 
school, not to be proactive with those pupils who choose to disregard the school’s 
Uniform Code.  Regular checks on uniform will be carried out throughout the year to 
ensure a consistent approach to the application of the school’s Uniform Code. The 
attention of pupils and parents/guardians is drawn to the following points: 
 
Girls’ Skirts 
Girls in Forms 4 – Upper Sixth wear a long charcoal grey regulation kick-pleated 
skirt which should be worn 6 cm below the knee. Plain black opaque tights are 
recommended, along with low-heeled shoes (maximum heel height 6 cm).   
 
Girls in Forms 1-3 wear a charcoal grey regulation 6-gore skirt which should be worn 
to the knee in the interest of modesty and personal safety.  Regular checks will be 
made and if a skirt is deemed to be too short then parents/guardians will be contacted 
and asked to purchase a skirt of suitable length.  Girls will be required to wear plain 
black opaque tights until a skirt of suitable length is purchased. 
 

 



 14 

Shoes 
In the interest of health and safety, high-heeled or platform shoes should not be worn.  
Only plain style, black shoes should be worn.  Brown shoes or track shoes are not 
permitted. 
 
Outdoor Wear 
Only plain (no team logos) black, dark grey or navy coats or black, dark grey or navy 
fleeces should be worn.  Rainey Endowed hooded sweatshirts are part of the PE kit and 
should not be worn in place of correct outdoor wear or instead of a pullover. Only 
plain black, dark grey, red or white scarves or school scarves, which can be purchased 
from the school office, should be worn. Only plain black, red, navy or grey gloves and 
hats may be worn during cold weather. 
 
School Bags/Sports Bags 
Manufacturers’ logos are acceptable but team logos are not allowed.  Pupils who have 
the incorrect school bag will be asked to purchase another bag which conforms to the 
Uniform Code.  
 

Jewellery/Make up 
No facial jewellery (nose, tongue, eyebrow, lip etc) should be worn. For girls only, 
earrings are restricted to a single stud in each ear lobe.  Only one watch, one bracelet 
and one small ring should be worn. A light coverage of foundation is acceptable but no 
other make-up should be worn. Coloured nail polish, nail art, mascara, eye shadow or 
eyeliner should not be worn. Pupils will be asked to remove any of these items in 
school. 
 
Hair 
Pupils must avoid extremes of fashion in hairstyles. Boys should be close shaven and 
hair should be neat and tidy, well groomed, short to the collar and not tinted or dyed to 
extremes, nor close shaven. Girls’ hair should be neat and tidy and, when tied back, 
only red, black or white bands should be used. Hair should not be tinted or dyed to 
extremes. 
 
The final decision on the appropriateness of uniform and/or appearance will be 
made by the Headmaster and/or the Vice Principals. 
What action will be taken if a pupil does not meet the uniform code without good 
reason? 

1. The pupil will be given a verbal warning. 
2. The pupil will be asked to remove the offending item. 
3. A letter will be sent home to parents/guardian. 
4. The pupil will be placed in detention for repeated failure to comply with the 

Uniform Code. 
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Photographs 
 

During the course of the school year your child’s image (still/moving) may be recorded 
whilst they are participating in school activities such as;  
• Reporting academic results 
• School sports teams 
• Charity events 
• School trips and other curriculum activities and visits 
• School Open Nights, Music and Drama events 
(Please note this is not a definitive list of activities and is only provided for 
exemplification.) 
 
These images may be used for display purposes in the school, for publication in the 
local press or for promotional purposes in school/board publications etc. To comply 
with the Data Protection Act 1998, parental consent is required before your child’s 
image can be recorded by the school. Please note that the school will not disclose 
personal details (eg address, telephone number) of pupils used in any publication. 
Guidance for parents/guardians on the use of photography or video recording of school 
activities is contained below.  
 
As a school we feel it is important that pupil achievements are recognized and pupils 
are proud and happy to feel valued.  However we also are sensitive to those pupils and 
parents who may not wish their image to be taken or used for any school purpose.  It is 
important therefore that our school records are kept up to date. 
 
Please complete and sign the enclosed proforma which should be returned to 
school on the first day of the new term. 
 
 

Guidance - Use of photography or video recording of school activities 

This guidance is provided in the interests of promoting the welfare of the pupils at The 
Rainey 
 
• Photographs and video recording may only take place in the designated areas.   
• Please see a member of staff for details. 
• Images are for personal use only and must not be used inappropriately 
• If you are using a video camera, please do not obscure other people’s view. 
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Pupil Code of Conduct 
 

The Code of Conduct is designed to ensure that the work of the school proceeds in an 
orderly and efficient manner, that pupils feel secure and that every member of the 
school community can work in a safe and pleasant environment. All pupils are 
expected to behave responsibly, to work hard, to display good manners and to show 
consideration for others at all times. No activity can be permitted which threatens the 
safety or well being of any person, could lead to the loss or damage of personal or 
school property, or which harms in any respect the reputation of the pupils, parents or 
school. Pupils should show respect for themselves and for other people, their property 
and opinions. Pupils are expected to display good behaviour while travelling to and 
from school, regardless of the mode of transportation. 
 
Uniform 
Pupils 
• must adhere, at all times, to the published regulations in the School Uniform Code 
• are expected to be neat and tidy in appearance at all times while wearing the school 

uniform i.e. shirts/blouses tucked in, ties properly knotted and of an appropriate 
length, collars buttoned. 

 
Punctuality 
Pupils  
• are expected to arrive in school by 8.50 am and by 8.55 am should be in assembly 

or registration rooms as appropriate 
• who arrive after 8.55 am will have their lateness recorded by a member of staff; 

persistent lateness will result in a detention 
• who arrive after 9.15 am must report to the main office and sign the late book, 

stating reasons for lateness 
• must only enter the school by the front pedestrian gate on Rainey Street or by the 

back lane 
• are expected to be punctual for assembly, registration and all classes. 
 
Attendance 
Pupils 
• returning from absence must, on the first day back, provide a note from their 

parents/guardians for their registration tutor indicating reason(s) for absence with 
associated dates 

• with appointments during the school day should obtain a permission slip from their 
registration tutor, provided a note has been received from a parent/guardian 

• must not leave the school grounds during the school day without permission.  Any 
pupil who has permission to go out during school hours must sign out at the Office 
and sign in on return. The only exceptions are  
those pupils who normally take lunch at home with the agreement of 
parents/guardians and school  
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• who are unable to participate in games, PE or other such activities must bring a note 
from a parent/guardian and report to the teacher in charge. 

 
Courtesy and Respect 
Pupils must 
• at all times be polite, courteous and co-operate fully with teachers, other staff and 

prefects on duty 
• give way to members of staff and visitors in corridors and at doorways 
• knock before entering a classroom when a class is in session 
• not participate in any form of anti-social behavior such as bullying, fighting, use of 

foul language, writing graffiti, dropping litter, etc 
• not engage in anti-social behavior when travelling by school transport.  Pupils in 

breach of this regulation will be referred to the Education & Library Boards.  
Withdrawal of transport assistance by the Education & Library Boards is the likely 
outcome 

• not take possessions belonging to other people without their permission 
• accept the right of others to hold views and express opinions that may differ from 

their own 
• comply with the school’s Internet Policy. 
 
During Class 
Pupils should 
• arrive punctually and have all the books/equipment required for each lesson 
• enter the room quietly and sit down 
• open books ready for work, without having to be told to do so 
• remain seated during the lesson unless otherwise directed 
• speak only with permission of the teacher 
• record details of  homework accurately in their homework diary 
• not eat (except for specified medical purposes) or chew gum during class.  
• put away books, tidy the room, and leave only when directed to do so by the 

member of staff. 
 
Break and Lunch 
Pupils  
• who take packed lunches should eat their lunch only in designated areas (Canteen & 

Johnston Hall) and ensure that the areas are left neat and tidy 
• may go outside at break or remain in the designated areas 
• are expected to remain outside when the weather is fine 
• must not go onto the 1st XV pitch or beyond the pavilion 
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Illness 
Pupils 
• who are unwell or injured should inform a member of staff 
• cannot be permitted to go home until their Year Head, another Year Head, Vice-

Principal or the Headmaster has been informed and has ensured that the pupil can be 
collected by a parent or other named person. 

 
School Environment 
Pupils must not 
• chew gum. The inappropriate disposal of chewing gum is a health hazard and 

therefore chewing gum is banned at all times 
• bring peanuts or peanut products to school or on school trips, since some pupils may 

suffer a severe reaction to such products 
• use Tipp-Ex or other liquid correction fluid 
• drop litter, damage or deface property. 
 
Safety 
Pupils  
• are expected to walk on the left hand side of the corridor; there must be no running  
• must line up quietly, in single file, outside classrooms 
• must not sit on desks, windowsills or radiators or have their feet on chairs or tables 
• must not behave in a way that puts themselves or others at risk 
• must not carry hot beverages in the corridors 
• must not bring hot food or beverages into school at any time 
• are not permitted to consume drinks/food in corridors, computer suites, the Library, 

the Study Centre or the Careers Library 
• must not bring alcohol, tobacco, e-cigarettes or any prohibited or illegal substances 

to school.  Possession or use of such items within school, on school visits or when 
wearing school uniform is strictly forbidden and will be treated as a very serious 
offence 

• must not bring into school any inflammable substances, fireworks or objects that 
could be construed as offensive weapons. The use of such articles or their threatened 
use by word or deed will be treated as a very serious offence 

• must not interfere with the school fire alarm system or fire equipment such as 
extinguishers 

• must not leave bags in such a way as to cause a hazard to others. 
 
Property 
Pupils 
• must not leave books or other items on top of lockers or on window sills. Lockers 

are provided for the storage of personal belongings. They are only accessible before 
assembly, at break, after the first bell signalling the end of lunchtime and at the end 
of the school day 

• must ensure that all books, equipment and items of clothing are named 
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• must not leave money or valuables in lockers,  bags or unattended clothing 
• must report lost property immediately to a member of staff 
• who bring valuable goods or equipment to school do so at their own risk. During 

Games/PE or other activities valuables should not be left unattended but should be 
placed as directed by the supervising member of staff 

• with mobile phones MUST ensure they are switched off during the normal school 
day. In an emergency they may be used only with the permission of a member of 
staff.  Pupils who breach this rule will have their phone removed and placed in the 
school office. With the first offence the phone may be collected by the pupil.  
Subsequent to that the phone may only be collected by a parent/guardian   

• must not use a camera/camera phone to take images of pupils or staff in school or 
while on school activities unless permission is granted by a member of staff 

• must not use personal music players (IPods, MP3 Players etc) during lessons or in 
the corridors and, in the interest of health and safety, must not share earphones  

• must not leave school bags and PE or Games kits overnight in the bag rooms. 
 
 
Acts of violence or verbal abuse against the person or property of a member of 
staff.  
If a pupil engages in an act of violence or verbal abuse against the person or property of 
a member of the school staff, or to an immediate member of the member of staff’s 
family at any time, whether inside or outside school, disciplinary action will be taken 
against the pupil which may include the consideration of the option to expel. 
 
Disciplinary action will be taken in respect of any pupil reported for a breach of 
the school’s Code of Conduct. The Code of Conduct also applies to all extra-
curricular activities and visits. The school reserves the right to use disciplinary 
sanctions in response to a breach of the Code of Conduct including verbal 
warning, written imposition, lunchtime/after school detention, withdrawal from 
class, suspension (internal or external) and expulsion.  
 
Parents will be notified of any serious breach of the Code of Conduct or persistent 
minor breaches and may be requested to attend an interview with the Year Head, 
Vice-Principal, Deputy Principal or Headmaster. All pupils are reminded that 
their acceptance into school and their continuance at the school is dependent on 
their observation of all school rules and policies, particularly the Uniform Policy 
and the Internet Policy.   
 
The Code of Conduct is continually under review and alterations and additions 
may be made from time to time. 
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Arrangements for Dealing with pupils who are absent from school. 
 
Parents are asked to phone the school by 9.15 am on the first day that their 
son/daughter is absent from school in order to explain the reason for absence. When 
the pupil returns to school following the absence, a signed note from a parent is 
required explaining the reason for absence. 
 
Tutors and Year Heads will monitor attendance rates closely and speak to pupils whose 
attendance is giving cause for concern. They will offer support and encouragement and 
if necessary, contact parents informing them of problematic absences. Year Heads will 
telephone parents of pupils absent for 3 consecutive days, and will discuss with the 
Deputy-Principal those pupils with low attendance in order that appropriate action may 
be taken (e.g. parental interview, EWO visit, home tuition).  
 
The school has an Attendance Policy which is included below for information. 
 
Attendance Policy 
There is a high correlation between attendance at school and the realisation of the 
school’s general aims, which are designed to enable pupils to achieve their full 
potential. It is our intention, in partnership with parents, to encourage full attendance 
and punctuality of arrival at school in order that pupils may 
• take full advantage of their educational and developmental opportunities 
• establish good patterns of attendance and punctuality which may be carried forward 

to employment 
• be discouraged from truancy, which may lead to anti-social or criminal behaviour. 
 
In addition, it is hoped, through attendance at assemblies and extended registration, to 
• foster an awareness of the school community and instil a corporate identity 
• develop a sense of belonging as a basis for social interaction with both peers and 

tutors 
• facilitate effective communication within the school. 
 
It is also our aim to be proactive in identifying and resolving any problems or potential 
problems of which absence or lateness may be an indicator or precursor. In pursuance 
of this it will be considered normal good practice to  
• keep detailed records of pupil attendance in school daily and in each class during the 

day 
• inform parents as quickly as possible, where appropriate, if a pupil fails to attend 

school/class 
• identify patterns of non-attendance at an early stage and work to resolve any 

personal/social difficulties 
• inform the Educational Welfare Officer (EWO) when pupil attendance is deemed 

unsatisfactory 
• keep a record of lateness to school and, where appropriate, inform parents. 
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The implementation of this policy depends upon pupils and their parents and a wide 
range of staff, each with their specific roles:- 
 
Parents/Guardians should: 
• ensure that their child attends school regularly and that their child arrives on time 
• avoid, if at all possible, taking their child on holiday during term time 
• notify the school office on the first day of a pupil’s absence from school 
• provide an absentee form or letter explaining absence on the first day the pupil 

returns to school 
• for a planned absence, provide a letter to the registration tutor in advance seeking 

permission for a pupil to leave school during the day  
• co-operate with the school in seeking to overcome problems of non-attendance or 

lateness. 
 
Pupils should: 
• make every effort to attend school regularly and to arrive at school by 8.50am in 

time for assembly or extended registration 
• attend every class punctually 
•  following an absence, bring to their registration tutor an absentee form or letter of 

explanation from their parent/guardian on the first day back after absence 
• bring a letter from their parent/guardian seeking permission in advance to leave 

school during the day for a planned absence 
• show their planned absence (green) slip to those teachers whose classes they will 

miss 
• when late, sign in on arrival at the school office in the appropriate late book explaining 

their lateness 
• never leave school at any time during the school day without permission and without 

signing out 
• co-operate with staff in seeking to overcome problems of non-attendance or 

persistent lateness. 
 
Attendance 
The Department of Education issued revised guidelines in 2010 on Pupil Attendance: 
Absence Recording by Schools. Details of this can be found on the DENI Website at 
www.deni.gov.uk.  These guidelines advise schools on the Absence Codes which are to 
be used by schools when recording pupils’ absences. It clearly specifies examples of 
authorised and unauthorised absences (when a pupil must be recorded as absent) and 
lists examples of approved educational activities (when a pupil can be recorded as 
present).  
 
For the purposes of attendance, the school day has been divided into two sessions, a 
morning session and an afternoon session. Two registrations are now taken at school, 
the first between 9.05 – 9.15 am and the second at 1.40 pm during period 5 class. For 
the purpose of recording attendance on school reports, two sessions will be taken as the 
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equivalent of one day and for example, an absence of 4 sessions will be equated as an 
absence of two days. Attendance on reports is recorded as a percentage. 
 
Parents are asked to note the following points which have arisen as a result of the 
guidelines: 
• A pupil who arrives in the morning after registration has closed (ie after 9.15 am) is 

to be coded as Late which is defined by the guidelines as an unauthorised absence. A 
note will therefore be required from parents to explain this unauthorised absence. 
Pupils are expected to be school by 8.50 am unless in exceptional circumstances 
they are prevented from doing so. In circumstances such as bad weather or public 
transport difficulties, the register will be kept open for a longer period. 

 
• A pupil who takes unwell during the morning and has to be sent home is recorded as 

present for the morning session but recorded absent for the afternoon session. This is 
defined by the guidelines as an authorised absence. Therefore a note will be required 
from parents to explain this authorised absence for that session. 

 
• A pupil who leaves school to attend a medical or dental appointment during the 

morning is recorded as present for the morning session but recorded absent for the 
afternoon session if they do not return to school. This is defined by the guidelines as 
an authorised absence. Therefore a note will be required from parents to explain this 
authorised absence for the session. A pupil who arrives after 9.15 am because of a 
medical or dental appointment is coded as Late for the morning session and this is 
defined by the guidelines as an unauthorised absence. Therefore a note will be 
required from parents to explain this unauthorised absence for the session. 

 
 
Parental Holidays 
There has been an increasing tendency for parents to inform the school that they will be 
taking their children on holidays during term.  While there are many reasons why 
parents may wish to do so, it is the responsibility of all parents to request permission 
from the Headmaster a reasonable time in advance of the planned holiday.  Parental 
Holidays will be treated as unauthorised absences unless there are exceptional 
circumstances. 
 
The following points must be stressed regarding absence from school due to holidays 
being taken during term time.  Firstly, pupils who are absent for family holidays during 
the year have the responsibility to catch up on the work which they miss and parents 
are encouraged to ensure that pupils do so. Teachers cannot be instructed to re-do work 
already done in order to accommodate family holidays.  Secondly, pupils in Forms Five 
– Upper Six, will have external examinations during May and June and this should be 
taken into account in any holiday planning. 
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Mobile Phones 
These are becoming a difficult issue to manage in two regards.  Firstly, they are 
valuable pieces of equipment which must be looked after carefully and should be 
clearly named.  They are personal possessions and school cannot take responsibility 
for ensuring their security.  If a pupil brings a mobile phone to school they must keep it 
safe.  The second matter arises from the nature of the phones, which mainly are camera 
phones.  These must not be used to take images during school or while on school 
activities unless in an emergency when permission from a member of staff should be 
obtained.  Pupils found using a mobile phone in school, without permission, will have 
the phone confiscated and returned at the end of the day.  On the second occasion that 
this happens, parents/guardians will have to come to school to collect the phone.  
A policy on the ‘Use of Mobile Phones and Personal Electronic Equipment’ has been 
produced and is included below for your information. 
 

Policy on the Use of Mobile Phones and Personal Electronic Equipment 
 

Mobile Phones 
The possession and use of mobile phones by school pupils is now extensive. The use of 
mobile phones, particularly with the advent of increasingly sophisticated equipment 
and camera phones, presents a number of problems for schools, including: 
(i) Mobile phones can be valuable items and might render a pupil vulnerable to theft 

or attack 
(ii) Mobile phones (and their cost and level of sophistication - or otherwise) can 

make pupils objects of envy or disparagement and could have implications with 
regard to discipline and potential bullying; 

(iii) Even when apparently silent, the use of mobiles phones for texting purposes 
could be potentially undermining of classroom discipline; and 

(iv) Use of the newer phones with integrated cameras could lead to child protection 
and data protection issues with regard to inappropriate capture, use or 
distribution of images. 

 
It is not regarded as realistic to have a policy which prohibits pupils from taking phones 
to school. Not only would it be impractical to forbid pupils from carrying them when 
the latest phones are so slim that they could be hidden easily, but it is believed that a 
number of parents/guardians would be concerned for health and safety reasons if their 
child were not allowed to carry a phone at all and might therefore be unable to contact 
their parents/guardians in respect of any situation that might arise. In keeping with the 
ethos of the school, we wish to foster responsibility and co-operation with pupils.  
 
The school’s policy is that when a pupil brings a mobile phone to school, the phone 
must remain switched off during the school day and must not be used, for any 
purpose, on school premises, grounds or during off-site school activities (such as 
school swimming or sports activities). The only exception to this would be in an 
emergency or with the express approval of a member of school staff.  The school has a 
payphone for pupils; in an emergency, pupils will always be allowed to use a phone in 
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school office to contact parents. If a pupil is unwell or in a very distressed state, the 
school will seek to contact parents/guardians as soon as possible. 
 
Where a pupil is found by a member of staff to be using a mobile phone, for any 
purpose, the phone will be confiscated, placed in an envelope with the pupil’s name on 
it and left in the school office. It may be collected from the office at the end of the day 
by the pupil. A second confiscation of the phone from the same pupil will result in 
a request to a parent/guardian to collect the phone. Repeated misuse of a mobile 
phone in school will be seen as a serious breach of the school’s code of conduct and 
will result in a parental interview with the Headmaster or the Deputy Principal. 
 
Where offensive or bullying text messages, images, video footage or voice mails have 
been sent to or taken of other pupils during school or while on school activities, the 
phone of the offender will be confiscated and returned to a parent. Please note that 
offensive messages may be saved. These would be handed to the police if the offence 
was subject to police investigation.  
 
Use of Personal Music Players 
Pupils should not use Personal Music Players e.g. iPods or MP3 players: 

• during class (including cover classes) 
• in the canteen 
• walking along the corridors 

 
At no time should pupils share the use of earphones to listen to a personal music player 
for reasons of: 

• health and safety 
• hygiene 

 
Sixth Form pupils may use personal music players during private study only but must 
not share earphones. 
 
Failure, by any pupil, to comply with these regulations will result in: 
 (i)   Warning by the teacher concerned, or 
 (ii)  Removal of the item to the office to be collected at the end of school, or 
 (iii) Parents/Guardians being contacted. 
 
These items are very valuable and the school cannot be held responsible 
if an item is lost, stolen or damaged. They are at all times the 
responsibility of the pupil. 
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Healthy Eating at The Rainey 
Recent years have seen growing controversy about childhood obesity, early onset 
diabetes and other concerns related to diet and lifestyle. This has included the nature of 
meals provided by schools and the need for agreed standards.  Celebrity Chefs, high-
profile newspaper campaigns and the warnings of health professionals have combined 
to make this an issue which must be addressed as a matter of urgency. 
 
Nationally determined Nutritional Standards, with which schools must now comply, 
determine the foods which schools can provide within their school meals service.  This 
means, for example, providing fruit and vegetables, alternatives to fried, high fat or 
processed food and limiting other foods, such as chips, to once a week.  
 
Rainey Endowed School Meals Service is recognised for the quality, taste and 
presentation of the food and meals provided.  Required environmental health and 
hygiene tests are carried out, staff are appropriately trained and scrupulous care is taken 
to ensure the cleanliness and safety of the service 
 
The following steps have already be taken to promote health eating 
• withdrawal of fizzy carbonated drinks & sugary drinks, replaced by water, fruit 

juices, milk etc. 
• withdrawal of confectionery, high fat crisps and other snacks, replaced by healthy 

food bars and low fat alternatives.  
• limited provision of high fat, fried, processed foods 
• all food/menus are fully compliant with published standards. 
 
As parents you are asked:  
• to encourage children to buy healthy, eat healthy and live healthy; 
• to provide healthy packed lunches, avoiding in particular high fat snacks and 

confectionery,  
• not to send coke and other fizzy drinks, crisps, sweets and nut products with your 

child to school. 
 
Several pupils in school suffer from a severe nut allergy.  Children with this condition 
may have a severe reaction which could prove fatal if they come into contact with nuts. 
Consequently we would ask that no nuts or nut products, such as peanut butter 
sandwiches, are brought into school for your child’s break or packed lunch. You will 
appreciate the reasons for making this request and trust that you will give it your full 
co-operation. 
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General Guidance on the use of the Internet by Pupils 
Our IT networks provide access to the Internet for pupils within our school. The Internet 
Service Provider used within The Rainey Endowed School in conjunction with appropriate 
filtering software purchased by the school will provide a filtered service ie materials deemed 
to be unsuitable have been filtered out so that they cannot be accessed by pupils within the 
school.  This will provide a safeguard against the accessing of unsuitable materials but, in 
itself, will not prevent misuse of the Internet.  The following guidelines have been drawn up 
to ensure that all pupils know the standard of behaviour that is expected of them when using 
the Internet. 
 
1.  When using the Internet pupils MUST NOT 
(a) Retrieve, send, copy or display offensive messages or pictures 
(b) Use obscene or racist language 
(c) Harass or insult others via any form of on-line communication 
(d) Damage computers, computer systems or computer networks 
(e) Break copyright laws 
(f) Use another user’s password 
(g) Access another user’s folders,  
(h) Intentionally waste resources (eg on’-line time, printer paper or other consumables) 
(i) Use the school network for unapproved commercial purposes 
 
2.  The following are examples of UNACCEPTABLE behaviour: 
• Searching, viewing and/or retrieving materials that are not related to the aims of the 

curriculum or future careers 
• Copying, saving and/or redistributing copyright protected materials 
• Subscribing to any services or ordering any goods or services, unless specifically approved 

by the school 
• Playing computer games or using ‘chat’ sites, unless approved by the teacher 
• Using the network in such a way as to disrupt the use of other network users eg sending 

mass e-mail messages 
• Publishing, sharing or distributing any personal information about a user (such as home 

address, e-mail address, phone number) 
 
3.  The following are examples of ACCEPTABLE behaviour and are encouraged by school: 
• The use of e-mail and computer conferencing to communicate with other schools and 

organisations on subjects relating to school curriculum or extra-curricular activities running 
in school 

• Use of the Internet to investigate and research school subjects 
• The use of the Internet to investigate careers and Further and Higher Education 
 
4.  A member of staff will usually supervise pupils in Forms 1-5 when using the Internet in the 

context of a classroom lesson.  However, Sixth Form pupils are allowed to access the 
Internet on their own. In such cases pupils must use the Internet in a responsible way. 
Pupils in Forms 1-5 must ask permission from an appropriate member of staff BEFORE 
accessing the Internet outside class time. 

 
5.  Access to the Internet in school is a privilege and not a right.  It is given to pupils who act 

in a considerate and responsible manner, and will be withdrawn if they fail to maintain 
acceptable standards of use. 
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Handling Complaints Procedures 
 
STAGE 1 – INFORMAL: VERBAL CONTACT WITH MEMBER OF STAFF 
In the first instance, a complaint or concern should normally be referred verbally to the 
member of staff concerned in the following way: 

The person making the complaint should telephone the school, give his/her name and 
brief details of the issue. The member of staff will be informed and expected to 
reply, if possible, within the school day.  If a member of staff is not in school or is 
unavailable for any reason, the person making the complaint will be so advised and 
given an indication of when to expect contact. 

It is expected that most concerns/issues will be resolved at this initial, informal stage, 
as, in many instances, they can arise through a simple misunderstanding.  This 
approach would not prevent you from choosing to enter the process at a later stage, if 
you believe that to be an appropriate course of action. 
 
STAGE 2– INFORMAL: VERBAL CONTACT WITH HOY/HOD 
If your complaint remains unresolved, you should telephone the school and arrange a 
meeting with the appropriate Head of Year (HOY) or Head of Department (HOD).  The 
person making the complaint should give his/her name and brief details of the 
concern/issue so that some preparation can be made for the discussion. If you have 
concerns/issues relating to the HOY or HOD, you should raise the matter as at Stage 1. 
It is expected that, in some circumstances, the HOY or HOD will not be in a position to 
deal effectively with your concerns immediately and may require some time in which 
to investigate and prepare a proper response.  You will be given a clear indication of 
when to expect a response. 
 
STAGE 3 – FORMAL: WRITING TO THE PRINCIPAL 
Sometimes it will not be possible for you to have your complaint resolved at source 
through the informal routes proposed at Stages 1 and 2 or indeed it might be more 
appropriate to initiate the procedures at this stage.  Your written complaint should be as 
concise as possible and address specifically the issue or issues that are of immediate 
concern to you. 
 
STAGE 4 – FORMAL: WRITING TO CHAIRPERSON OF THE BOARD OF 
GOVERNORS 
If you still believe that your complaint has not been dealt with in a satisfactory manner, 
or in a case where you decide to raise an issue at this level, you may write to the 
Chairperson of Board of Governors.  The Chairperson will be responsible for bringing 
your complaint to a Governors’ Sub-Committee, which will investigate and respond to 
your complaint.  Your written complaint should be as concise as possible and address 
specifically the issue or issues that are of immediate concern to you. 
 
Further details are included in the MLP Handling Complaints Policy which is 
available on the school website. 


