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Parent’s Handbook 

St Mary’s Special School Parent Handbook 

About Us 

 

St Mary’s Special School caters for children with Moderate, Severe and Profound 
General Learning Disabilities, as well as, Autism Spectrum Disorder (ASD). We strive to 
provide a high standard of teaching and learning within a positive and enriching learning 
environment.  

The school team is formed by teachers, nurses, special needs assistants,   school 
administrators, a caretaker, bus escorts and a Principal and a Deputy Principal. As a 
school we believe in a collaborative approach to enhance and develop both, school 
improvement and effectiveness. 

Our aim is to provide an eclectic model of education in order to enable our pupils to live 
their lives to the full and to realise their potential as a unique individual. In order to 
achieve this, we offer a broad and balanced curriculum that is child centered and 
evidence based to all pupils, taking into consideration their learning style and individual 
abilities and needs. 

 

 

 Patron Body 

Preparation for starting in St Mary’s Special School. 

Starting a new school is a huge milestone in the life of every child or young person. As 
well as being very exciting it can often be a time of anxiety and stress. The team in St 
Mary’s Special School will want to meet your child at least once before they start. This 
visit will help us ensure that we can properly meet the needs of your child and prepare 
for their start date. After this meeting the school will design a transition plan for each 
student. This plan is completely individual and will hopefully involve input from the 
student themselves, parents and previous educators. 

Induction of New Students 
 



2 
 

It may be necessary to introduce new students on a phased basis.   These students may 
not initially be expected to complete a full school day. 
 
Transition into St. Mary’s  
 
On occasion, children may transfer into St Mary’s Special School from a different 
school or community service provider. This is subject to the School’s enrolment policy 
and available space. 
 Should this be the case, the transition period to St Mary’s Special School will be 
determined at the discretion of the BOM and the Principal. The decision of type and 
length of transition should be based on the individual needs of the child and the overall 
welfare of current students. As transitions require some planning, a period of up to 6 
weeks can at times be a reasonable expectation; however, every effort should be made 
to make the transition a swift and reasonable process.   

 Steps to transition into the school: 

§ We would encourage parents to make a scrapbook of photos of the school; this 
will be a good visual cue to talk about St Mary’s Special School with your child. 

§ Give your child lots of reminders about when they will be coming to St Mary’s. If 
they have a visual planner put a picture of St Mary’s Special School on the 
appropriate day. 

§ For most students we start with a 1-2 hour visit on day one.  
§ After this we move at a pace that is appropriate to each individual student, 

working towards full school days. 

The first year will be used to: 
 

• Assess the child’s educational needs 
• Develop an I.E.P. to address identified needs 
• Assess whether the child’s placement is appropriate 

A typical school day 

§ Most students travel to St Mary’s Special School on a school bus that collects 
them from their home. As well as the driver each bus has an escort that is there 
to support your child on their journey to school 

§ Our school day begins at 9.00 am. 
§ Your child will have an opportunity for a snack mid-morning. 
§ Snacks and hot lunches are provided daily for all pupils by Carambola Catering 

Company. The snack and hot lunch menu can be viewed by visiting 
www.carambola.ie. The menu selection for each week must be made prior to the 
Friday evening of the previous week. Please use the log in details which have 
been sent home to you previously. 

§ At 2.40 pm school is finished 
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School Uniform 

St Mary’s School has always valued the importance of its school uniform. It enhances 

every child’s association with the school and provides our students with a strong sense 
of identity and belonging. The school uniform can be purchased from CJ Murtagh’s 
Drapery Shop, Trim, Co. Meath, Telephone: 046-9431792. 

We would appreciate parent/carer co-operation with regard to sensible footwear, and 
during winter it is important that the children come to school with warm clothing and 
that they have suitable coats.  

  

Curriculum 

 

In St. Mary’s Special School we strive to provide a high standard of teaching 
and learning within a positive and enriching learning environment. We realise 
that providing educational experiences for students with special educational 
needs within the framework of the mainstream curriculum is a challenge. We 
believe that the educational experiences of our students should reflect what is 
available to their peers. While each student has his/her own individual 
educational plan, the opportunities for learning that co-operation and group work 
present should not be ignored.  
As a school we believe in a collaborative approach, the professional 
responsibility for the education of the students lies within the class teacher, 
specialist teachers, SNAs, and Principal. There is a particular need for 
consistency of approach among all the parties involved in our pupils’ education. 
 
We use the Curriculum guidelines for teachers with mild, moderate, severe and 
profound as well as the main stream curriculum, as access to the main curriculum 
should be facilitated, where possible. 
Teachers need to consider the balance between core competencies, academic 
achievement, and the continuing need for an emphasis on life skills and 
independence training. The overall aim should be that the students acquire skills 
that are relevant to their lives both as children and as adults. 

 
The subjects taught are as follows: 
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Curricular areas in primary 
schools. 

Key learning areas within the 
curriculum guidelines for special 
educational needs. 

Language Language and Communication 
Mathematics Mathematics 
Social, Environmental and 
Scientific Education ( SESE): 
history, geography and Science 

Social, Environmental and Scientific 
Education (SESE): history, 
geography, and Science 
(understanding and relating to the 
environment). 
 

Arts Education: visual arts, music, 
and drama. 

Arts Education: visual arts, music, 
and drama. 

Physical Education Physical Education 
Social, Personal and Health 
Education ( SPHE) & Relationships 
and Sexual Education (RSE) 

Social, Personal and Health 
Education ( SPHE) & Relationships 
and Sexual Education (RSE) 
 

 
The above Curriculum is a source that can be used by teachers to broaden and 
generalise schemes of work. 
However, in order to meet the needs of all our pupils our list of resources is 
extensive. 

 

 

  

Junior Cycle Programme-  Level 1 Learning programme 

Students are at the centre of teaching and learning, and will have an educational 
experience that addresses their individual needs and enables them to live, participate 
in, learn, work and contribute with the greatest degree of autonomy to the communities 
in which they belong.  

  

ASDAN 
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All post- primary age students are working on ASDAN modules. ASDAN is a pioneering 
curriculum development organization and awarding body, offering programmes and 
qualifications that explicitly develop skills for learning and skills for life. As with all of 
our goals, ASDAN modules will be chosen in consultation with families and will target 
life-skills of particular relevance to each student. 

 

Other Curriculum Materials 

ST Mary’s Special School draws from a wide variety of resources and curriculum 
materials. Over the years the school has acquired a strong library of materials to help 
us teach our students. We have resources aimed at teaching a wide variety of skills 
across curricular areas. 

  

The School Calendar and the School Day 

 The school term begins in September and runs until the end of June. The school 
calendar is distributed at the beginning of the first term and provides information on 
school holiday closures. The school may close for 1-2 days of in-service training within 
the year, of which parents will be notified well in advance. Sometimes there are 
unforeseen school closures due to weather conditions. Parents will be advised of these 
closures by the Principal through web-text. Parents will be notified with regard to July 
provision at a later date. 

 Many of our children take the bus to school but parents who provide their own 
transport are responsible for getting their children to class on time. Parents should call 
the school early in the morning before school starts if their child is going to be late or 
absent from school. Parents can leave a message on the school answering machine if 
there is no one in the office to take their call. 

 If you want to take your child out of school early during the day, you must write a note 
to the Class Teacher, informing her why you are taking your child out of school early, 
what time you will take your child out of school and the name of the person picking your 
child up if he/she is not a parent/guardian. 

 At the end of the school day, the Class Teacher and SNA will remain responsible for 
the children in their care until they are handed over to the child’s parent/guardian or 
bus escort. If the student is normally collected by his/her parent/guardian, the child 
will only be allowed to leave the school premises with that recognised person. If 
however, you cannot collect your child from school, please inform the Principal, 
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Director of Education or the child’s Class Teacher in advance of the person who will be 
collecting your child that day. Parents arriving early to collect their children are 
expected to wait at the main door of the school. 

  

  

Home/School Communication 

  

Good home/school communication is one of our top priorities. For general information 
we issue a termly newsletter to parents. Home/School communication is encouraged 
through the use of a school diary. It is important to check your child’s diary for notes 
and letters. All students are sent home at the end of the day with relevant information 
about their child’s day, daily data where relevant and any further information specific 
to a particular student. Parents are encouraged to communicate with the child’s Class 
Teacher through the diary and provide any relevant information about their child that 
may be necessary for the teacher to know. We find it particularly helpful if parents 
keep us informed about disturbed sleeping patterns or suspected illness. 

  

Parents will be requested to attend two IEP meetings with their child’s Class Teacher 
in the school year. In this meeting the Class Teacher will discuss your child’s 
programmes and educational progress. The Director of Education will also attend the 
IEP meeting where relevant, to discuss the child’s Behaviour Support Plan. 

  

  

  

  

. 
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.Illness and school: 

 If children are sick they should stay at home. When your child is absent from school it 
is necessary to write a note to your child’s teacher explaining the reason for his/her 
absence. All notes are kept on file. In September 2002 the Education Welfare Act was 
enacted. Under this Act, the school must inform the Education Welfare Board when a 
child accumulates 20 absences or when there is a concern about a child’s attendance. It 
is long established that there is a direct link between high pupil attendance and 
progress in school. 

 If your child becomes sick or has an accident at school, the Class Teacher will call the 
child’s parent/guardian and make arrangements for the child to be collected from 
school. The child will be looked after by his/her Class Teacher or appointed SNA until 
the child’s parent/guardian collects him/her. 

 When you enrol your child at the school you will be asked to provide the name and 
phone number of the person to call if your child is sick or has an accident at school. 
Please inform the school if this information changes. 

Diarrhoea / Gastroenteritis 

As gastroenteritis can be very infectious, it is important to take steps to prevent it 
spreading from your child to other children.  The HSE recommends that children should 
not return to school until 48 hours have passed since their last episode of diarrhoea 
and vomiting. 

 Medication: 

 The following are the agreed procedures for the administration of medication: 

General 

• Non-prescription medicines will neither be stored nor administered to 
pupils in the school. Medicines normally available over the counter that 
have been prescribed by a doctor with full written instructions may be 
administered. 

• Where possible the GP or other doctor being attended should arrange 
for the administration of prescribed medicines outside of school hours. 
If this is not possible then it should be ascertained if it is feasible for 
the parents/guardians to come to the school to administer the 
prescribed medication. 
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• Prescribed medication (other than emergency medication) will not be 
administered for the first time at school. 

 Administration 

• The parents/guardians of the pupil concerned may write to the Board of 
Management requesting the Board to authorise a staff member to administer 
the prescribed medication. This signed letter of request should be accompanied 
by written instructions from a doctor outlining the procedure to be followed in 
administering the medication. These instructions should contain:  
 

v the full name of the student 
v the name of the medication to be administered 
v the time at which the medication should be administered or the specific 

circumstances in which medication should be administered  
v the exact dosage to be administered 
v the expected duration of the course of medication 
v any storage requirements 
v any other essential relevant information 

 
 

• The letter of request is submitted by the parents/guardians to the principal. 
The principal in turn shall bring the request to the Board for approval. 

• The Board of Management, having considered the matter, may authorise staff 
members to administer prescribed medication to a pupil in accordance with the 
doctor’s instructions. However, no staff member can be compelled to administer 
prescription medicines to a pupil. 

• The Principal shall communicate the decision of the Board to the 
parents/guardians.  

• The Board may request the parent/guardian to organise a demonstration of the 
administration of the prescribed medicine by a medical professional or the 
Board may organise training of staff in the administration of the prescribed 
medicine. 

• Any member of staff who administers prescribed medicines should only do so in 
accordance with the instructions of the child’s doctor. Every reasonable 
precaution must be taken on the part of the member of staff to discharge the 
responsibility correctly. 

• In administering medication to pupils, staff should exercise the standard of 
care of a reasonable and prudent parent. 

• The name and dose of medication being administered will be checked by a second 
staff member and a written record of the time and date of administration will 
be co-signed and kept on the child’s file. 
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• In emergency situations qualified medical assistance will be secured at the 
earliest opportunity and parents will be contacted. 

 

 Policies 

Policy writing is an important and thoughtful process. St Mary’s Special School 
identified the following as key policies for the safe, happy and ordered administration 
of the school. Policy writing is about putting onto paper what we do and implementing 
best practice. The participation of parents benefits all children. Some of our policies 
are available to read on the schools website or you can request a hard copy from the 
school administrator who will be happy to provide you with a copy. If you think there is 
an important policy that is missing please contact the Principal and let him know. 

School Policies: 

Enrolment policy 

Child Protection policy 

Code of Behaviour policy 

Health and Safety policy 

Relationship and Sexuality Education 

Intimate Care policy 

Physical Intervention policy 

Critical Incident Policy 

  Bi Cinealtas Policy 

 

Complaints Procedure 

Stage 1 
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1. A parent/guardian who wishes to make a complaint should, unless there are local 
arrangements to the contrary, make an appointment with the class teacher with a 
view to resolving the complaint. 

2. Where the parent/guardian is unable to resolve the complaint with the class 
teacher s/he should approach the principal with a view to resolving it. 

3. If the complaint is still unresolved the parent/guardian should raise the matter 
with the chairperson of the board of management with a view to resolving it. 

Stage 2 

1. If the complaint is still unresolved and the parent/guardian wishes to pursue the 
matter further s/he should lodge the complaint in writing with the chairperson of 
the board of management. 

2. The chairperson should bring the precise nature of the written complaint to the 
notice of the teacher and seek to resolve the matter between the parties within 
five days of receipt of the written complaint. 

Stage 3 

1. If the complaint is not resolved informally, the chairperson should, subject to the 
general authorisation of the board and except in those cases where the 
chairperson deems the particular authorisation of the board to be required: 

a) Supply the teacher with a copy of the written complaint; and 
b) arrange a meeting with the teacher and, where applicable, the principal teacher with 
a view to resolving the complaint. Such a meeting should take place within 10 days of 
receipt of the written complaint. 

Stage 4 

1. If the complaint is still not resolved the chairperson should make a formal report 
to the board within 10 days of the meeting referred to in 3(b). 

2. If the board considers that the complaint is not substantiated the teacher and 
the complainant should be so informed within three days of the board meeting. 

3. If the board considers that the complaint is substantiated or that it warrants 
further investigation it proceeds as follows: 

a) the teacher should be informed that the investigation is proceeding to the next 
stage; 
b) the teacher should be supplied with a copy of any written evidence in support of the 
complaint; 
c) the teacher should be requested to supply a written statement to the board in 
response to the complaint; 
c) the teacher should be afforded an opportunity to make a presentation of case to the 
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board. The teacher would be entitled to be accompanied and assisted by a friend at any 
such meeting; 
d) the board may arrange a meeting with the complainant if it considers such to be 
required. The complainant would be entitled to be accompanied and assisted by a friend 
at any such meeting; and 
e) the meeting of the board of management referred to in (d) and (e) will take place 
within 10 days of the meeting referred to in 3(b). 

  

  

Stage 5 

1. When the board has completed its investigation, the chairperson should convey 
the decision of the board in writing to the teacher and the complainant within 
five days of the meeting of the board. 

2. The decision of the board shall be final. 
3. The Complaints Procedure shall be reviewed after three years. 
4. Primary School Management or INTO may withdraw from this agreement having 

given the other party three months’ notice of intention to do so. 

 


