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NEWBRIDGE COLLEGE




APPLICATION FORM

FOR POST OF

PRINCIPAL

Name of Applicant:
______________________________



 Newbridge College - Position of Principal
1. PERSONAL DETAILS
	First Name:
	Surname:

	
	

	Home Address:


	Correspondence Address: (if different)



	
	

	Home Phone Number:
	Mobile Phone Number:

	
	

	Email Address:
	

	Current Post / 

Where Employed
	

	Do you have 5 years whole-time teaching service as per DES C/L 04/98?  Yes   [    ]    No  [    ]     
Are you registered with the Teaching Council?                                             Yes   [    ]     No  [    ]     

If YES, Teaching Council Registration Number:                                           

If NO, are you eligible for registration and willing to register?                    Yes   [    ]     No  [    ]     
If NO, please explain:
PLEASE NOTE
The successful candidate will be paid by the Department of Education and Skills (DES) and must fulfill DES conditions which include registration with the Teaching Council.  




2. QUALIFICATIONS
	2.1   Primary Degrees/Diplomas


	University/Institute/College:



	Qualification (Pass/Hons):
	Awarding Body:

	Year of Entry:
	Year Qualified:

	Subjects studied:

	

	


	

	


	2.2   Post Graduate Degrees/Diplomas



	University/Institute/College:



	Qualification(Pass/Hons):
	Awarding Body:

	Year of Entry:
	Year Qualified:

	Subjects studied:

	

	


	

	


	University/Institute/College:



	Qualification (Pass/Hons):
	Awarding Body:

	Year of Entry:
	Year Qualified:

	Subjects studied:

	

	


	

	


	2.3   Other Relevant Qualifications


	Qualification
	Relevant Details

	
	

	
	

	2.4   Qualifications in Irish 

	


3. PROFESSIONAL MANAGEMENT / LEADERSHIP DEVELOPMENT
	List any management/leadership courses not included in Section 2 above. 

Include details of subject matter, duration and any additional qualifications acquired. 

Start with the most recent and work backwards.

	Name of Course
	Provider
	Course Content
	Length
	Year

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	What key skills and knowledge (relevant to school principalship) have you acquired as a result of your participation in these courses and the courses listed in Section 2 above?

	


4. TEACHING AND OTHER RELEVANT EXPERIENCE

4.1 
Employment:  Please provide details of your work history beginning with the most recent position. Please indicate whether positions were whole-time (w) or part-time (p).
	Dates

(From/To)
	Name and Address of 

Employer
	Position Held and
‘W’ or ‘P’
	Summary of Main Duties and Responsibilities

	
	
	
	


4.2
Post(s) of Responsibility or Equivalent beginning with the most recent position.
Use the following codes to designate the posts: - P = Principal, DP = Deputy Principal, AP = Assistant Principal Post, SD = Special Duty Post, PC = Programme Coordinator.

Please indicate also if the post was Department paid (DES) School paid (SP) or a voluntary post (V) by entering these codes in brackets (  ) alongside the post code/s.
	Dates

From
	Dates

To
	Position
P, DP, AP, SD or PC
	School / Other Institution
	Responsibilities

	
	
	
	
	


4.3
Other relevant experience (i.e. Social/Sport/Business) beginning with the most recent and working backwards
	Dates From
	Dates 

To
	Position
	School / Other Institution
	Responsibilities

	
	
	
	
	


4.4
List, with outline dates, any extra-curricular activities in which you are or have been involved – beginning with the most recent.
	


4.5
Outline briefly your three most significant achievements with respect to the above (4.1 to 4.4) responsibilities.
	


4.6
What aspects of your experience, outlined above in sections 4.1 to 4.5, have prepared you for the role of Principal?

	


5. 
ROLE AND FUNCTION OF PRINCIPAL
A number of key competencies have been identified as being essential for the effective performance of the role and function of Principal.
· Leadership in a Faith School 

· Organisational and Administrative Skills

· Strategic Development & Management Competencies
· Relationship Management & Interpersonal Skills

· Self-awareness & Self-management Skills

Each competency is defined below and you are required to provide, under each competency area, an example of where you have displayed that competency. Examples may be drawn from your experience in various settings including professional, social, sporting or voluntary contexts.
5.1 
Leadership in a Faith School promotes the building of a school community in its religious tradition and in accordance with the values of the school’s mission statement and expressed philosophy. It facilitates the creation of a shared school culture that reflects the core values and ethos of the school.
Outline ONE example of how and where you have displayed this competency.
	


5.2 
Organisational and Administrative Skills involve the use of a range of resources, supports and processes to enable self and/or others achieve school objectives efficiently and effectively. This involves setting priorities, goals and timetables to ensure effective use of time and resources.
Outline ONE example of how and where you have displayed these skills.    
	


5.3
Strategic Development and Management incorporates the ability to take a broad and long term view of the school’s purpose and objectives. 
Outline ONE example of how and where you have demonstrated this competency.
	


5.4
Relationship Management and Interpersonal Skills involve the use of a range of communication skills, to build and sustain constructive and supportive relationships with all key partners – staff, parents, students, DES, etc. 
Outline ONE example of how and where you have displayed these skills.
	


5.5
Self-awareness and Self-management Skills refer to awareness and understanding of your own emotions and managing them in your dealings with others. It includes the ability to receive and act on feedback. 
Outline ONE example of how and where you have demonstrated these skills.
	


6.
CHALLENGES FACING SCHOOLS
What, in your opinion, are the particular challenges and issues impacting on the management and leadership of a voluntary secondary school?
	


7. PERSONAL VISION
7.1 Outline your personal vision of the role of Principal in Newbridge College.
	


7.2
If appointed Principal of Newbridge College what would be your priorities for action?
	


8. CHARACTERISTIC SPIRIT
8.1 Outline briefly the ways in which you supported the characteristic spirit of the school(s) in which you have been employed.
	


8.2
Outline which aspect of the Newbridge College Mission, Ethos and Educational and Religious Philosophy you would particularly like to promote and why.
	


9.
PERSONAL DECLARATION:

If this section is not completed, your application will not be considered for processing.

9.1
Have you been investigated by the Gardaí, HSE, or your employer in relation to substantiated complaints made concerning your treatment of children?




YES



NO


9.2
Were you the subject of any allegation of criminal conduct or wrongdoing towards a minor?




YES



NO


9.3
Are you aware of any material circumstance in respect of your own conduct which touched/touches on the welfare of a minor?



YES



NO


The school undertakes that all responses furnished by you in respect of the above questions will be treated as confidential, subject to any reporting obligations which may be imposed on the school, pursuant to “Children First” published by the Department of Children and Youth Affairs, the Child Protection Procedures for Primary and Post Primary Schools published by the Department of Education and Skills or pursuant to any legal obligation imposed on the school to facilitate the effective investigation of crime. 

In the event of your being recommended for appointment to this position the Board of Governors is obliged to comply with the terms of current DES Circular Letters. The Board of Governors’ policy is that all new personnel recommended for appointment will be vetted and that the outcome of the vetting will be considered having regard to the school’s vetting policy.  This applies in respect of all recommendations for appointment to teaching, principal, deputy principal and support staff positions where the person recommended for appointment is not currently an employee of the school and applies irrespective of whether the person has been previously vetted or not. 

Please note that appointment to the position is subject to the outcome of the vetting process and the Board of Governors’ determination of suitability for employment in the position having regard to the vetting information received.  No appointment will be confirmed until the aforementioned steps have been completed.  In the event of any delay in the vetting process, the Board of Governors will require the recommended person to confirm in writing his/her acceptance of the aforementioned conditions of appointment to the position.

Further note that it is essential that you make appropriate and full disclosure in response to the questions at 9.1, 9.2 and 9.3 above.  In the event of an offer of employment being made to you by the Board of Governors, this personal declaration will constitute a fundamental term of the contract of employment.  If, at any time, it is subsequently established that you have made an incomplete and/or inaccurate disclosure in this declaration, you may face disciplinary action, up to and including dismissal.
10.
SCHOOL ETHOS

The Board of Governors wishes to declare that all applications are accepted on the understanding that the candidate supports the College’s ethos, as outlined in the three documents attached to this application, and is prepared to accept the role of Principal as described in these documents.
Additional information about the College, including its ethos, activities and educational philosophy, is available on the College website: http://www.newbridge-college.ie/ 
11.
REFERENCES

Please supply the names and contact details of two referees, at least one of whom must know you in a professional capacity.  The other referee needs to be in a position to provide a personal reference for you. 
In addition, references may be sought from your present/former Principals and/or Chairpersons/Managers if not listed below.
11.1
Professional Referee
Name:
Address:
Telephone/ Mobile:
Email:
How do you know the above person? What is your relationship with this person?     

11.2
Personal Referee
Name:
Address:
Telephone/ Mobile:

Email:
How do you know the above person? What is your relationship with this person?     

12.
UNDERTAKING
I certify to the Board of Governors that the information provided herewith is true and correct. 

Signature of Applicant:
Date:         

N.B.

· The Selection Committee may be contacting the above named for references.
· The Board of Governors is an equal opportunities employer.
· Short-listing of candidates may take place.
· Candidates may be called for more than one interview.
Data Protection: All personal information provided on this application form will be stored securely by the school and will be used for the purposes of the recruitment process. Application forms will be retained for a period of 18 months, and in the case of a successful candidate for the duration of his or her employment and a minimum of two years thereafter. This information will not be disclosed to any third party without your consent, except where necessary to comply with statutory requirements or to provide normal company services. Internally, your information will be kept confidential and only made available as necessary. You may, at any time, make a request for access to the personal information held about you. Should you wish to make any changes, or erasures, to any information stored about you, please contact the principal. 
Newbridge College
Religious and Educational Philosophy
BACKGROUND
The Dominican Fathers founded Newbridge College in 1852 as a boarding school for boys. Today, still under the care of the Dominican Fathers, Newbridge College is a fee-paying co-educational day school with more than 850 students – some 50% of whom are female. A large proportion of the students avail themselves of the opportunity of day-boarding, attending the College until 9.30 p.m., four days a week. The College also offers its students an extensive extra-curricular programme

Since 1984 a Board of Governors, comprising representatives of the Dominican Fathers, parents, past pupils and teachers, has managed the College. And the Principal’s post has been held by a layperson since 1991.

MISSION STATEMENT
Newbridge College is an educational community which, under the trusteeship of the Dominican Order, is dedicated to promoting, in co-operation with parents and guardians, the religious, spiritual, moral, academic, aesthetic, cultural, physical, emotional, and social development of all the students committed to its care. Its principal means of achieving this aim is through the collaborative participation of students and staff in the college’s curricular and extra-curricular programmes/activities, having regard to each individual’s unique set of needs and aspirations.

ETHOS AND PHILOSOPHY
As a Dominican School, Newbridge College seeks to pass on to its students not only skills for earning a living but values for living in a way that shows respect for all that is noble and true. It acknowledges that each of its students is uniquely gifted and it seeks to provide each one of them with curricular and extra-curricular opportunities that are suited to his/her aptitudes and aspirations.

Our students are taught and helped to assess things at their true worth, to cherish only what is good, and to approach society in a generous and critical manner. This is in line with the Dominican tradition, reaching back to the insights of St Dominic, who founded the Dominican Order in 1216, which has ‘Truth’ for its motto. Our students are helped to become Christian citizens, dedicated to playing their part in establishing a society which values peace and justice for the sake of the Kingdom of God above all other things. They are to be unflinching in their rejection of what is ignoble and unjust.

Furthermore, our students are challenged to acquire an appreciation of the finer things in life – a particular emphasis is placed on art and music.

Overall, our hope is that our students may come to adopt as their own those values taught by Christ and to grow in knowledge of him who is ‘The Way, the Truth and the Life’.

In working to meet its responsibilities to and for its students, Newbridge College believes it must embody the values it espouses. It recognises each student as being uniquely talented and precious. The educational environment it offers is strongly pastoral, being motivated to bring out the best in those in the care of the College. It seeks to provide for the development of the whole person, notwithstanding a student’s aptitudes, aspirations, background or amenability. This is why the College is glad to provide an extensive curriculum of both academic and technical subjects. And it is also why it gives a prominent place to music, to sport, and to extra-curricular activities.

Newbridge College believes that trust and openness must be visible in the interactions between staff and students, and among both students and staff. For that reason, the Code of Conduct is framed to encourage students to grow in self-discipline, and to enable staff to support them in such growth. In dealing with disciplinary matters, the staff of the College recognise that young people need to be understood as they struggle with dilemmas which, for them, are new and often frightening. It is the philosophy of the College to seek to understand the young people put in its care rather than to judge, still less to condemn.

Newbridge College hopes that its caring philosophy extends into the way it relates to the parents of its students. The College works in close cooperation with its constituent parents, from a perspective of partnership and respect. 

Because of the values it espouses, whatever way life after school may turn out for them, Newbridge College takes pride in all its students, will always value them, will always welcome them. The College hopes that it shapes its students to make their mark on the world by their generosity rather than by their competitiveness.

The elements of trust and partnership which are so central to the ethos of the College receive concrete expression in the way the Board of Governors is composed, being representative of all those groups who contribute to the life and work of the College, and who have a stake in its future.

.

March 2014
Newbridge College
Constitution
PREAMBLE
Whereas Fr Thomas Jordan, O.P.,  Prior Provincial of the Irish Province of the Order of Preachers, on 22nd September, 1988, gave to Newbridge College a Constitution

and whereas Fr Laurence Collins, O.P., as Prior Provincial provided an amended Constitution on 1st August 1994
and whereas the Board of Governors, has proposed in accordance with Article 29 (B) and (C) that amendments be made in the Constitution then given,

FR PATRICK LUCEY, O.P., Prior Provincial,

DESIRING to secure that Newbridge College should continue to be a Christian school in the Roman Catholic tradition;

CONSCIOUS of the Irish tradition and heritage of the College, and

CHERISHING in the life and work of the College the Dominican tradition of devotion to truth, now gives to Newbridge College this Constitution.

1. 
BOARD OF GOVERNORS
A. Newbridge College shall be governed by a Board of Governors comprising:

i) 
ex officio, the Prior Provincial for the time being of the Irish Dominican Province, afterwards referred to as the Provincial, and the Prior for the time being of the Priory of St Eustace;

ii) 
not more than thirteen other Governors, five of whom shall be appointed by the Provincial. Not fewer than two and not more than four of these appointed Governors shall belong to the Dominican Family.


Seven of the Governors may be elected by classes of electorate as specified in iii);

iii) 
a person may be elected to one and only one of the following panels:

(a)
the Parent-School Association of the College may elect two members under rules of election to be approved by the Board of Governors;

(b)
Newbridge College Union members may elect two members of the board;

(c) 
full time permanent members of the teaching staff may elect two members of the board;

(d) 
the Community of the Priory of St Eustace may elect a person of their choice.

Any elector may vote in one panel only.

B
i) 
The Board of Governors, with the agreement of the Provincial, may fill one additional place by co-option if circumstances warrant it.

ii) 
Elections as specified in 1A ii) and iii), above, shall normally be held every four years.

iii) 
The Provincial shall appoint members to the Board as specified in 1A ii) every four years at a date as soon as possible after the day on which the result of the elections referred to in 1A iii) is declared.

iv)  Vacancies arising on the Board, for any reason, shall be filled by the body originally responsible for electing or nominating to the vacant position, and by the same procedure. A member so elected or appointed shall hold office only until the expiry of the Board.

C 
i) 
Subject to Article 7 (a), (b) and (c) every elected member of the Board shall, unless s/he sooner resigns or becomes disqualified, hold office from the day when the first meeting of the new Board is convened by the Provincial, and remains in office until the first meeting of the next Board.


ii) 
Subject to Article 7 (a), (b) and (c) every appointed member of the Board shall hold office as determined in i) above.

D 
In choosing Governors and in their appointment, all concerned should endeavour to secure for the College the services of individuals committed to the ideals of Catholic education represented by the College, and possessing skills likely to assist the Board of Governors in its work, e.g., skills or experience in education, finance, legal affairs, business management, building, social science, family development.

All the parties empowered to appoint or elect members to serve on the Board (see 1A ii) and iii), above) shall, in exercising that power, use their best endeavours to ensure that there is gender balance both among those they appoint or elect and in the Board as a whole.

2. 
THE CHAIR
A 
The Provincial shall be President of the Board, and may take the chair when he is present at Board meetings.

B 
The Chairperson of the Board shall be appointed annually by the Provincial. The Deputy Chairperson shall be appointed by the Board.

C 
In the event of the President, Chairperson and Deputy Chairperson being absent, the members of the Board present shall appoint an Acting Chairperson to conduct the meeting.

3.
 THE SECRETARY
A 
The Secretary of the Board shall be the Principal of the College, who, in consultation with the Chairperson, will be responsible for drawing up the agenda. A Recording Secretary, if required, shall write up the minutes. The Principal shall, as far as is practicable, despatch the agenda, the minutes of the previous meeting and other documentation to the Governors at least two weeks before the date of the next meeting.

B 
All notices of motion and documentation shall reach the Secretary at least two weeks before the date of the next meeting to enable such motion to be placed on the agenda for that meeting.

4. 
MEETINGS
A 
The Board shall be convened by the Chairperson, and shall meet ordinarily five times a year.

B 
Meetings of the Board of Governors shall be conducted in accordance with Standing Orders as agreed by the Board of Governors.

C 
The President or Chairperson may at any time call an extraordinary meeting of the Board, and shall do so if requested by not fewer than five Governors. No matters other than those set out in the agenda of the extraordinary meeting shall be discussed.

5. 
VOTING
A 
The quorum at Board meetings shall be eight Governors. 

B 
Matters shall be determined by a simple majority of those Governors present and voting, save in the case where the agenda includes a recommendation to amend this Constitution, where there shall be required a two-thirds majority of Governors present. There shall be no proxy voting. In the case of equality of votes, the Chairperson of the meeting shall have and exercise a second or casting vote. Particular questions may be determined by secret ballot where such a course is determined by a simple majority of the Governors present and voting.

6. 
ATTENDANCE OF NON-MEMBERS
A 
The Principal of the College shall have the right of attending Board meetings and of participating in Board discussions, but not of voting. S/he shall, at the request of the Chairperson of the meeting, withdraw from the meeting should the Governors wish to discuss any matter in camera.

B 
Other persons may from time to time be invited by the Chairperson to attend all or part of a Board meeting.

C 
The teaching staff of the College exceptionally may submit written proposals to the Board of Governors on matters of school policy, and have the right to send a delegation to explain the submission.

7. 
DETERMINATION OF GOVERNORSHIP
A 
Any Governor who is absent from all meetings of the Board during a period of one year, except for a reason approved by the Board, and any Governor who resigns by notice in writing, shall thereupon cease to be a Governor.

B 
Membership of the Board may be terminated at any time by the Provincial with the consent of the Provincial Council at their absolute discretion.

C
After due notice, any member of the Board may, for a serious reason, be removed from office by his/her nominator, or by the electorate in the case of the parents’ or teachers’ nominees.

8. 
RESCINDING RESOLUTIONS
Any resolution of the Board may be rescinded or amended at a subsequent meeting if notice to rescind or amend the resolution has been submitted in writing to the Secretary in time for its inclusion in the agenda of the meeting as despatched in accordance with Article 3. Each notice shall specify the resolution to be rescinded or amended, and the terms of the motion to be made.

9. 

ROLE OF GOVERNORS
The Board of Governors shall manage the College, subject to its right to delegate such powers and functions as it may think fit, so as to ensure that Newbridge College operates effectively, maintaining its tradition of Catholic Irish Dominican education, its academic standards, and supporting positively the wider development of the students through extra-curricular activities. To this end, the Board shall, without prejudice to its powers vested by the foregoing:

A 
have access under Licence and the use and enjoyment of those lands and buildings specified in Schedule 1, together with all such properties assigned to the Board of Governors in the future;

B 
be responsible for the appointment and dismissal of:

i) 
A Principal of the College, and

ii) 
A Deputy Principal, Bursar and Matron on the recommendation of the Personnel Committee;

C 
delegate to the Principal full responsibility for the day-to-day conduct of the College;

D 
reserve to itself the following functions:

i) 
approval of the College forward estimates;

ii) 
approval of the annual audited accounts;

iii) 
approval of building programmes or proposals to alter the use of the College lands and building, such approval being subject to the agreement of the Trustees;

iv) 
approval of major changes in the educational programme which would affect the nature of the College;

v) 
determination of fees to be charged by the College.

10. 
COMMITTEES OF THE BOARD
The Board shall set up a Finance Committee and a Personnel Committee and shall have power to set up an Executive Committee.

11. 
FINANCE COMMITTEE
A Membership of this Committee shall comprise:

i) 
two Governors, one of whom shall be Chairperson of the Committee, and neither shall be a member of the teaching staff or of the Dominican community;

ii) 
the Principal;

iii) 
three teachers, at least one of whom shall be either the Deputy Principal or an Assistant Principal, elected annually by the teaching staff;

iv) 
the Bursar.

B 
Should either of the two Governors appointed to this Commit-tee be unable to attend, s/he may request another Governor to take his/her place, with the same voting powers.

C 
The function of this Committee shall be as follows:

i) 
to make suitable arrangements for the Principal and Bursar to conduct the day-to-day business of the College;

ii) 
to approve any expenditure by the Principal, of a sum exceeding the equivalent of a year’s fee for a pupil, where such expenditure has not been explicitly or implicitly included in the forward estimates; 

iii) 
to prepare detailed forward estimates for all College income and expenditure; and, after consultation with the Academic Committee regarding fees to be charged in the College, to make appropriate recommendations to the Board of Governors;

iv)
in consultation with the Personnel Committee, to make appropriate recommendations to the Board of Governors, in the light of anticipated income, regarding the rate of remuneration to be paid to those members the staff not paid by the Department of Education.

v) 
in consultation with the Personnel Committee, to make appropriate recommendations to the Board of Governors, in the light of anticipated income, regarding the rate of remuneration to be paid to teachers and others undertaking non-contractual duties.

D 
The Committee shall meet twice each term, or as its Chairperson shall require.

E 
The quorum at Committee meetings shall be three members, one of whom shall be a Governor, and the Chairperson of the Committee shall have a casting vote.

F.
No extra-budgetary expenditure shall be incurred without the prior approval of the Board.

12. 
PERSONNEL COMMITTEE
A 
The Personnel Committee shall consist of the Principal and an agreed number of Governors, but not fewer than two.

B
Its functions shall be:

i) 
to make recommendations to the Board to fill the following positions as the need arises: Deputy Principal, Bursar, Matron; and

ii) 
to make appointments to the following positions: full-time members of the teaching staff and other full-time members of the College staff, according to a job specification as agreed by the Board of Governors.

C 
The Personnel Committee shall in consultation with the Finance Committee decide the rate of remuneration to be paid to:

i) 
those members of the staff not being paid by the Department of Education, and

ii) 
those persons who undertake duties not specified in the teachers’ contracts of employment.

13. 
EXECUTIVE COMMITTEE
The Board may set up from among its own members an Executive Committee with such duties and powers as the Board, with the consent of the Prior Provincial, may, from time to time, assign to it.

14. 
VISITATIONS
A 
The Board shall provide for official visitations of the College, at least one but ideally two in each academic year. It shall appoint at least one of its members to undertake the visitation and report back to the Board.

B 
Having accepted this task, such Governor(s) shall advise the Principal, and in consultation with him/her, select a suitable time for the visit.

C 
At least seven days clear notice of the Governor’s visit must be given to the College staff.

D 
On arrival at the College, the Governor shall advise the Principal of his/her presence and shall be given every facility to observe the functioning of the school. S/he shall be given access to official records and accounts should s/he seek them, and may visit classrooms with or without the Principal as s/he sees fit, but with the agreement of the class teacher. During his/her visit, s/he may be approached by any staff member wishing to discuss College business with him/her. Before concluding the visit s/he may find an opportunity for informal social contact with the Principal and staff.

E 
A copy of the formal report s/he submits to the Board through the Secretary shall be made available, after approval by the Board, to the Principal and to the staff.

15. 
THE PRINCIPAL
A 
The Principal shall have under his/her control, and be responsible for, the internal organisation and discipline of the College.

B 
S/he shall be responsible subject to the Board for planning and implementing school policy.

C 
S/he will fulfil such delegated management functions as the Board may confer.

D 
S/he will provide the Board of Governors with a written report on the state of the College at each of the Board’s meetings during the year.

E 
While having the full authority and responsibility of his/her office s/he will be required by the Board to take due account of the advice and support available to him/her through the consultative committees established by the Board.

F 
In consultation with the Prior s/he shall meet the Conventual Chapter on a regular basis to discuss College Affairs.

16. 
DEPUTY PRINCIPAL
The Deputy Principal shall assist the Principal in the day-to-day running of the College, shall deputize for him/her as occasion may demand and, when deputizing for the Principal, shall assume full responsibility for the running of the College during school hours.

The senior holder of an Assistant Principal post shall act for the Principal in the absence of both the Principal and the Deputy Principal.

17. 
CHAPLAIN
The Chaplain, in consultation with the Prior and the Principal, will be concerned with everything that pertains to the spiritual welfare of the school community.

His/her sphere of activity would include looking after their religious life, counselling them individually, fostering vocations, arranging retreats and other such activities.

18. 
BURSAR
The Bursar shall work closely with the Principal, but the Accounts Department shall be responsible to the Board of Governors through the Finance Committee. The duties of the Bursar shall be in accordance with Schedule 2.

19. 
MATRON
The Matron shall work closely with the Principal in everything that concerns his/her medical and nursing responsibilities.

20. 
APPOINTMENT OF STAFF
A 
Where possible, the Principal shall be a member of the Dominican Order. The Provincial, after consultation with the Board of Governors, shall nominate the candidate. This candidate shall be appointed by the Board of Governors provided s/he has requisite teaching qualifications. The term for a Dominican Principal shall be five years, and may be renewed.

Should, however, a Dominican not be proposed for the post, the post should then be advertised in the national public media by the Board of Governors, who shall draw up a short list from the applications received. The Board shall provide for the interviewing of these candidates and proceed to make an appointment subject to the proviso that the Provincial may veto on grounds of faith and morals only the appointment of the candidate.

The term of office shall be in line with the regulations of the Department of Education and Science. 

B 
The Chaplain shall be appointed by the Provincial after consultation with the Board, the Prior and the Principal.

21. 
DISMISSAL OF STAFF
A 
Taking into consideration the legislative provisions pertaining and the principles of natural justice, the Board of Governors may, by a two-thirds majority vote, dismiss the Principal. Before making any decision, the Governors shall furnish the Principal with details of the complaint or allegation being made against him/her, and shall inform him/her of his/her right to attend, with or without a friend, and participate in a meeting of the Board at which such matters shall be considered by the Governors.

B 
Taking into consideration the legislative provisions pertaining and the principles of natural justice, and, where applicable, the contractual arrangements existing between the Council of Managers of Catholic Secondary Schools (CMCSS) and the Association of Secondary Teachers (ASTI), the dismissal of teaching staff, including the Deputy Principal, shall be considered by the Board of Governors, having heard the views of the Personnel Committee. The Board of Governors shall make the final decision.

C 
Taking into consideration the legislative provisions pertaining and the principles of natural justice, the dismissal of the Bursar, Matron, or any other full time members of the College staff shall be considered by the Board of Governors, having heard the views of the Personnel Committee. The Board of Governors shall make the final decision, without prejudice to the Provincial’s right of assignation of Dominican personnel.

22. 
SUSPENSION OF STAFF
A 
The Principal may be suspended from duty by the President of the Board of Governors, or, in his absence, by the Chairperson of the Board, for alleged serious misconduct or for what s/he deems to be other sufficient or urgent reasons. A meeting of the Board of Governors shall be called within fourteen days to consider and, if they so decide, to confirm the suspension pending such further investigation as may be appropriate.

B 
The Deputy Principal, Bursar, Chaplain, members of the teaching staff, or Matron, may be suspended from duty by the Principal, or, in his/her absence, by his/her representative, for alleged serious misconduct or other sufficient or urgent reason. A meeting of the Personnel Committee shall be called within fourteen days to consider and, if they so decide, to confirm the suspension pending such further investigation as may be appropriate. The Committee shall decide on any further procedures deemed necessary and advise the Board of Governors accordingly.

23. 
ARBITRATION COMMITTEE
An Arbitration Committee, consisting of the Provincial or his delegate, the Prior, and the Principal, shall decide on any conflicts in the area of shared facilities. 

24.
 CONSULTATIVE COMMITTEES
A The Board of Governors shall establish a number of Committees within the College to assist the Principal.

B Each of these Committees shall elect a secretary, who shall be responsible for issuing an agenda, writing the minutes and report, and giving notification of meetings at the direction of the Chairperson.

C The number, composition and function of these Committees may be altered by the Board from time to time, having heard the opinions of the Teaching Staff meeting, but shall be initially as outlined below in articles 27 to 29.

25. 
AGENDA AND REPORTS
A 
Copies of the agenda and report of each Consultative Commit-tee shall be submitted to the Secretary of the Board of Gover-nors for incorporation among the working papers of the next ordinary meeting of the Board. In addition, the Board shall have the right to require access to the minutes and other working papers of each Consultative Committee.

B 
A set of copies of the agenda and report of each Consultative Committee shall be kept available in the College for perusal by the staff.

26. 
ATTENDANCE OF NON MEMBERS
Persons who are not members of a Consultative Committee may be invited from time to time to attend all or part of a Committee Meeting.

27. 
ACADEMIC COMMITTEE
A 
Membership of this Committee shall comprise:

i) 
the Principal, who shall be Chairperson;

ii) 
the Deputy Principal;

iii)
three members of the teaching staff, chosen at a general staff meeting.

B The function of this Committee shall be to assist the Principal in planning and implementing a balanced educational policy for the College in all its activities. Matters seen as appropriate for consideration by the Academic Committee shall include:

i) 
the subjects to be offered on the school curriculum;

ii)
 teaching methods and training aids;

iii) 
the timetable (length of school day, length of school week, holidays);

iv) 
the annual budget for each department;

v) 
prolonged suspension or expulsion of students in regard to academic matters (such students, through parents/guardians, shall have the right of appeal to the Board of Governors).

C 
Recommendations of the Academic Committee (approved by a simple majority of those present) shall be seen as advising rather than binding the Principal, but s/he shall note in his/her report to the next ordinary meeting of the Board of Governors any of the recommendations which s/he has not implemented.

D 
The Academic Committee shall each year submit to the Finance Committee its forward estimates of recommended expenditure by each department.

E 
The Committee shall meet at least twice each term or as the Chairperson shall require.

F 
The quorum at Committee meetings shall be four members, and the Chairperson of the Committee shall have a casting vote.

28. ADMINISTRATIVE COMMITTEE
A 
Membership of this Committee shall comprise:

i) 
the Principal;

ii) 
the Bursar, who shall be Chairperson;

iii) 
two teachers elected annu-ally at a staff meeting;

iv) 
the Matron;

v) 
the Head of the Maintenance Staff.

B 
The function of this Committee shall be to assist the Bursar in planning and supervising the domestic arrangements of the College. Matters seen as appropriate for consideration by the Administrative Committee shall include:

i) 
the heating, lighting, cleaning and general maintenance of the College buildings and grounds;

ii) 
the purchase and replacement of furniture and fittings;

iii) 
catering arrangements;

iv) 
allocation of catering and cleaning staff to various duties.

C 
Recommendations of the Administrative Committee (approved by a simple majority) shall be seen as advising rather than binding the Bursar, but s/he shall provide the Principal with a note, for inclusion in the latter’s report to the next ordinary meeting of the Board of Governors, regarding any of the Committee’s recommendations which s/he has not implemented.

D 
The Committee shall meet at least once each term or as the Chairperson shall require.

E 
The quorum at Committee meetings shall be four members, and the Chairperson of the Committee shall have a casting vote.

29. 
PASTORAL CARE AND DISCIPLINE POLICY COMMITTEE
A 
Membership of this Committee shall comprise:

i) 
the Principal, who shall be Chairperson;

ii)
the Deputy Principal;

iii)
the Chaplain;

iv)
the Matron;

v)
the guidance counsellors;

vi)
a resource teacher;

vii)
two teachers elected annually by the teaching staff.

B The function of this Committee shall be to assist the Principal in planning and implementing policy related to the provision of pastoral care for pupils. Matters seen as appropriate for consideration by the Pastoral Care Committee shall include:

i) 
guidelines to be used in granting permissions;

ii) 
the provision for socialising and relaxing outside class and study hours;

iii) 
supervision and discipline during free time.

C 
Recommendations of the Academic Committee (approved by a simple majority of those present) shall be seen as advising rather than binding the Principal, but s/he shall note in his/her report to the next ordinary meeting of the Board of Governors any of the recommendations which s/he has not implemented .

D 
The Committee shall meet at least once a term or as its Chair-person shall require.

E 
The quorum at Committee meetings shall be four members and the Chairperson of the Committee shall have a casting vote.

30. 
TEACHING STAFF MEETINGS
A The entire teaching staff, including the Principal and Deputy Principal, shall meet at least twice during each of the first two terms, and at least once during the third term.

B The Principal shall be Chairperson of the Staff Meeting and shall have power to delegate another staff member to chair all or part of a meeting. A Secretary may be elected at the first meeting of each school year to hold office for all Staff Meetings during the school year. S/he may be re-elected. It shall also be possible that a secretary be elected for each meeting, provided always that a full record is maintained of the decisions taken at staff meetings and of the reasons for those decisions.

C The Staff Meeting shall elect the academic staff members required to serve on the Finance Committee and the various Consultative Committees. Elected members shall be expected to participate fully in committee deliberations without necessity of referral back to their colleagues.

D The Staff Meeting may, by discussion and by the passing of resolutions, indicate its views on matters to be considered by any Committee. It may submit written proposals to the Chairperson of any Committee, and, exceptionally, to the Board of Governors on matters of school policy.

E The agenda for the Staff Meetings must be published five days before a meeting, except in a case of urgency; and no proposal may be voted on which has not been proposed and seconded, and listed as such on the agenda.

31. 
                           ADOPTION AND AMENDMENT OF CONSTITUTION

A 
This amended Constitution shall be adopted and come into effect when signed by the Provincial after receiving the approval of the Provincial Council.

Within a period of six calendar months before the expiry of the term of office of the Board, the Provincial may seek from the Board of Governors, from the bodies which form the panels providing the elected members of the Board, and from the Conventual Chapter and Council of the Convent of St Eustace at Newbridge, opinions as to the working of this Constitution. The Pro-vincial may then, with the consent of the Provincial Council, institute such changes in the Constitution as he may see fit. He may then prolong the Constitution for a further period of four years or for any further period as he may see fit.

Any recommendation to the Provincial for an amendment to the Constitution arising from this consultative process, shall be laid before a meeting of the Board of Governors duly convened by written notice to all the Governors in which the proposed amendment shall be specified. 

B This Constitution may be amended by the Provincial, with the consent of his Council, at any time on the proposal of the Board of Governors; but no such proposal shall be made unless the Teaching Staff has first been consulted by the Board of Governors and the proposed change has been adopted by a majority of at least two-thirds of the Governors present and voting thereon.

C No amendment to the Constitution shall take effect until approved and signed by the Provincial.

SIGNED
Prior Provincial
DATE 3 July 2007
Newbridge College
Role of the Principal

The Principal has overall responsibility for all aspects of school life and ensures that his/her work is conducted in accordance with the Religious and Educational Philosophy of the Trustees. The Principal occupies the pivotal leadership and management role in the College.

· Leading and managing the College’s strategic development – including self-evaluation and school development planning.

· Leading and managing teaching and learning.

· Leading and managing student welfare and development.

· Leading and managing staff induction, performance and development.

· Leading and managing systems, including information technology systems that facilitate the aims and objectives of the College being achieved efficiently and effectively.

It is his/her inspiration and initiative that will influence to a very great extent the achievement of the goals of the school and the values espoused by the school.

In a nutshell, the key role of the Principal is to facilitate the creation, maintenance, and ongoing review and development of the conditions that enable teachers and students to achieve to the full of their capacity. In doing so, the Principal endeavours to ensure that the Mission Statement of the school informs all its practices and procedures, thus ensuring a school climate that supports the work of teachers, students and other members of the school community. In undertaking his/her leadership function, the Principal ensures that the staff function to their highest potential – for their own professional advantage and for the benefit of the students in their care. The Principal also provides support, encouragement and assistance to all other members of the school community. 

The Principal facilitates the establishment of a philosophy of care and discipline in consultation with teachers, the Board of Governors, trustees, parents, students, the Department of Education and Skills (DES) and, where appropriate, the local community. The Principal cultivates an atmosphere of harmony, charity and justice enabling all in the school community to work towards achieving their potential. He/She ensures that good channels of communication are maintained between all the partners in the school and between the school and other interested parties. The Principal works in close cooperation with the Deputy Principal and together they form the senior management team. 
The Education Act makes specific demands of the Principal, as do other items of legislation. Under the College Constitution, the Principal acts as Secretary to the Board of Governors. Chapter 7 of the Manual for Boards of Management of Voluntary Secondary Schools sets out the role of the Principal in detail. 

While this document summarises the brief of the Principal in Newbridge College, it is not intended to be exhaustive.

The responsibilities of the Principal may be summarised under the following headings.

· Board of Governors

· Staff

· Students

· Parents & other interested parties

· Educational Policy & School Development

· Legal, Financial, Resource and other matters

· Availability

In some instances the Principal is directly responsible for specific tasks associated with these broad areas of responsibility. In other cases direct responsibility is delegated to the Deputy Principal, the Bursar or other post-holders who report to the Principal on progress in relation to those tasks. 

PRINCIPAL’S FUNCTION IN RELATION TO THE BOARD OF GOVERNORS INCLUDES THE FOLLOWING

· The Principal, together with the Board of Governors, shares in the task of preserving the character of the school in accordance with the policy of the Trustees. 

· The Principal shall control the internal organisation, management and discipline of the school, subject to such directions as may be given from time to time by the Board of Governors.

· The Principal advises the Board of Governors on staff requirements and in that context is involved in the selection of new staff. 

· The Principal is consulted on the appointment of the Deputy-Principal and on appointments to other Posts of Responsibility. 

· On delegation from the Board of Governors the Principal conducts the ordinary activities of correspondence, making reports and returns of information required by the DES. 

· The Principal consults regularly with the Board of Governors on matters affecting the general policy of the school and on specific issues when necessary. 

· The Principal is consulted by the Board of Governors on the allocation of school funds, and may be involved by the Board of Governors in the administration of some of the school’s finances. 

· The Principal is consulted by the Board of Governors about the use of school facilities by outside groups. 

· The Principal admits new students to the school according to the norms and condition laid down by the Board of Governors.

· The Principal acts as secretary to the Board of Governors and the Personnel Committee

· The Principal submits a report to meetings of the Board on all aspects of school life. The Board is kept up-to-date on developments internal and external. 

· The Principal attends meetings of management and other associations on behalf of the Board. 

· The Principal prepares for Board of Governors’ meetings and meetings of board subcommittees, appropriately records the minutes of such meetings and he/she gives effect to decisions of the Board and its sub-committees.

· The Principal advises the Board on its responsibility for the school building and environment and, on behalf of the Board, s/he effects the maintenance and repair of school premises, equipment, furniture and fittings. 

· The Principal attends meetings of Board sub-committees and gives effect to their decisions.

PRINCIPAL’S FUNCTION IN RELATION TO STAFF INCLUDES THE FOLLOWING 

· The Principal is responsible for assigning duties to all members of staff, teaching and non-teaching. 

· The Principal works in close co-operation with the Deputy Principal with whom he/she forms the senior management team in the school.

· The Principal works in close co-operation with the College Bursar in relation to the financial management and administration of the College.

· The Principal gets to know and understand each member of his/her staff so as to exercise a practical and thorough pastoral care in their regard. In this way he/she maintains a high standard of discipline and motivation among the staff. 

· The Principal involves the staff in carrying out the College’s aims, objectives and policy, both general and curricular, and in framing school regulations. 

· The Principal is initially responsible for dealing with underperformance and disciplinary problems both for teaching and non-teaching staff, though he/she may ultimately refer unresolved matters of this kind to the Board. 

· The Principal deals with staff conflict in a just and equitable manner as soon as it arises. 

· The Principal holds regular staff meetings and avails of such meetings to foster unity, dialogue and co-operation among staff and to explain the fundamental goals and objectives of the school.

· The Principal has overall responsibility for the various extra-curricular activities organised by staff members with prior approval of the Principal. S/he exercises prudent supervision of all these aspects of school life. 

· The Principal appoints such substitute, temporary and/or part-time teachers as may be necessary from time to time and reports such appointments for ratification to the Personnel Committee at its next ordinary meeting. 

· The Principal also appoints non-teaching staff with approval of the Personnel Committee and assigns their duties to them. S/he has the right to discipline all such staff. Questions of suspension or dismissal are governed by Articles 21 and 22 of the College Constitution.

· The Principal has a specific role to play vis-à-vis probationary teachers. It is his/her duty to: 

· inform probationary teachers about the meaning of the probationary period;

· ensure that new staff have access to an appropriate induction programme;

· interview them regularly in order to monitor progress and afford support and direction;

· bring concerns about competence or conduct to their attention in a helpful and respectful manner; and 

· encourage them to participate fully in school activity. 

At the conclusion of a teacher’s probation, the Principal advises the Personnel Committee about the outcome of the probationary process. 

· The Principal encourages staff to participate in continuous professional development and ensures that appropriate continuous professional development is made available to all staff. 

· The Principal manages the team of post-holders in the school and arranges professional development as appropriate to their development needs.

· The Principal is involved in the appointment of all staff. Final authority in such matters is vested in the Board of Governors. 
· The Principal will liaise with the School Steward and with staff representatives on matters relating to the school. 

PRINCIPAL’S FUNCTION IN RELATION TO STUDENTS INCLUDES THE FOLLOWING

· The Principal is responsible for the induction of new students.

· The Principal is responsible for allocating students to classes. 

· The Principal is responsible for ensuring that all students are, within the limit of the College’s resources, provided with a curricular and extra-curricular programme that enables them to make the most of their aptitudes. 

· The Principal is responsible for ensuring that all students are, within the limit of the College’s resources, provided with appropriate guidance and counselling – in terms of their academic and personal development.

· The Principal has overall responsibility for the safety and welfare of all students while they are on the school premises, on school outings etc. S/he will make arrangements for the adequate supervision of students at all times. 

· The Principal endeavours to establish good lines of communication with the students, so that student opinion is heard. 

· The Principal sets up structures for the pastoral care of students, with particular regard to those with special needs.

· The Principal is ultimately responsible for ensuring the fair implementation of agreed student disciplinary procedures in the school and for ensuring that appropriate records are maintained and stored securely.

· On authority delegated by the Board of Governors, the Principal may discipline students in accordance with the provisions set out in the College Code of Conduct and the Terms Outfit and Regulations Document.

· The Principal makes provision for the issue of official school references. 

PRINCIPAL’S FUNCTION IN RELATION TO PARENTS AND TO OTHER INTERESTED PARTIES INCLUDES THE FOLLOWING

· Prior to the enrolment of new students in the school, the Principal will ensure that the Admissions Policy of the school, detailing the Code of Conduct and other relevant school policies, is given to all parents of enrolling students. 

· The Principal co-operates in maintaining channels of communication, information and consultation with the parents of students. A two-way flow of information is essential. 

· The Principal ensures that both parents and students understand the rationale behind the Code of Conduct promoted in the school. 

· The Principal is available for consultation with parents regarding their student sons/daughters.

· The Principal ensures that parents are officially informed at regular intervals of the progress of their student sons/daughters at the College. 

· The Principal ensures that parents are fully informed about subject and career choices.

· The Principal maintains cordial relations with the Parent School Association, the Past-Pupils Union and other such bodies. 

· The Principal organises Parent-Teacher meetings periodically. 

PRINCIPAL’S FUNCTION IN RELATION TO EDUCATIONAL POLICY AND SCHOOL DEVELOPMENT INCLUDES THE FOLLOWING

1. Before the beginning of the school year the Principal shall organise and publish the school calendar – dates of opening, closing, mid-term breaks, staff meetings and staff development, half-days etc. 

2. On delegation from the Board the Principal devises the curriculum and timetable for the College in accordance with the Religious and Educational criteria established by the Trustees, and according to the requirements of the DES.

3. The Principal promotes the introduction and development of appropriate new curricula and new approaches to teaching and learning. 

4. The Principal is responsible for the coordination of the various teaching departments within the school so that all work purposefully together. 

5. The Principal endeavours to establish curricula and programmes that cater for a wide variety of student needs and aptitudes. S/he is especially mindful of the needs of students with special needs/aptitudes.

6. The Principal makes appropriate provision for students with special needs of any kind – learning, social and behavioural.

7. The Principal shall become familiar with the whole area of curriculum development and school development planning. 

8. The Principal ensures that the process of school development planning is attended to in collaboration with all elements of the school community, including the Trustees.

9. The Principal enables the formation, development, and implementation of the College’s aims and objectives in a constantly changing educational environment. 

10. The Principal works with the Board of Governors in producing regular reports on progress in the area of school development.

11. The Principal develops with the staff appropriate methods of evaluation, especially self-evaluation, and assessment of all aspects of the College’s work in accordance with the policy of the Board and the requirements of the DES. 

12. The Principal ensures that all curricular and extra-curricular programmes are evaluated regularly.

13. The Principal, through wise delegation, is careful to harness the wisdom and professional expertise of the staff for the good of the school and its student population. The Principal sets up appropriate structures to accomplish this. 

PRINCIPAL’S FUNCTION IN RELATION TO LEGAL, FINANCIAL, RESOURCE AND OTHER MATTERS INCLUDE THE FOLLOWING

The Principal shall be familiar with and, as appropriate, implement: 

· All relevant DES rules, regulations, circular letters, procedures and guidelines.  S/he shall have particular regard for DES procedures relating to Child Protection and Anti-Bullying. 

· Relevant current legislation, including the Education Act (1998), Education (Welfare) Act (2000), Equal Status Act 2000, Education for Persons with Special Educational Needs ACT (2004) and relevant health and safety legislation.

· The legal implications of the school’s/teacher’s position vis-à-vis students.

· The insurance policy of the school covering staff and students in the event of accidents.

· The appropriate Fire Drill recommended by the Fire Service in the event of a school fire. There should be periodic rehearsals of this Drill. 

· The grants for renewal and replacement of equipment/buildings made available by the DES. 

· Other schemes operated by the DES for certain groups within the school – the free book scheme, the school transport scheme etc. 

· The Principal responds to and deals with issues and emergencies as they arise in the course of the day-to-day running of the school. 

· The Principal is available to meet with and advise and assist staff, parents and students as appropriate.

· The Principal ensures that the school is run in accordance with the rules and regulations of the DES; he/she oversees the work of the school office and deals with all correspondence; he/she creates and maintains appropriate record-keeping systems. 

· The Principal regularly reviews the effectiveness of current procedures in all aspects of school life. 

· The Principal works to secure appropriate staffing and financial resources; he/she ensures that these scarce resources are managed to greatest effect by carefully monitoring and controlling the use of resources. 

· The Principal, in collaboration with the Bursar, prepares a budget each year for submission through the Finance Committee to the Board of Governors.

PRINCIPAL’S AVAILABILITY 

· The Principal shall be available to staff, parents, students and others while the school is in session. 

· The Principal, in consultation with the Deputy Principal, shall make arrangements for a management presence at the school at least until the termination of the Public Examinations.

· Before the beginning of the school year the Principal shall be available to ensure that the school grounds and buildings are ready for use. It is the responsibility of the Principal to make arrangements that all necessary preparations are carried out for the re-opening of the school.

· For an appropriate period during the summer vacation the Principal, in consultation with the Deputy Principal, shall have in place appropriate arrangements to receive and distribute examination results and shall be available to students, parents or staff who may wish to consult with the Principal. 

· The Principal shall inform the Chairperson of the Board of Governors of the times he/she will be available to attend to school business during August. This information should be communicated to staff, students, parents and other relevant parties. 

· The Principal will have in place appropriate arrangements for dealing with all school mail, telephone calls etc., both while the school is in session, and during vacation periods.
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