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Introduction

Over the years the growth in the level of work required of the principal and deputy principal has greatly increased. The codification of the Irish Education system together with a plethora of social, health and personal growth issues has contributed to the avalanche of work newly acquired by the principal and deputy principal of post primary schools. We accept that the organisation of the school is our responsibility but we must insist that our primary focus be that of curriculum and instructional leadership with the twin issues of learning and teaching firmly at the core of our work. 

The detail included in these pages is not exhaustive. Regular and constant additions are being made to the list, the most recent being the implications of the “Croke Park” agreement on the role of the principal and deputy principal e.g. in particular, any implications associated with the ‘extra hour” as indicated in the agreement. Furthermore there are serious implications associated with the two documents included in CL 0042/2010.

· Limited alleviation of moratorium on filling of posts of responsibility for 2010/11 school year.  

· Commencement of revised promotions procedures in second level schools.   

The principal and deputy principal have overall responsibility for the following areas:-

· Instructional/ Educational Leadership
· Encouraging/fostering students’ learning.
· Instruction and personal development of students 
· Creating a school environment supportive of learning.
· Celebrating and acknowledging progress, success and achievement  
· Encouraging the involvement of parents/guardians and students in the life of the school. 
· Evaluating students. Reporting results to students and parents.
· Leadership of teachers, staff and students
· The guidance and direction of teachers and other staff.
· Promoting the professional development of teachers.
· Setting objectives for the school and monitoring to ensure that the school’s shared vision and goals are achieved. 
· Working closely with and under the direction of the BOM/VEC to achieve the school’s objectives
· Promoting co-operation between school and home as well as school and community so that partnerships are active and growing.  
· The day-to-day management of the school.
· The evaluation and review of all aspects of school life.
The functions of principal / deputy principal generally fall under the following headings

· Teaching as per Circular Letters
· Teaching and Learning in the School 
· Curriculum 
· Development/Implementation of School Policies.
· School and Community 
· Discipline and Code of Behaviour Issues 
· Board of Management
· Management of the School 
· Management of all Resources
· Personnel
· Administration
· Financial Management 
· Plant Management 
· Legal Responsibilities
· Employment and Equality Responsibilities 
· Health and Safety Legislation
· Safety Officer Tasks
· School Planning
· Assessment and Examinations: In-House and SEC 
· Adult and Continuing Education 
· Schemes: Vocational Training and Opportunities Scheme, Youthreach, Literacy Schemes, EU Exchanges.
· Post Leaving Cert. Course Provision.  Further Education and Training Awards Council
· Curriculum Programmes, Transition Year, LCA, LCVP, New Subjects/Syllabi (E.g. Project Maths/CSPE/SPHE/RE/PE etc.)
· Work Experience: TY, LCA, LCVP, PLC.
· Department of Education and Science: Computerisation. Statistical and Informational Returns 
· Staff In-Career Development
· Information Communications Technology
· Managing all Processes of Change. Change Agent 
· Ongoing Out of School Hours Availability to School Stakeholders. 

Appendix 1

Personnel

· Nationally Agreed Grievance Procedures for Staff employed by VECs  

· Staff induction and probation responsibilities 
· Managing teaching staff
· Review of the Posts of Responsibility duties – assistant principals’ and special duties teachers’ responsibilities.
· Managing non-teaching staff
· Monitoring students’ progress: academic, pastoral, behavioural, extra-curricular.
· Appointing and monitoring substitutes/supervisors.
· Appointing and monitoring Special Needs Assistants 
· Human resource issues: (grievance/discipline/complaints), staff, students, parents/families 
· Liaising with parents / guardians / families / parents’ associations
· Liaising with the relevant national schools
· Liaising with local community groups 
· Liaising with statutory representative and advisory personnel. Educational Welfare Officers, psychologists, Special Educational Needs Organisers, SEC personnel etc.
· Liaising with FETAC personnel 
· Liaising with trustees, management bodies / V.E.C. etc.
· Liaising with BOM/VEC in relation to education legislation and employment and equality legislation, Section 28 & Section 29 appeals etc.
· Liaising with trade union personnel.
· Liaising with education offices, education centres, subject and programme facilitators and trainers.
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Curriculum

· Junior Certificate subject provision
· Junior Certificate Schools Programme  
· Leaving Certificate subject provision 
· Leaving Certificate Vocational Programme
· Transition Year Programme  
· Leaving Certificate Applied 
· New Subjects/Syllabi (Project Maths/CSPE/SPHE/RE/PE etc.)
· Subject choice
· Adult and Continuing Education / Further Educational Provision. Post Leaving Certificate / Further Education and Training Awards Council modules 
· School Time Table
· School Substitution and Supervision Time Table. Sport, Teacher Absences, In-Career Development.
· Parental programmes 
· Chaplaincy services 
· Student Council 
· Rainbows programmes
· Student leadership programmes / Meitheal groups
· Guidance and counselling provision
· Physical Education
· Religious Education
· Information and Communications Technology provision
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School Development Planning Process
School Policies
· Code of Discipline
· Disability Policy
· Substance Use Policy
· Bullying
· The Arts
· Safety Statement
· Effective Learners and Academic Achievement
· Information and Communications Technology (ICT)
· Sport and Extra Curricular Activities (SECA)
· Educational Tours/Outings
· Civic, Social and Political Education (CSPE)
· Religious Education (RE)
· Social Personal and Health Education (SPHE)
· Relationships and Sexuality Education (RSE)
· Environmental Awareness/Green Schools 
· Admissions’ Policy
· Guidance and Counselling
· Smoke Free Work Place Policy
· Enrolment and Induction of New Students
· Learning Support (Special Needs)
· Pastoral Care
· Home School Community
· Equality Statement
· Students’/Teachers’/Parents’ Rights and Responsibilities
· Attendance and Participation
· Pedagogy and Teaching Strategies
· Assessment, Testing and Recording
· Curriculum
· Study and Homework
· Staff Development
· Further/Adult and Continuing Education
· Subject Plans (Teacher Groups)
· Induction of New/Substitute Teachers
· New Staff /Teacher Probation Policy 
· School Supervision
· Book Scheme
· Mobile Phones/Technological Devices
· Medicines /First Aid
· Records of Expenditure / Budgets
· Third Parties Register / BOM / PA)
· School Context
· Annual School Report 
· Code of Behaviour Review 
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Roles required of principals / deputy principals in recent years without consultation

Code of Practice for Dealing with Complaints of Sexual Harassment in VEC Workplaces, June 2002

· Investigating Officer of Second Recourse
Code of Practice for Dealing with Complaints of Harassment and Bullying in VEC Workplaces, June 2002

· Investigating Officer of Second Recourse
School Accounts’ Guidelines, July 2003
· Representative Liaison between BOM and Parents’ Association for 
Third Party Register of Funds generated for the benefit of the school 
Performance Management and Development System for the VEC Sector, April 2004
· Phase one setting the performance plan
· Phase two Assessing progress during plan roll out
· Phase three Review of progress on plan completion 
· Administrative, Care-taking and cleaning staff 
Child Protection Guidelines and Procedures for Post Primary Schools, November 2004
· Designated Liaison Person 
Handbook for VECs and Boards of Management of Schools and Community Colleges, November 2004 
· Secretary to the Board of Management 
· Implementing HSE Swine Flu Prevention Policy
· Data Collation for PISA survey
· Unremunerated Saturday opening of schools to facilitate SEC   
Implications of the Croke Park Agreement for the role of the principal and deputy principal e.g. in particular any implications associated with the ‘extra hour” as indicated in the agreement. 

Implications associated with the two documents included in CL 0042/2010. 

· Limited alleviation of moratorium on filling of posts of responsibility for 2010/11 school year.  

· Commencement of revised promotions procedures in second level schools.   
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Whole School Evaluation
WSE/MLL Documentation
· School Management 
School Management. Meetings Schedule
School Time Tables 

All Procedures: discipline, organisation etc.  
Staff meeting minutes for the past year at least.  
Board of Management: membership, documentation and minutes
Student Council: membership, role and documentation
Parent’s Association: membership, role and documentation 
Middle management teams, duties and documentation 
Attendance Reports
Lateness Procedures
Detention
· School Planning
All Policies and Planning documentation 
Most important:
· Code of Discipline
· Bullying
· Safety Statement
· Admissions
· Guidance and Counselling
· Enrolment and Induction of students
· Learning Support
· Substance Use
· Pastoral Care
· Attendance and Participation 
School Plan 
Start of Year Meetings. Subject Departments. Minutes
School Personnel and Teams 
Class Journals
· Curriculum Provision
Prospectus:  School. Transition Year Programme, Adult and Continuing Education 
Curriculum Teams 
Subject Time Tables
CL Time in School
Subject Choice Policy and Procedure. First Year. TYP and Senior Cycle  

· Learning and Teaching
Subject Inspections / Information Request Forms
· School Personnel: phone, e mail etc.
· BOM chairperson/membership: phone, e mail etc. 
· Curricular Programme JC, JCSP, TYP, LCVP, LCA, PLC 
· Staffing: induction and qualifications
· Deployment of staff. Allocation of teachers.
· Facilities. Rooms, Storage, Supplies, Equipment and Resources. 
· ICT Resources and their use in class
· CPD and ICD: courses, substitution. arrangements, school support.
· SDP position in the school. 
· Subject planning: monitoring, review and analysis of subject
· Co-ordinator: planning meetings, budget 
· Special Educational Needs students. Supports for under-performing students 
· Time table provisions: time, blocks, streaming or otherwise
· Advice in choosing subjects and subject provision 
· TYP Programme
· Gender Balance. Trends in uptake of subjects 
· Assessment: in-school arrangements
· Homework Policy
· Parents and student communication and information 
· Analysis of examination results in subject areas, - student outcomes
Evidence of planning
Class details
Schedule of lessons and breaks in the school day
Subject plans and planning teams 
Reading ages 
Class sizes
Subject choice
Streaming
Curriculum
School improvement strategies
Teaching and learning challenges

· Support for Students 

Guidance Policy 
Pastoral Care Policy 
Home School Community Liaison
Retention rates
Student Council membership, role and documentation 
Meitheal group membership, role and documentation
· Other 
All teacher/staff qualifications 
Book lists
Viewing of premises and plant
Student files and records
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Education and Other Relevant Agencies
· National Education Welfare Board (NEWB) 
· National Council for Curriculum and Assessment (NCCA) 
· National Centre for Technology in Education (NCTE)
· National Council for Special Education (NCSE)
· National Educational Psychological Service (NEPS)
· Professional Development Service for Teachers (PDST) 
· Depart of Education and Science (DES)
· State Examinations Commission (SEC)
· Health Service Executive (HSE)
· National Centre for Guidance in Education (NCGE)
· Adult Education Guidance and Information Service (AEGIS)
· Area Development Management (ADM) 
· Back to Education Initiative (BTEI) 
· County Development Board (CDB) 
· Foras Aiseanna Saothaoir (FAS) 
· Further Education and Training Awards Council (FETAC) 
· Irish Vocational Education Association (IVEA)
· National Qualifications Authority of Ireland (NQAI) 
· Vocational Education Committees’ National Partnership Forum (VECNPF)
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Legislation 
· Explaining and /or interpreting legislative requirements to BOM/VEC, staff, parents/students.
· Developing policies required under legislation
· Facilitating implementation of policies
· Dealing with Section 29 appeals
· Interviewing for staff. Employment and Equality Legislation
The Principal Acts:
· Vocational Education Act 1930, and Vocational Education (Amendment) Acts, 1936, 1944, 1970 & 2001.
Related Education Acts:
· Education Act, 1998
· Education (Welfare) Act, 2000
· Education for Persons with Special Educational Needs Acts 2004
· The Qualifications (Education and Training) Act, 1999 Youth Work Act, 2001
· The Teaching Council Act, 2001
Acts with Direct Implications for VECs
· Controller and Auditor General (Amendment) Act, 1993
· Ethics in Public Office Act, 1995
· Standards in Public Office Act, 2001
· The Official languages Act, 2003
· The Children Act, 2001
· The Ombudsman for Children Act, 2002
· Data Protection Acts, 1988 to 2003
· Freedom of Information Act, 1997, as amended 2003
· Public Service Management (Recruitment and Appointments) Act, 2004
Relevant Employment Legislation – A Selection
· The Organisation of Working Time Act, 1997
· The Employment Equality Act, 1998 (& Bill, 2004)
· The Equal Status Act, 2000
· The Protection of Employees (Part-time Work) Act, 2001
· The Protection of Employees (Fixed Term Work) Act, 2003
· Maternity Protection (Amendment) Act, 2004
· Safety, Health and Welfare at Work Act, 2005
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Administration 

· Dealing with correspondence
· Drawing up and implementing rotas for supervision and substitution
· Organising and administration of Adult Education
· Organising and advertising PLC programme
· Facilitation/organisation of



Requirements of State Examinations Commission



Oral and practical assessments 



Parent teacher meetings



Requirements of NEWB reports
· Recording and monitoring school attendance. School attendance Reports
· Applying for resources:  
                               Special Needs


       Travellers


       Overseas students
· Statistical reports and Educational Research: FAS, HSE, DES, VEC etc. 
· Quality Assurance for PLC and Further Ed. 
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Financial Responsibility  
· Book-keeping and accounts (day-to-day)
· Settling accounts/paying bills. (Monthly Returns) 
· Making grant applications to DES / VEC etc.
· Financial budgeting
· Ordering supplies: stocktaking
· Fundraising
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Plant Management 
· Maintenance and repair of the school premises, equipment, furniture and fittings.
· Information and Communications Technology provision and maintenance
· Allocating and overseeing care-taking and cleaning
· Overseeing building projects
· Maintenance of school grounds
· Organisation of use of school premises / facilities by external groups, Insurance 
· Summer Works Programme / Maintenance and repairs
· Waste management
· Energy Management Policy: Building Energy Rating Certificate / Display Energy Certificate 
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