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Intfroduction

St Francis School, Cospicua & Santa Lucia, is a co-ed Primary Church school run by the
Franciscan Sisters of the Heart of Jesus. Located in Cospicua, the school accommodates
eighteen mixed-ability classes from Year 1 to Year 6, with three classrooms per year group.
Its annexed Kindergarten, situated in Santa Lucia, includes two KG1 and two KG2 classes. This
Manual of Policies and Procedures applies to all individuals engaged with St Francis School,
Cospicua & Santa Lucia. In this context, a “policy” refers to the course or principle of action

adopted or proposed by the organisation or its members.
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Human Resources Policy
Definition
Human Resources - Human resources refers to the workforce of an organisation, in this case,

St Francis School Cospicua & Santa Lucia.

Staff Recruitment

Call for Applications

When a vacancy arises, a call for applications is issued, allowing ten working days for
interested persons to apply. The call depends on the nature of the vacancy as this may be
either definite or indefinite. Following this, interviews are held for all eligible applicants. All
prospective candidates have to present their ID card and CV together with their qualification
certificates during their interviews. Marks are given according to qualifications, professional

experience, knowledge and expertise, aptitudes and abilities, personal qualities and values.

Recruitment of New Staff

The new teaching staff is employed as a follow-up of the capacity-building exercise or as a
temporary replacement of staff on approved leave. New Learning Support Educators (LSEs)
are enrolled following the statement of needs of a particular student. For the approval of new
staff, the school submits the documents required by the Ministry for Education, Sport, Youth,

Research and Innovation (MEYR).

Renewal of Staff

Supply grades are approved on a definite contract and therefore are to be renewed every
scholastic year. For the approval of new staff, the school submits the documents required by
MEYR. As per the collective agreement between the Church Authorities and the Malta Union
of Teachers (2018, p.12)*, “the scholastic year for both learners and education grades shall
mean the 12 months from 1st September till 31st August.” Consequently, all supply grades

approved for the scholastic year will be engaged as of 1st September, given that they are at
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school on the first day of school and will be entitled to a salary up to the end of August of that
scholastic year. The date will change to the first day of school from the scholastic year 2025-

2026.

Staff Development

Community of Professional Educators (CoPE)

As per the Collective Agreement Between The Church Authorities And The Malta Union Of
Teachers For Education Grades In Church Schools And In The Secretariat For Catholic Education
(2018), all education grades are required to actively participate in Management-driven CoPE
sessions and shall be encouraged to also take part in self-sought CPD sessions(recognised by

MEYR and/or accredited by a recognised authority).

The total hours of management-driven CoPE, hence continuous professional development

and/or school development sessions, is 40*, provided that:

All 40 hours are to be held during the school year and school day.

28 hours out of the 40, need to be with no students on site (hence are to be held during days

or hours additional to learners’ school days/hours);

e 12 hours out of the total 40, need to be with students on-site (hence having students
engaged in lessons and particular education grades participating in specific
Departmental/Curriculum/School Development Meetings, and/or Professional
Development Sessions).

e 12 out of the total 40 hours, irrespective of whether these are held with students on-site

or otherwise as explained in the previous points, need to be dedicated to school

development planning sessions for the School Development Plan (SDP).

Accelerated Progression

The Accelerated Progression Scheme for Regular Teachers follows paragraph 26.5 of the

Church Authorities — MUT Collective Agreement (2018).*

*The new MUT agreement with the Secretariat for Catholic Education (SfCE) might change these conditions.
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Mentoring and Coaching

For mentoring and coaching, the procedures in the Induction Portfolio For Newly Qualified
Teachers and Newly Recruited Teachers In their First Year (SfCE) and Induction Portfolio For
Newly Qualified Teachers in their Second Year (SfCE) are followed. The Induction Programme
for NQTs spans two consecutive scholastic years, from September/October till the end of the
following scholastic year. The first year coincides with the probation year and the
confirmation of the teacher in the service of the school. During the second year, the NQT
continues to evaluate one’s professional practice. This usually leads to the conferment of the

teachers’ warrant by the CTP.

Staff Record-Keeping

Staff files are organised according to their grade or year group in which they are engaged, and
arestored in the office of the Head of School. Each file contains approvals, certificates and all
important documentation related to the position occupied by the member of staff. Copies of
certificates of professional development covered by the educators are kept in their files.

Attendance is kept daily in a separate record booklet.
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Internal Quality Assurance Policy

Rationale

Our school’s internal quality assurance policy embraces the rationale of the Directorate for

Quality and Standards in Education (DQSE).

Internal Review Procedure

Our school’s Internal Quality Assurance exercise takes place every year and follows the same
arrangement and timeframe. During the Prep Days at the beginning of the scholastic year, the
new action plans that were drafted during the last SDP day of the previous scholastic year, are
revised and refined by the staff members. The final versions are then published. These are
then compiled within the new Staff Development Plan, which is then distributed among the
members of staff. At the end of the first term, an SDP day is organised to evaluate the action

plans, monitor progress and plan the way forward.

During the second term, feedback about the school is collected through the survey exercise
organised by the Senior Leadership Team (SLT). Different questionnaires are compiled for the
different stakeholders: one for the teachers and Kindergarten Educators (KGEs), one for the LSEs,
one for the parents/guardians, one for the ancillary staff,and one for the experts who visit the
school. All questionnaires are disseminated and collected over the same period of time,

generally over two weeks.

The questionnaires are based on the five-point Likert-scale approach ranging from strongly
agree to strongly disagree. The participants have to reply by gauging each statement
according to their agreement level. The statements in the sample provided by the DQSE are
tailored to fit the school’s context. Additionally, specific statements are included to reflect the
school’s action plans and initiatives, aligning with its educational program for that particular
scholastic year. There are also statements based on the feedback that the SLT receives from
different stakeholders through emails, calls, and so on. The final section of each questionnaire

consists of an open-ended questionin which the participants can include any other comment
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that they would like to convey to the SLT.

Following this exercise, the results are issued. The parents/guardians are sent the results of
their questionnaire. The teaching staff members are given the results of all the
guestionnaires, generally before the Easter holidays with the intention of giving them enough
time to think about them in preparation for the SDP day in the third term. The SLT analyses
the results in detail straight away and takes action on those matters that can be addressed
immediately. The other matters, which would require detailed planning, are left for the SDP

day in order to discuss and involve the whole staff in their management.

On the SDP day of the third term, the progress of the action plans of that scholastic year is
evaluated for the final time. Then, the survey results are analysed by the whole group of
teaching staff members, leading to the Strengths, Weaknesses, Opportunities and Threats
(SWQT) analysis. This analysis leads to the drafts of the new action plans, which are then
planned by the whole teaching staff for the coming scholastic year. The drafts are sent to
the staff during the summer holidays so that they can present their feedback during the Prep

days of the following scholastic year.

At the beginning of the following scholastic year, during the initial parents/guardians’
meetings, reference is made by the Head of School to the results of their questionnaire. She
discusses the positive results and explains how the concerns will be addressed during that
scholastic year. She also explains the focus of the action plans for that scholastic year. Then,

the internal review cycle sets off again as described throughout this section.

Staff Supervision and Monitoring/ Internal Review of educational programmes

The curriculum is implemented, as recommended in the Learning Outcomes Framework (LoF).
The staff received comprehensive training in implementing this approach to ongoing
assessment, ensuring that all outcomes listed in the LoF are met throughout the scholastic
year. Our authentic assessment procedures also reflect our curriculum philosophy. The staff
is guided, supported, and monitored by the SLT, particularly the Deputy Head responsible for

the respective Year Groups. Regular meetings between the Deputy Head and educators are

10



Manual of Policies and Procedures — St Francis School Cospicua & Santa Lucia

held to discuss and address curricular matters.

Behaviour Management/ Correct Implementation Of Discipline

Behaviour management is based on positive behaviour attitudes. Rather than imposing many
rules, consistency and the modelling of manners and coping strategies are used to enable the
children to learn positive behaviour. If necessary, meetings with parents/guardians and other

involved professionals are held for the benefit of the child.

11
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Assessment Policy

Assessment is the process of observing, recording, and documenting the work children do and
how they do it, as a basis for educational decisions. Several methods may be used to assess
children’s learning outcomes. In our case, the school embraces formative and authentic
assessment, sometimes paired up with summative assessment where required. The
assessment takes place by documenting the children’s learning in relation to the Learning
Outcomes and their progress. These are kept on our school’s online platform which is
MySchool. Samples of children's work are also gathered and compiled to enable reflection
and further planning. Photos are sometimes taken to show the child’s progress throughout

the learning process.

There are many ways to document the learning process; through observations such as
anecdotal records, photos, videos and children’s work. We argue that observation is the right
way to gain insight into the child’s learning and level of engagement, problem-solvingand

thinking skills, language and manipulative skills and responses to peers and adults.

The educators use the evidence to interpret the learning that the child gained through the
observed event and plan further learning by thinking about the resources and learning
provocations that they can provide for the child. The notes taken by the educators can serve
as high-quality guidelines to discuss progression with the parents/guardians and how learning
can be supported at home as well. We feel that it is also crucial that the students are involved
in the learning process and the teacher values the thoughts and opinions that the children

share during their learning.

Philosophy of Educational Programme

St Francis School Cospicua & Santa Lucia is one of the five schools on the islands belonging to
the Franciscan Sisters of the Heart of Jesus. It grounds its education on Christian values, the

charism of our Foundress the Venerable Mother Margherita De Brincat and the mandated

12
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LoF and policies. It aims at facilitating each child’s holistic development and a love for learning.

Mission Statement

The mission statement of the school is:

Faithful to the charism of our foundress - Mother Margherita De Brincat, we strive to
educate the whole person in a value-rich environment, transforming students into true
Christians, growing in wisdom, age and grace before God and the people of God,
mastering academic skills so that they may contribute to and survive in a global

neighbourhood.

The long-term vision

Our school strives to be a joyful, inclusive community where academic excellence and spiritual
growth thrive together. We aim to nurture a love for learning in students, creating a
supportive, home-like environment where they feel valued and inspired. Through innovative
teaching, we promote critical thinking, creativity, and lifelong learning. Our students will
engage in service and outreach, embodying values like empathy and honesty. By partnering
with families and the community, we seek to nurture compassionate leaders who will make

a positive impact on society while cherishing lifelong friendships.

Transition Policy

In the third term, the children in Kindergarten 2 (KG2) are prepared for the transition to Year
1 during Circle Time and the children in Year 6 are prepared for the transition to Year 7
through language-taster lessons, secondary school visits, PSCD lessons and various classroom-

based discussions. A graduation ceremony is also held for both cohorts.

Transition meetings also take place for those children in KG2 and Year 6 with a statement of
needs or a psychological report. Accordingly, two documents are filled in advance and used
during these transition meetings. The meetings, involving the teachers and LSEs of both

schools, their Deputy Head, their Head of Department for Inclusion (HoD Inclusion) and the

13
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parents/guardians, are organised to discuss the transition documents. This is explained again

in the Inclusion Policy.

Adequacy Of Human Resources

The SLT ensures that the adequacy of human resources is maintained. The educators are all
qualified, with some of them having higher qualifications. The HoD for Inclusion, the
Counsellor and the Social Worker linked with St Francis School, Cospicua also provide their
support at our KG in Santa Lucia as well. The Early Intervention teacher also visits the KG

school as necessary.
Adequacy of Physical Resources

The classrooms have adequate space for the children to learn and reach the learning
outcomes of the LOF. Outdoor learning is also practised whenever possible. Learning
resources and learning provocations are provided by the educators according to the projects
the children are engaged in. There is a large yard intended for break time and outdoor

activities.

Referrals (for Child Abuse, Substance Abuse, Bullying, School Attendance)

Referrals are carried out in compliance with the guidelines in the official documentation
regarding abuse, bullying and attendance as well as the SfCE document entitled Safeguarding
Our School Communities (SfCE, 2024). The psychosocial team discusses the case and proceeds
with the referral as necessary. The referrals are then followed by the team and the necessary

support is provided to the child as indicated by the professionals involved.

Compliance With Applicable Legislation, Rules, Regulations, Policies, Procedures
And Upholding Of Ethics And Values

The school adheres to all the mandated policies issued by MEYR and DQSE. As part of the staff

development programme, a specific session is dedicated every year to these policies to keep

14
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the staff members informed and updated. Moreover, the school revises its policies when a

new official policy is issued by MEYR or SfCE.

15
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Health and Safety Policy

Compliance with O.H.S.A. legislation

This policy demonstrates the school’s commitment to providing a safe environment in

accordance with O. H. S. A. legislation.

Child Protection

The protection of each child is our priority. Therefore, first of all, the school protects the right
of each child to education in a safe environment. The SfCE document entitled Safeguarding
Our School Communities (SfCE, 2024) is used as a guideline for the protection of the child on
several issues including concerns and allegationsof abuse, bullying, inappropriate behaviour,
the safeguarding of vulnerable children, reporting systems and suicide ideation. Additionally,
children’s data is safeguarded by ensuring no sensitive information is disclosed, in full

compliance with General Data Protection Regulation (GDPR) legislation.

Accident Management

One of our four school First Aiders (three in Cospicua and one in Santa Lucia KG) has to be
informed of any accident so that she can officially report it in the Injury Report File. A full
report has to be compiled indicating the people/items involved, a description of the incident,

the action taken and the treatment given.

Fire Safety

The school has the necessary firefighting equipment as stipulated in the Risk Assessment
Report. All the staff members are familiar with this equipment and its position in the school.
This equipment is checked as stipulated in the Risk Assessment Report. Regular fire drills and
training for staff in firefighting will be organised by the SLT. Fire exits are kept clear at all times.

Smoking is prohibited within the school and in the area around the school in accordance with

16
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the legislation. In the event of a fire, the school has to be evacuated immediately as indicated
on the instructions. Fire extinguishers are to be removed from their wall brackets only in case
of emergency. There is a fire blanket hung on one of the walls of the kitchenette. Any damage
to such equipment has to be reported, damaged items need to be replaced and action is
taken. All the staff are aware of the designated assembly point on the school premises. The

school is responsible for putting up the signage.

Electrical Safety

The school ensures that all electrical equipment is certified and checked regularly. Any
damage to any item using electricity has to be reported for immediate action and the item
should not be used. All plugs within the reach of children have to be covered. The electrical
system of the school is a safely locked place with access given only to the people responsible

for its upkeep and maintenance.

First Aid Procedures

First aid boxes are provided on the two floors of the schools and all the staff know where they
are kept. Most of the staff is trained in paediatric first aid procedures. A copy of the first aid
training cards of the staff is kept in the school’s file. In case of any injury, the school first aiders
are called to assist the injured person. Depending on the case, first aid procedures are

followed. Any case has to be reported in the Injury Report File.

Sick Child Policy and Procedure

Sick children are kept in the sickbay, and their parents/legal guardians are informed. They
are picked up by their parents/guardians from the school. In the case of a serious emergency,
first aid is given, parents/guardians are informed and the ambulance is called. A medical

certificate has to be presented when the child returns to school.

Uncollected Child

17
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Children are kept at school with one of the SLT members until they are collected by their

parents/guardians.

Healthy Lifestyle

Following the A Whole School Approach To A Healthy Lifestyle: Healthy Eating And Physical
Activity Policy (MEYR, 2015) the school bans any activities involving unhealthy food. The
children participate in the milk and vegetable government scheme. Activities are held as part
of the learning process to promote healthy eating. Exercise is encouraged and integrated
within the learning programme. The school also has a nut-free policy because some of its

students have severe allergies.

Safety And Integrity Of Physical Infrastructure

The safety and integrity of the premises and its equipment are vetted through the Risk
Assessment. The handymen carry out routine maintenance of the premises and its
equipment. If maintenance requires major work, specialised workers are called to the school

to carry them out.

Good Hygiene Practices/ Daily Cleaning Routines

The school is cleaned every day and according to the stipulated protocols. Besides normal
cleaning, all surfaces are then sanitised. There are two full-time cleaners with a different
schedule: one from 06:30 to 14:30 and the other from 08:00 to 16:00. There are also seven

part-time cleaners in Cospicua and another two in Santa Lucia.

18
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Code of Ethics

Rationale

The school expects all members to respect its mission statement (refer to page 12). For this
mission statement to be fulfilled, the school expects its members of staff to follow the code
of ethics found in The Teacher’s Short Handbook (DES, n.d.) and Safeguarding Our School
Communities (SfCE, 2024).

Responsibility

It is the responsibility of all members of staff to fulfil their duties as expected in their position.
The SLT is responsible for the quality of the educational programmes and the management of
the school. The parents/guardians are important stakeholders in the education of the
children. They are expected to take an active role in the education of their children and
collaborate with the school to ensure the children’s progress and development. Thus, every
stakeholder is expected to work hand in hand for the benefit of the children. No one has the

right to damage the property of the school or its equipment.

Respect

Respect between all stakeholders is expected at all times and in any type of communication
used. The ultimate interest of the school is the children and their educational journey. Thus,
any disrespect or lack of collaboration can hinder this process and it will breach the rights and

entitlement of the child to education.

Conflict resolution

The school invests in the training for its members to work collegially. However, in the case of
any conflict or disagreement among staff members or with other stakeholders, the concerned
persons are to report to the SLT. The latter use conflict resolution procedures to solve the

matters to eliminate any hindrance to the learning process of the children.

19
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Inclusion Measures

The school ensures everyone’s inclusion. The premises are equipped with two lifts to facilitate
the admission of children or the employment of staff with additional needs. There is also a
plan to install a lift between the school’s two main doors. This policy also ensures that the
children with specific needs or educational needs are well catered for within the school to
enable them to reach their full potential. Individual education programmes are tailor-made
for these children following meetings between all the stakeholders involved. (Kindly refer to

the Inclusion Policy in this Manual).

Dress Code

All educators are expected to follow the guidelines in The Teacher’s Handbook (DES, n.d). The
other staff is also expected to dress as expected in a Church School. The SLT reserves the right

to draw the attention of any of its members when the dress code is not followed.

High Integrity And Competence Of Employees

All employees have to be approved by MEYR before their employment at the school. This
ensures that all employees are qualified for their positions and are expected to fulfil their
duties accordingly. Protection of Minors Applications (POMA) clearance is sought for all

employees.

Commitment To Constant Quest For Quality

Monitoring of the learning process is regularly carried out by the SLT. Every term, the action
plans are evaluated by the staff and the SLT. The internal review is carried out with all
stakeholders every year, generally during the second term. At the end of the third term,the
action plans are again evaluated and the new SDP is planned. (Kindly refer to Internal Review

Procedure in Internal Quality Assurance Policy in this Manual).
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Educators attend all training that is organised for them both by the state sector and the
Secretariat to ensure high-quality education. Support is given by the SLT, experts and

professionals in particular areas.

Prohibition Of Unethical Behaviour Both On A Personal And Professional Basis

The Safeguarding Our School Communities document (SfCE, 2014) is followed since it includes
the procedures that have to be taken in the case of inappropriate behaviour between an adult

and a student, from a student to a student and an adult to an adult.

Non-Discrimination On Any Grounds Whatsoever

The Safeguarding Our School Communities (SfCE, 2024) is followed to ensure that there is no
discrimination in the school, neither between employees nor between children. The

stipulated procedures are followed should there be any reason to take further action.

Fairness and Equity

The Safeguarding Our School Communities (SfCE, 2024) is followed to ensure fairness and
equity in the school among all stakeholders. The stipulated procedures are followed should

there be any reason to take further action.

Subordination Of Individual Interests To That Of The Employing Of The School

The school respects the rights of the child. Despite being young, their opinions and voices are
respected and listened to. The children having a psychological report and/orstatement of
needs are supported accordingly. With regards to employees, the school respects all their

rights and the rules as required by any educational institution.

Provision of Stakeholders’ Involvement in Decisions
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Staff members take an active part in all the decisions taken on the curriculum programme.
They are trained in this area and thus, they are expected to take an active role. Other decisions
are taken by the SLT and any other stakeholder, depending on the decision that needs to be
taken. The Mother Provincial deserves the right to make any decision that involves the school.

The parents/guardians are consulted on those matters in which they can be involved.
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Student Information and Support Systems
Policy

Applicable Policies

The school informs the staff of the mandated policies listed hereunder:

e Visioning the Future by Transforming Education; National Educational Strategy 2024-2030
(MEYR, 2023)

e A National Curriculum Framework for All 2012 (MEDE, 2012);

e NPF Early Childhood & Care (DQSE, 2021);

e FEducation Strategy for Malta 2014-2024 (MEYR, 2014);

e Managing Behaviour in Schools Policy (MEDE, 2015);

e A National Literacy Strategy for All in Malta and Gozo (MEDE, 2021);

e Respect For All Framework (MEDE, 2014);

e Addressing Bullying Behaviour in Schools (MEDE, 2014);

e Addressing Attendance in Schools (MEDE, 2014);

e Learning Outcomes Framework - Toolkit for the early years (DQSE, 2015);

e A Whole School Approach To A Healthy Lifestyle: Healthy Eating And PhysicalActivity
Policy (MEDE, 2015);

e Trans, Gender Variant and Intersex Students in Schools Policy (MEDE, 2015)

e A National Inclusive Education Framework (MEYR, 2022)

e Teachers’ Code of Ethics and Practice (MEDE, 2012)

The staff is expected to be familiar with these documents. A specific session during one ofthe
school’s CoPE days is organised during every scholastic year to keep the teaching staff

acquainted with these policies.

Record Keeping

MySchool is the virtual platform used by the school to which all stakeholders have access.
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Attendance is recorded daily on this platform by the educators. The teachers make use of the
checklist on MySchool, the journal/notebook they keep on each child’s learning journey and
samples of the child’s work to discuss the child’s progress during Parents’ Days. Such record-
keeping also helps teachers suggest ways for parents/guardians to extend their children’s

learning at home and to plan further learning at school.

Planned Communication between the School and the Parents/guardians

Regular communication is kept through emails, MySchool and MS Teams between the school
and the parents/guardians. The parents/guardians are informed of the school procedures and
the curriculum programme planned for their children at the beginning of the scholastic year.
The curriculum and authentic assessment are explained in detail to facilitate the
parents’/guardians’ understanding of the programme that is intended to lead the children to

achieve the learning outcomes for their respective Year group.

Parents/guardians’ days are organised twice a year; in the first term and the second term.
When necessary, meetings are always organised between the SLT, educators and the

parents/guardians.

Child Admission And Dismissal Policy

The children can arrive half an hour early before the morning prayer and leave half an hour
after the end of school activities. Supervision is provided during both times. In the morning,
children enter through the main entrance, whether accompanied by relatives or arriving by
school van. They are welcomed by the staff on supervision who also make sure that the
students enter the school safely. The children go to their classroomswhere they can socialise

until prayer time/ assembly.

At the time of dismissal, the children going home with their parent/guardian or designated
relative are dismissed first and are accompanied by their class teacher or LSE. Then, the other

children who go home by transport, gather in the schoolyard with their other van members
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and wait for their respective van number to be called. Then, they proceed out of the yard and
onto their van accompanied by the supervisors. The remaining children in the yard are also

supervised.

When a child arrives late or leaves early, the parent/guardian or designated relative has to
show the ID card to the receptionist. They have to sign the Late Arrival/Early Dismissal Booklet

indicating the required information and their particulars.

Transition to Year 1 and Year 7

The parents/guardians are informed of Open Days and meetings organised by the schools
which the children will eventually attend to facilitate progression to Year 1 or Year 7. The
parents/guardians are encouraged to attend the Open Days together with their children.
Specific transition meetings for Year 1 and Year 7 are held for the children with special

educational needs as explained in the Inclusion Policy.
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Inclusion Policy

Rationale

St Francis School Cospicua & Santa Lucia is dedicated to fostering an inclusive environment in
its daily practices. The school takes all necessary measures to ensure that every child is well-
integrated and that their right to quality education is upheld. It is committed to supporting
each child in developing their sense of identity and belonging while nurturing them to become

reflective and inquisitive learners.

Objectives

The personal well-being of each child is a priority for the school. The school aims to enable
the children to develop their Christian values as the basis for their character formation. It aims
at supporting them to build their self-esteem, foster their sense of responsibility, and nurture

their sense of empathy. The school wants its children to feel valued and secure.

Throughout the scholastic year, the staff gets to know the children on an individual basis.
Thus, individual needs can be better identified and the school can respond to those needs
while taking into account the children’s personalities and experiences. Thus, we aim to give
every child the same opportunities to learn irrespective of gender, ethnicity, social
background, attainment, and needs. We argue that parents/guardians are salient
stakeholders in the learning journey of their children. The school aims to involve them as

much as possible in its plans to address theneeds of the children.

Supporting Inclusion

This policy defines the processes adopted by the school to dismantle the barriers that may
hinder the learning journey of individual children due to different learning difficulties related
to social and emotional development and/or any impairment that they may have. The phases

followed by the school are described in the coming sections of this policy.
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Identification of Needs

The school acknowledges that young children learn at their own pace. Our curriculum
programme facilitates the children’s learning journeys and helps them to follow their
inquiries. Yet, practice indicates that some children may encounter difficulties that may
hinder learning. Through observation, educators can identify such difficulties and provide
additional support and learning material to help these children overcome them. They assist
each child to become aware that his/her input and cultural background are valued as much
as those of the other children. Moreover, close contact is kept with the parents/guardians to
verify whether these difficulties are also encountered at home and ifany particular action is
being already taken by the parents/guardians. To sum up, during this phase, the key questions
are:

1. Are all children learning and progressing?

2. Are there any children who require additional attention?

3. How can we maximise their potential at school?

4. How can their parents/guardians support the learning process of their children?

Differentiated Provision for Children with Special Educational Needs

In some cases, some children require differentiated provision. Some of them are admitted into
the school already with a statement of needs or psychological report. In that case, a meeting
is held between the educators and the parents/guardians to get to know the child and
facilitate their transition. During the first month of the school year, the MAPS and Individual
Education Programme (IEP) meetings are held to discuss the educational programme in detail.
A differentiated programme may involve specialised interventions, particular resources and
a series of scaffolded learning objectives to facilitate the attainment of learning outcomes.
This programme is followed throughout the school year and is reviewed at the end of every

term. If changes are required, meetings are again organised to make the necessary changes.

Higher Ability Children

The educators may notice that some children are advanced in their learning and can be
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challenged further. Thus, additional learning provocations are added in the setting to cater for
these children. Their parents are also contacted and advised on how their children's learning

can be supported at home.

Staff Development

It is crucial that the staff are always aware of the developments in the educational sphere
related to inclusion to provide an education of high quality to all its young pupils. In view of
this, the SLT reviews the needs of the educators and organises staff developmentsessions
accordingly. The members of staff are encouraged to engage in self-sought courses on
inclusion as well. The HOD for Inclusion is also invited to discuss or hold a session with the

staff whenever this is necessary.

Collaborating with Outside Agencies

The school welcomes the interventions of specialists working with outside agencies. These
experts are generally suggested by the parents/guardians. Upon request, they are invited to
the school to visit and observe the children in their learning environment. Follow-up meetings
are eventually held with educators and parents to discuss ways in which the children can be

better supported in their learning.

Transition of Students with Special Educational Needs

Transition meetings take place from KG2 to Year 1 and from Year 6 to Year 7 for those children
with a statement of needs or a psychological report. Accordingly, two documents are filled in
advance and used during these transition meetings. These are Transition of Students with
Individual Needs from Kindergarten to Primary Education (No official statement of needs)
(SfCE, n.d.)and Transition of Students with a Statement of Needs from Kindergarten to Primary
Education 2020-2021 (SfCE, n.d.). The meetings involving the teachers and LSEs of both our
school and the primary school, their HoDs for Inclusion and the parents/guardians are

organised to discuss these two documents.
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Appeals and Complaints Procedures

Rationale

These procedures refer to the right of appeal and course of action regarding complaints

that may involve the school.

Definitions

An appeal may be defined as ‘the process in which cases are reviewed by a higher authority,
where parties request a formal change to an official decision’. A complaint may be defined

as ‘an expression of dissatisfaction however made, aboutactions taken or a lack of action’.

Appeals Against School Decisions

The right of appeal is generally related to the employment of new staff. Each call for
applications denotes a section that explains the right of appeal of applicants and the

procedures that need to be followed.

Complaints

It is in everyone’s interest that complaints are resolved at the earliest possible stage. Many
issues can be resolved informally. The school takes concerns seriously and will make every
effort to resolve the matter as quickly as possible. Everyone’s perspective is respected and
everyone is given a voice. Complaints can be made in person or through the official channels
of the school. The SLT listens to the complaints that the school may receive and calls meetings
to resolve them. However, the school may ask for external support and guidance when the

complaint cannot be resolved internally.

Anonymous Complaints

Stakeholders are always encouraged to seek information from the school’s official sources and

to verify matters with the school. In the case of an anonymous complaint, the SLT determines
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whether it should be investigated or not.

30



Manual of Policies and Procedures St Francis School Cospicua & Santa Lucia

Administration Policy

List of Fees

As a Church school, fees are not collected as per the State Vatican 1991 agreement.

Assurance of institutional probity

The salaries of the school’s personnel are paid by the Government as per the State Vatican
1991 agreement. Parents contribute through donations for the further development and
maintenance of the school. The Head of School, Deputy Heads, Teachers, Kindergarten
Educators and Learning Support Educators are all qualified personnel as MEYR regulations

and approved by MEYR.

Organisational Structure of the School

St Francis School Cospicua (Primary) and its annexe, Santa Lucia KG all have the same Head of
School (HoS) who has the overall responsibility for both. The HoS is aided by three Deputy
Heads in Cospicua and another Deputy Head is responsible for the day-to-day running of the

KG.

Year Planner of the School

The Year planner is issued by the SfCE for the upcoming scholastic year in June. This is then
tweaked to suit the school’s needs while abiding by the set learning time/ hours, teaching

time/hours, holidays, etc.

Provision of Stakeholder Involvement in Decisions

The Head of School is accountable to the Provincial of the Franciscan Sisters. Structural and
prominent decisions are taken together with the Mother Superior. Other decisions are taken
by the SLT. Consultations are carried out with the staff and/or parents, depending on the

issue.
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Review of Manual

This manual is reviewed to reflect changes taken on a national, sector or school level at the

end ofevery scholastic year.
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