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Introduction: 

This policy was drawn up to protect the pupils, staff and management of the Four Masters National School.  It was discussed at a meeting of the Board of Management in March ’08. It was reviewed by the Board and staff of the school in 2016. This policy was subsequently updated in March 2025.
Aims and objectives

· To ensure that all staff are clear in relation to rules and regulations governing people on work experience in the school.

· To ensure the minimum disruption to school life while people are on work experience.

· To ensure that the confidentiality of the school, its pupils, parents and staff is maintained.

· To ensure that all work experience personnel fully understand their duties and responsibilities.

Policy for numbers accepted on work experience.
1. Each teacher has the right to accept / reject a work experience candidate.

2. As regards Secondary school students the school will accept no more than two students per term and the students in question must be past pupils of the school.  These students will be chosen on a first come, first serve basis. In the event that no past pupils apply others now living in the area will be considered for work experience.

3. Student teachers, who are past pupils of the school, will be accepted on application provided that there are no more than two such students working in the school at any given time.  Students who are not past pupils will also be accepted provided there are no past pupils working in the school. 
4. Any other adults looking for work experience in the area of childcare will be considered up to a maximum of two per school year.

5. With the exception of student teachers and work experience students, the school will only accept one adult at a time.

Procedures which work experience personnel must undertake before starting in the school.

1. Each work experience candidate must meet with Principal and undergo short interview.  Issues in relation to Garda clearance must also be clarified. Work experience candidates and student teachers may not commence work until Garda Vetting clearance is received.  
2. Each work experience candidate must read this policy and undertake to abide by rules and regulations laid down in it.

3. Each candidate will be told that his/her work experience may be terminated immediately if any of the following issues arise:

     -  unsuitable conduct
- teacher dissatisfaction with candidates work in classroom or attitude          

         to pupils / staff

- information which came to Board of Management attention regarding  

   suitability of candidate for work in school

4. Candidates on work experience must work in classrooms assigned to them 

by the Principal.  They must be willing to accompany class teacher on yard supervision and visits to places outside of school e.g. Church, library etc.

5. Candidates must respect the confidentiality of pupils and staff.  They must not take anything out of school.  They must not discuss the school, its pupils or staff outside of the school.

6. Candidates must not discipline children.  If they observe, what they perceive to be, unacceptable behaviour they must inform the class teacher, who will then deal with the issue.

7. Candidates must at all times behave in a respectful manner towards the class teacher.  They must recognize that he/she is the professional and that he/she knows the pupil best.

8. Candidates must dress in a respectful and appropriate manner.

9. Candidates must refrain from being on their mobile phone during the school day.

10. All candidates on work experience must adhere to the school’s ethos and seek to promote it.  The Four Masters National School has a Catholic ethos but welcomes children of all /no religious persuasion.  We also have a school motto which we expect all visitors/workers to adhere to namely – 

Mol an óige agus tiocfaidh sí agus Ní neart go cur le chéile.

11. Candidates on work experience must participate in yard supervision and 

hence take their breaks at different times to teaching staff.  The first break is from 10.30 a.m.  – 10.40 a.m. and lunch from 11.30 a.m.  – 12.00 noon or 2.00 p.m. – 2.30 p.m.
12. Each work experience candidate must have a letter from their school/college indemnifying the Board of Management against any claims for accidents /injuries while in Four Masters school.

13. Mrs. Lee (Principal) is the Designated Liaison Person (DLP) and Mr. Britton (Deputy Principal) is the Deputy Designated Liaison Person. Any disclosures or concerns raised relating to a matter of Child Protection/Child Welfare must be immediately reported to the DLP or Deputy DLP. Please familiarise yourself with Child Safeguarding Statement that is displayed withing the school and also available at the school office. 
14. Having read all of the above candidates must agree to sign a declaration 

that they will abide by the rules and regulations laid down by the school 
(copy attached).

Declaration of Work Experience Candidate:

I ____________________ ___________________ declare that I have read the Four Masters National School Policy in relation to people on work experience and that I agree to be bound by the rules and regulations of same.

Signed: _____________________________________

Date: __________________________________

This policy was ratified by the Board of Management at a meeting in March 2025.
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                  (Chairperson)         Date:  March 2025
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              (Principal)           Date:  March 2025

