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Reports on Pupils to Parents

January 2008

Reports on Pupils to Parents 

Notice:  This resource is intended to assist schools in devising their own procedures for reporting on pupils. While every effort has been made to ensure the accuracy of the information provided, schools are advised to consult up to date circulars, recent legislation or guidelines from relevant agencies if they have specific queries regarding this topic.

A. 
School Reports

Background:

· The Education Act, 1998, Section 22. 2(b), states that schools “shall regularly evaluate students and periodically report the results of the evaluation to the students and their parents” 

· The role of the Department of Education and Science in relation to school reports held by school authorities is governed by the Education Act i.e., schools must ensure that parents of a student have access to records maintained by the school relating to the student’s progress in his or her education. While the Department sets out statutory obligations in accordance with the Education Act, 1998 on a board to provide school reports for its students, it has no mandate to determine the content of these reports, or to amend existing school reports.

· DES Circular 0138/2006 Supporting Assessment in Primary Schools

· Assessment in the Primary School Curriculum Guidelines for Schools (NCCA 2007)

Questions the school may need to address:

· What purposes are the reports intended to achieve?

· Will reports inform teaching and learning?

· What categories of information do we report to parents? e.g. Educational progress, test results, attendance, social development, behaviour, application, areas of particular ability, concerns, special educational needs, accidents…

· How do we report to parents at present? Does it meet parents’ requirements?

· In reporting to parents, are we in line with the advice given in the CPSMA Management Board Members’ Handbook?

· Are teachers aware of parents’ rights in regard to such information?

· In situations where there are families other than the traditional, to whom does the school report?
Practical considerations for the school:

· What will be recorded in terms of curriculum subjects, achievements and effort?  

· Will reports be given orally or in written form or a combination of both? 

· Will all parents understand the language and terminology used in the reports?

· Will the school use a commercially produced report or devise one for their own use?

· How often will reports be issued? At what time(s) during the school year?

· Will parents/pupils have a right of reply? Does the time of year facilitate this?

· Who will provide the reports? Class teacher only? Class teacher and learning support/resource teachers? Who will co-ordinate the information between different teachers?

· How will consistency be maintained through the school e.g. what is meant by excellent, very good etc?

· Is there room for teacher comment and what form should this take (positive, encouragement, praise, comment on results of assessments? Could the school develop an agreed list of comments from which a teacher selects the most suitable?

· Will the principal sign all individual reports?

· Will copies of reports be kept? 

·  For how long? This is subject to clarification from management, unions and relevant state agencies. (There is no time period specified in the Education Act 1998 stating for how long records should be retained but a prudent school would keep records of its pupils into adulthood as a child may bring a legal action relating to events in their childhood even when they are adults according to the time limits set out in the Statute of Limitations 1957-2000). 
· Who will have access to these? Where will they be stored? When and how will they be disposed of?

· Will reports be mailed or handed to pupils?

· Will parents be invited to comment in return?

· How can it be ensured that issues arising from pupils’ report cards are taken on board by teachers in their subsequent planning and teaching? Will the school review/monitor such issues on a regular basis?

B.
Parent / Teacher Meetings

Background:

Circular Primary 14/04:
1. ... a parent should be able to have a formal meeting with a teacher at a suitable and convenient time. If such a meeting cannot be facilitated at a formal parent/teacher meeting then the parent will be offered a suitable and convenient appointment for same. 

2. In each school year there will be one formal parent/teacher meeting held in each primary school. This meeting will normally commence at 3.15 p.m. and will end at 5.45 p.m. unless otherwise agreed at local level between all relevant parties. In any event the parent/teacher meeting will not take place during the school tuition period. The school will close 15 minutes early on the day of the formal parent/teacher meeting. 
Practical considerations for the school:

· What are the purposes of Parent/Teacher meetings - from a parent perspective/ teacher perspective?
· Will parents know the format and agenda in advance and have an opportunity to prepare?
· Will parents be given guidance on such preparation e.g. review homework journal, test results, copies, pupil attendance, talents, challenges…

· Will there be a link between school reports and Parent-Teacher meetings?

· Will SNAs be present for any of the meetings?

· Will pupils be present when their parents meet their teachers? For all or part of the meeting?

· At what time of year will Parent/Teacher meetings be held? Will this allow sufficient time for follow up on issues raised by parents or teachers?

· What arrangements can be made to provide for parents who need assistance with the English language? 
· Where pupils are taught by more than one teacher, what arrangements can be made to enable parents meet with all involved?
· If parents have more than one child in the school, can meetings be timetabled in a way that will accommodate them? Could associated schools coordinate their arrangements?
· Will meetings be timetabled or will they be arranged on a first come, first served basis?
· What arrangements are there for parents or teachers to take notes during the meetings?
· Are relevant issues brought to the attention of the principal in advance of the meetings?

· Are issues arising from meetings discussed with Principal? Other staff? When? How?

· Is a record kept of relevant issues that arise during meetings?

· Where some parents from a class cannot be accommodated between 3.15 p.m. and 5.45 p.m., what arrangements will be made for them?

· Where more time than has been scheduled is required, what arrangements can be made by the teacher?

· Will arrangements be made to meet and direct parents who are unfamiliar with the layout of the school?  Could senior pupils do this?

· Where will parents await their turn?

· Will examples of pupils’ work be available during the meetings?

C.
Reports to parents regarding behaviour
Background:

Education Welfare Act, Section 23.— 

(1) The board of management of a recognised school shall, 

after consultation with the principal of, the teachers teaching at, the parents of students registered at, and the educational welfare officer assigned functions in relation to, that school, prepare, in accordance with subsection (2), a code of behaviour in respect of the students registered at the school (hereafter in this section referred to as a ‘‘code of behaviour’’).

(2) A code of behaviour shall specify

(a) the standards of behaviour that shall be observed by each student attending the school;

(b) the measures that may be taken when a student fails or refuses to observe those standards;

(c) the procedures to be followed before a student may be suspended or expelled from the school concerned;

(d) the grounds for removing a suspension imposed in relation to a student; and

(e) the procedures to be followed relating to notification of a child’s absence from school.

(3) A code of behaviour shall be prepared in accordance with such  guidelines as may, following consultation by the Board with national associations of parents, recognised school management organisations and trade unions and staff associations representing teachers, be issued by the Board.

(4) The principal of a recognised school shall, before registering a child as a student at that school in accordance with section 20, provide the parents of such child with a copy of the code of behaviour in respect of the school and may, as a condition of so registering such child, require his or her parents to confirm in writing that the code of behaviour so provided is acceptable to them and that they shall make all reasonable efforts to ensure compliance with such code by the child.

(5) The principal of a recognised school shall, on a request being made by a student registered at the school or a parent of such a student, provide the student or parent, as the case may be, with a copy of the code of behaviour in respect of the school concerned.

See also

Oliver Mahon, ‘The Principal’s Legal Handbook’ - Record Keeping and School Discipline 

CPSMA, Board Members’ Handbook - The School’s Obligation to Parents 

Data Protection Act.

Practical considerations for the school:

· When might a formal report regarding behaviour be necessary?

· Are there procedures for reporting to parents about serious breaches of the code of behaviour?

· When is it sufficient to report this orally? When is a written report required?

· Who makes the report - class teacher or principal/post holder? Does this depend on the seriousness of the issue?

· Does the school keep a record of the report and of parents’ response? How, where and for how long?

· Who has access to these records?

D.
Reports to parents regarding Attendance 

Background:

Education Welfare Act, 2000

The Education (Welfare) Act 2000 also provides that, where a student leaves one school to go to another, the principal of the first school must inform the new principal of any school attendance problems the child has experienced or other matters relating to the child’s educational progress as he or she considers appropriate.  A principal will therefore need to maintain a school register in order to have this information available.  Each school is obliged therefore to maintain a school attendance record on each of its students. 

Section 20 (5)

The principal of a recognised school shall, on receiving a notification under subsection (3) in relation to a child, notify the principal of the school first-mentioned in that subsection of —

(a) any problems relating to school attendance that the child concerned had while attending the second-mentioned school referred to therein, and 
(b) such other matters relating to the child’s educational progress as he or she considers appropriate.

Section 28

(1) The data controller of a prescribed body may supply personal data kept by him or her, or information extracted from such data, to the data controller of another prescribed body if he or she is satisfied that it will be used for a relevant purpose only.

(2) The data controller of a prescribed body may, for a relevant purpose only, keep and use personal data supplied to him or her under this section.

(3) In this section… “relevant purpose” means the purpose of—

(a) recording a person's educational or training history or monitoring his or her educational or training progress in order to ascertain how best he or she may be assisted in availing of educational or training opportunities or in developing his or her full educational potential,

National Education Welfare Board, Guidelines for Reporting Students’ Absences & Expulsions

Practical considerations for the school:

· How is pupil absence monitored? By whom?

· Are notes from parents regarding the absences of their children retained? Where and for how long?

· Are these notes dated?

· How and where are these stored?

· At what stage(s) are parents notified of concerns in relation to their child’s attendance?

· Does the school use the sample letters provided by the NEWB?

· Are all parents given a report on their child’s attendance record each year? Or as necessary?

· Have parents been made aware of the requirements under the Education Welfare Act (2000) and NEWB guidelines in relation to attendance?

· Do parents know that such information will be passed on to any school to which the child may move? 

Parents’ entitlement to receive information relating to their children

Department of Education & Science

It is the view of the Department that both parents should be encouraged to take an active interest in their children’s education and it is to the benefit of the children and the school when they do.  It is appreciated that practical difficulties for schools can arise where parents are separated.  However, the general principle still holds in such a situation and schools should make all reasonable efforts to ensure that any report or notice which is sent to one parent is sent directly by the school to the other parent at the same time. Circumstances, which would justify departure from this general approach, would rarely occur and would usually arise only in the context of an appropriate Court Order relating to matters of access and custody.

The rights of both parents should be respected and given meaningful, practical expression in matters such as school reports, attendance at parent/teacher meetings and other school functions and that generally both parents should receive the same information and level of co-operation from the school.   The only qualification to that approach would arise where the best interest of the child required a different approach.  It is reasonable to allow school to exercise their own judgements as to what is appropriate in each individual case given their particular knowledge of all those involved.

Solas (March 2001) Also see Leadership+ IPPN (September 2007)
Schools would be expected to have a policy regarding regular parent /teacher meetings and also regarding the issuing of regular reports to parents on the progress of their child in her/his educa​tion.

The Department of Education & Science is currently in discussions with the education partners about the man​ner of parents’ access to records which will be prescribed. It is expected that parents will have access to any perma​nent records regarding their child’s progress which are held in the school.

Primary Education Management Manual, Thompson Round Hall, Section 3 

Access to Information

Section 9(g) of the Education Act 1998 stipulates that a recognised school shall use its available resources to "ensure that parents of a student, or in the case of a student who has reached the age of 18 years, the student, have access in the prescribed manner to records kept by that school relating to the progress of that student in his or her education". No such "prescribed manner" has yet been defined. When it happens, it is likely to be by way of regulations made under the Act or through circulars issued by the Department of Education and Science.

The definition of "Parent" in the Education Act (1998) includes "foster parent, a guardian appointed under the Guardianship of Children  Acts (1964 to 1997), or other person acting in loco parentis who has a child in his or her care subject to any statutory power or order of a court and, in the case of a child who has been adopted under the Adoption Acts (1952 to 1998) or, where the child has been adopted outside the State, means the adopter or adopters or the surviving adopter."

Married parents

In a married family situation (as recognised in the Constitution), both parents have equal responsibilities in relation to the child and, therefore, have the same rights of involvement in the child's education and access to relevant information about the child's progress.

Unmarried parents

A natural mother always has parental rights in relation to her child, unless deprived of them by a court order, whereas a father only has such rights if actually married to the mother and has not been deprived of them by court order. 

At present, an unmarried father has no automatic rights in relation to a child. However, he may apply to the court for an order granting such rights under the Guardianship of Infants Act 1964 (as amended). He will then come within the definition of "parent" as set out above.

Others

Other people (for example, foster parents or health boards under a Care Order) may acquire parental rights in relation to a child's education if they come within the definition of "parent" as set out above.

Access to information in non-marital situations

Separated or divorced parents will still have rights regarding access to information about their child's education as they fall within the definition of "parent" governing both the Education Act 1998 and the Education (Welfare) Act 2000. A father granted guardianship under the Guardianship of Children Acts 1964 to 1997 will also come under this definition.

In the event of a marital breakdown, the parent with custody of the child would be considered responsible in day-to-day matters but may not have exclusive rights over the upbringing of the child. It would be appropriate, therefore, for the non-custodial parent to have access to information about his or her child's education. It would be prudent for the principal teacher to advise the parent with custody that information has been given to the non-custodial parent and provide a copy of any written information which has been passed on.

Marital Breakdown - implications for schools (INTO)

The separation of parents following marital breakdown is extremely traumatic for the parties involved. This is particularly true where children are concerned. Schools should approach the issue of marital separation with the utmost sensitivity and with a clear focus on the well being of the children when under their care. Occasionally where the separated parents are in dispute with each other conflicting demands can be made on the teachers in the school where their children are enrolled. Arising from increasing queries from members in this area and in response to a resolution on same adopted at the Annual Congress the CEC established a study group to examine some of the legal and practical issues that arise in such cases. The following general principles prepared by the Study Group may be of assistance to teachers in clarifying their roles and responsibilities in such cases.

Introduction

In a marital relationship both parents are joint guardians of the children. In a non-marital relationship the mother is automatically the guardian of any children. It is open to the natural father to be appointed a guardian through the courts. Parental separation can occur in a number of ways for example:

· ‘de facto’ separation: no formal/legal arrangements in place for custody/access to children;

· Custody of children and access to them set out in a mediation agreement (no formal legal standing);

· Separation Agreement/Deed of Separation (negotiated between both parties’ solicitors);

· District Court Orders for Custody and Access;

· Decree of Judicial Separation (Circuit and High Court) may deal with custody / access;

· Foreign Divorce/Decree;

· Irish Decree of Divorce.

It is important to note that the issue of schooling may not be explicitly dealt with in every case whether in the Separation Agreement or in the Court Order. In many cases the issue of custody is agreed between the parties without the necessity of court orders and expert reports.

Key Principle: Once a parent always a parent

Parents, although separated following marriage breakdown, remain the legal guardians of their children. In cases of marital breakdown the issues of custody and access arise. This may be resolved with both parents sharing joint custody, or with one parent having or being awarded custody and the other parent having access. Court Orders in relation to children are never final. Irrespective of the issue of custody in marriage breakdown, parents remain as joint guardians of their children and their legal obligations and rights as guardians remain unaltered. Essentially the issue of guardianship includes, but is much wider than, that of custody. 

Custody may be defined as the daily care and control of the child. The right of custody is only one of the rights that arise from the guardianship relationship between parent and child. Guardianship gives both parents a say in all matters affecting the welfare of their child/children whether physical, religious, moral, social, educational – irrespective of the issue of custody. As guardians, parents continue to have rights in relation to the upbringing of their child.

Practical Implications:

(a) In cases of separation, Separation Agreements and Court Orders, details relating to custody of children, access, etc. are generally considered private to the parties involved and are not copied to school authorities. The guardianship relationship remains unaltered.

(b) Because of the guardianship relationship and the say it gives both parents in matters affecting the welfare of their children both parents, unless precluded by Court Order, continue to have a right to:

· consult with class teachers

· attend parent teacher meetings

· have access to the normal end of year school reports

· be notified of meetings of parents etc.

It is not necessary for schools to go to extraordinary lengths to duplicate the normal arrangements that apply. However, schools should show some flexibility in this regard, e.g. if the normal practice is to invite parents to a parent teacher meeting by sending a note home via the child, then it may be appropriate to send two such notes, one to each parent. Where it is not possible for parents to attend together schools should be receptive to this issue.

It is important that school staffs exercise good judgment in these matters. Separated parents should not be treated differently to parents in working marriage relationships. Separated parents should not be discriminated against. The school’s focus should be the best interest of the child rather than on the circumstances of the marital or non-marital relationship as the case may be.

(c) Where custody and/or the collection/delivery of children are in dispute and brought to their attention teachers should: 

· seek direction from the Board of Management on how to handle the situation

· endeavour to comply with the request of the parent who has to all intents and purposes ‘de facto’ control of the children

· refrain from giving guarantees to either parent regarding handing over of children

· at the end of the school day etc.

· avoid becoming embroiled in the marital dispute and place the onus on the parent to collect the children at the end of the school day.

(d)  During school hours children are under the control of the principal and staff who are in ‘loco parentis’. Where a parent seeks to use the school as a venue for informal access to his/her children the principal could decline the facility and if appropriate, refer the matter to the Board for direction if a difficulty or problem arises.

(e) Appropriate information, relevant to the child, regarding family structure, etc. may be passed on from teacher to teacher within the school as part of normal professional communications and such information should be treated confidentially. 

(f) Increasingly, teachers are being requested by a range of professionals (social workers, psychologists, probation officers etc.) to provide written reports on pupils. It is essential, therefore, that Boards of Management would have an agreed procedure for dealing with such matters. In this context the following guidance is offered:

· In all cases the authority of the Board of Management should be respected and the Board should be fully appraised by the principal of all relevant developments

· Any reports provided should relate to the type of information a teacher is professionally capable of giving and be within the teacher’s area of expertise. The report may be similar in content to the normal end of year school report and supported by verifiable data (attendance, test results etc.) where required

· The focus of the report should be on the pupil and not on the circumstances of the parental relationship 

· The terms of the report should be discussed with other colleagues who have a responsibility for the child (learning support teacher etc.) and with the principal teacher

Generally, the prior written consent of parents should be sought where outside agencies are seeking a report on a child. There may be circumstances where it may not be appropriate to obtain the prior written consent of the parents (e.g. cases involving alleged child abuse whether sexual, emotional or physical).

(g) In custody/access cases, where a solicitor acting for one parent seeks a written report from a teacher, the general principles outlined above would also apply. In the absence of procedures in the school for such matters the consequences of a teacher voluntarily responding to a solicitor’s letter needs to be carefully considered. The report may subsequently be produced in the course of any legal proceedings and the teacher may be called as a witness and cross examined on the report. If a teacher decides not to respond voluntarily to a solicitor’s letter, the teacher may be subpoenaed to attend court.
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