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           (Please tick)
           
Does your child require medication during the school day  
        
If yes, I give my daughter/son permission to carry  
during the school day

If your daughter/son requires medication to be retained by the school

I will ensure that medication will be delivered to reception in 
its original package with an expiry date.

I will collect left-over medication from reception after the expiry date.

Yes No

Yes No

Yes No

Yes No

Yes No

Medical Concern

Prescribed medication

Action taken if concern arises
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ASTHMA AND EMERGENCY INHALERS (please complete if applicable)

NAME:            DOB:  

Address: 

Medical Diagnosis: 

Prescribed Medication: 

If medication is required during the school day, please contact your child’s Head of Year.

Students who have a medical diagnosis of asthma and have been prescribed a reliever inhaler, may be 
given an emergency inhaler with your consent, by completing the following: 
                   (Please tick)
            
I can confirm that my child has a diagnosis of asthma  

              
I can confirm that my child has been prescribed a reliever inhaler  

              
My child has a working, in-date and labelled inhaler in school every day  

               
School holds a spare inhaler for my child  

             
In the event of my child displaying symptoms of asthma and their own  
Inhaler is not available, I consent for my child to receive SALBUTAMOL
from an emergency inhaler held in school

Parent/Guardian Signature:

Additional Educational Needs Co-ordinator Signature:

Date: 

Yes No

Yes No

Yes No

Yes No

Yes No
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Step 6: Newcomer Designation Pro-forma OPTIONAL COMPLETION
Mandatory Newcomer Designation Pro-forma

This form can be completed in hard copy or entered directly on this form

Designation of a Pupil as a Newcomer*

* A newcomer is a pupil who has enrolled in a school but does not have satisfactory language skills to
participate fully in the school curriculum and does not have a language in common with the teacher.
Completion of this pro-forma is mandatory and subject to audit.

It should be held along with the pupil’s data capture form, and the CEFR Pupil Progress Grid.
If a pupil transfers from one school to another, funding does not presently transfer with the pupil should they 
change school in year. A copy of this form must be sent to the new school to ensure continuity in funding.

Name:

Date of Birth:

Country of Birth:

Home Language(s):

Do parents need an Interpreter for P/T meetings? 

Date of arrival in school in Northern Ireland:

Current school name and address:

Previous schools attended in Northern Ireland: Name:

Address:

From (month/year): To (month/year):

Notes
•  CEFR pupil progress record refers to the benchmarks within the Common European Framework of 

Reference.
•  If a pupil is registered as a newcomer at a Department-funded nursery school and they receive 

associated funding and support this counts as their first year for CFF purposes.
•  Schools do not have to record the CEFR level for the first three years of attendance for funding 

purposes.
•  If a pupil achieves all the benchmarks at B1, this demonstrates that he/she has the satisfactory 

language skills to participate fully in the curriculum and he/she is no longer entitled to additional funding.
•  The DE Census Validations will produce warnings for any pupils whose start date is more than three 

years ago. However, if after this initial three year period, the school considers that a pupil still requires 
additional support, an assessment against the Common European Framework of Reference MUST be 
carried out to provide evidence that the child still meets at least one of the criteria to be classified as a 
newcomer.

Yes No
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Years on Census
in NI
(including nursery
if relevant)

CEFR Level
(not relevant for
nursery schools)

Name of Designator
(the person who
completes the
CEFR record)

Signature
of Principal

1st year on Census
October 20

Newcomer pupils will
receive funding for the
first 3 years if the home
language is other than
English or Irish

2nd year on Census
October 20

As above

3rd year on Census
October 20

As above

Exceptional Circumstances in Primary School

After the 3rd year on Census, an assessment of the newcomer pupil’s English language based on the
CEFR must be carried out using the CEFR Pupil Progress Grade with levels Pre-A1, A1, A2, B1. When
all the B1 benchmarks are completed, a newcomer pupil has satisfactory language skills to participate
fully in the curriculum and is no longer entitled to additional funding.

Additional year
October 20

B1 completed

Additional year
October 20

B1 completed

Additional year
October 20

B1 completed

Exceptional Circumstances: Transfer from Primary to Post-Primary

It is recognised that a newcomer may require support when transferring from primary to the extended
curriculum of post-primary level, therefore funding may be available for year 8 at post-primary level.

Year of transfer to
post-primary on
Census:
October 20

B1 completed

Yes No

Yes No

Yes No

Yes No
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Exceptional Circumstances in Post-Primary

In some circumstances, some pupils may require support until all the benchmarks on B1 are completed.         

Additional year
October 20

B1 completed

Additional year
October 20

B1 completed

Additional year
October 20

B1 completed

Have you enclosed:
 
·         Copy of Birth Certificate 
·         Passport or other form of ID 
·         Passport Sized Photograph 
·         Reports from previous schools (this is for all students who are transferring after Primary 7)
·         Certificates (if applicable)

A Summary Booklet of School Policies will  
be issued to parents. 
The booklet contains a summary of the following Policies:

• Acceptable Use of ICT Policy for Students
• Anti-Bullying Policy 
• Attendance and Punctuality Policy
• Child Protection Policy
• Complaints Policy
• Cyber-Bullying Policy
• Drugs Policy
• First Aid Policy
• Food Policy (Whole School)
• Medical Care Policy
• Mobile Phone Statement
• Pastoral Care Policy
• Positive Behaviour Policy
• Road Safety Policy
• Use of Reasonable Force Policy
• Visitors Policy

Yes No

Yes No

Yes No

A College Which Nurtures Excellence...

ALL OUR SCHOOL POLICIES ARE 
AVAILABLE 
TO DOWNLOAD FROM OUR 
WEBSITE - www.stlouises.org.uk
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