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A College Which Nurtures Excellence...

WELCOME TO
St Louise’s Comprehensive College

Thank you for choosing our school.  We hope that your child will be 
happy and successful in the years ahead.  If you have any concerns or 
questions please do not hesitate to contact us at any time. 

In order to make the transition as smooth as possible and for us to gain 
the information that will help us best support your child I would ask that 

you complete the following:

Section 1 
General Data Collection, Data Regulation Guidelines And Permissions – 
Compulsory Completion

Section 2 
		Home School Contracts – Compulsory Completion

✓ General Data Collection, Data Regulation Guidelines and
Permissions for use with Section 1

✓ Home - School Contract for use with Section 2

Optional Completion (Found in back of booklet)

FORM 1 Newcomer Designation Pro-forma

FORM 2	 Dietary Requirements

FORM 3A	 Medical Needs

FORM 3B	 Administration of Medication

FORM 4	 Additional Educational Needs

Enclosures (Please read)

MISSION STATEMENT
“In partnership with parents, guardians, staff, governors and 

students, St Louise’s promotes excellence in learning and teaching 
within a Catholic, Vincentian, Comprehensive ethos”
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1.2  ETHNIC INFORMATION  

 Ethnicity:     First Language:   Religion: 

1.3  NEWCOMER PUPILS

 Date of Arrival in U.K 

 Month  and Year 

 If you arrived in the UK within the last three years, please complete Form 1
 (Mandatory Newcomer Designation Pro-forma) – This form can be found in the back cover of  
 this booklet
  Do you require the use of an interpreter for Parents’ Evenings?  

1.4  SCHOOL HISTORY
 Please state Primary School or Previous School Attended:

1.5  EMERGENCY CONTACT INFORMATION 
Please give details below of all persons who have parental responsibility and anyone else you wish to 
be contacted in an emergency. Place them in the order you wish them to be contacted in an emergency.

Yes No

Surname: Forename:

Middle Name: Legal Surname:

Date of Birth: Address:

Place of Birth:

Parish:

Relationship Address Tel No(s)

Home
Work
Mob
Email

Home
Work
Mob
Email

Home
Work
Mob
Email

1.1  PERSONAL INFORMATION

It is extremely important to have an email address for the fi rst contact

STEP 1: DATA COLLECTION TO BE COMPLETED FOR ALL STUDENTS

SECTION 1: General Data Collection, Data 
Regulation Guidelines and Permissions Compulsory Completion

This Must Be Completed For All Students 
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1.9   PARENTAL RESPONSIBILITY
The following adults live with the child and have legal “parental responsibility”

Full Name Relationship to Child Parental Responsibility 
Yes or No

2

1.6  SCHOOL MEALS INFORMATION
Please complete the information below even if you do not intend to use the College’s canteen facilities.

Are you entitled to Free School Meals?         

Dietary Requirements (Please state here if your child has any dietary requirements and complete 
the dietary requirements form - Form 2 This form can be found in the back cover of the booklet)

1.7  TRANSPORT INFORMATION
By what means do you travel to and from school?

City Bus                 Route No.   Ulster Bus Route No  Car

Glider Route No. Metro Route No.  Walk 

Other (Please Specify)

1.8   MEDICAL INFORMATION

Doctor’s Name       

Address     

Tel No.

Medical Concerns   Yes    No

Yes No

If yes, please complete Form 3A (Medical Needs & Concerns) – This form can be found in 
the back cover of this booklet. If administration of medication is required in school please 
complete form 3B This form can be found in the back cover of the booklet
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Yes NoAre there any Court Orders which relate to the child?  
e.g. Custody Orders, Contact Orders, Residence Orders under the 
Children (Northern Ireland) Order 1995 

If Yes please say what they are:

This information will be transferred into the school’s computer system. Under the Data Protection Act, 
anyone named above has the right to know that information about them has been collected and given an 
opportunity to check its accuracy.

This should be signed by someone with parental responsibility wherever possible.

Signed:       Relationship to Child:      

Date:       

Signed: Parent/Guardian            Date 

Signed: Parent/Guardian           Date  

I/We confi rm that all the information contained in Step 1 – Data Collection, GDPR and Permissions 
is correct.

The following adults have legal “parental responsibility” but do not live with the child

Full Name Relationship to Child Parental Responsibility 
Yes or No
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St Louise’s operates a cashless catering system. To use the system each student is required to have a 
biometric image taken of one or more finger. This image does not contain a fingerprint but a string of data. 
To use the canteen, the student has to identify themselves using a biometric reader or pin pad at the point 
of sale. When the biometric image is read at the point of sale students are able to access their individual 
account.

In order for a biometric image to be taken, agreement from a parent/guardian should be granted.  This 
should be signed by someone with parental responsibility wherever possible.
I/We consent to have a biometric image taken of our child’s fi nger.

Signed:       Relationship to Child:     

Date: 

Does your child have access to a:

 Desktop Computer

 Laptop

 Ipad

 Tablet

 Mobile Phone Device

 Wifi /Internet

Please state your email address: 

4

STEP 2: Canteen Arrangements TO BE COMPLETED FOR ALL STUDENTS

STEP 3: Technology in the home TO BE COMPLETED FOR ALL STUDENTS
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Part 1
Consent To Use Your Data And The Data Relating To Your Child’s Education

Please read Part 1 – GDPR Guidelines in the booklet entitled General Data Protection Regulation 
Guidelines and Permissions.
This booklet should be retained for your information.

I/We give my consent for my data and the data relating to my child’s education 
to be used as outlined in Part 1

I/We do not give my consent for my data and the data relating to my child’s 
education to be used as outlined in Part 1

5

STEP 4: Data Protection Regulation Guidelines And Permissions 
TO BE COMPLETED FOR ALL STUDENTS

Signed: Parent/Guardian            Date 

Signed: Parent/Guardian           Date  

Signed: Parent/Guardian            Date 

Signed: Parent/Guardian           Date  

PART 2
Consent For Use Of Photographic Images

Please read Part 2 – Consent for Use of Photographic Images in the booklet entitled General Data 
Protection Regulation Guidelines and Permissions.
This booklet should be retained for your information.

I/We give my consent for the school or media to photograph or make recordings
of my child as outlined in Part 2

I/We do not give my consent for the school or media to photograph or make 
recordings of my child as outlined in Part 2
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PART 3
Educational Testing Consent

Please read Part 3 – Educational Testing Consent in the booklet entitled General Data Protection 
Regulation Guidelines and Permissions.
This booklet should be retained for your information.

I/We give my consent for my child to undertake Standardised Educational 
Assessments as outlined in Part 3

I/We do not give my consent for my child to undertake Standardised 
Educational Assessments as outlined in Part 3

PART 4
Physical Education

Please read Part 4 – Physical Education in the booklet entitled General Data Protection Regulation 
Guidelines and Permissions.
This booklet should be retained for your information.

I/We give my consent for my child to participate in PE and other subjects in 
St Gall’s GAC and the Bog Meadows as outlined in Part 4

I/We do not give my consent for my child to participate in PE and other subjects 
in St Gall’s GAC and the Bog Meadows as outlined in Part 4

Signed: Parent/Guardian            Date 

Signed: Parent/Guardian           Date  

Signed: Parent/Guardian            Date 

Signed: Parent/Guardian           Date  

STEP 5: Additional Educational Needs TO BE COMPLETED IF APPLICABLE

If your child has Additional Educational Needs, please complete Form 4 (Additional Educational 
Needs) – This form can be found in the back cover of this booklet

PART 5
St. John’s Church

Please read Part 5 – St. John’s Church in the booklet entitled General Data Protection Regulation 
Guidelines and Permissions.  This booklet should be retained for your information.

I/We give my consent for my child to attend St. John’s church as outlined in Part 5.

Signed: Parent/Guardian            Date

Signed: Parent/Guardian            Date

I/We do not give my consent for my child to attend St. John’s church as outlined in Part
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SECTION 2: Whole School Expectations
COMPULSORY COMPLETION
THIS MUST BE COMPLETED FOR ALL STUDENTS 
WE INVITE YOU TO READ THIS CONTRACT CAREFULLY

Whole School Ground Rules
Students should:
� Arrive on time;
� Be properly prepared for the lesson; 
� Consistently try my best;
� Demonstrate respect for myself, others and the 

environment;
� Ensure my mobile phone is turned off and in 

my school bag. 

Learning to Learn Expectations
Students should: 
� Follow the presentational guidelines;
� Place my HLP, classwork and homework books 

on my desk;
� Use the appropriate voice throughout the 

lesson;
� Record my home learning in my planner;
� Spend the required amount of time on my 

home learning and submit it on time;
� Turn my Learning Points into Action Points;
� Catch up on any work I have missed;
� Organise my learning through ensuring my 

classwork, home learning book and revision fi le 
is up to date and sequenced;

� Engage in independent learning through 
regular use of the study system.  

General Presentation Expectations
Students should:
� Attend school every day and be on time; 
� Wear school uniform in the correct way; 
� Keep deadlines for the submission of Home 

Learning; 
� Wear only one pair of small studs (one in each 

ear lobe) and one small ring (please note that 
boys are NOT permitted to wear earrings); 

� Be free from facial and tongue piercing; 
� Not colour hair with inappropriate colours, 

e.g. red, blue, pink, purple or any other 
unconventional colour;

� Be free from make-up, nail varnish and nail 
extensions; 

� Co-operate with and respect all members of 
staff; 

� Respect the rights of others to learn; 
� Make sure their phone is switched off and is in 

the bottom of their school bag at all times; 
� Treat other students with respect at all times; 
� Keep all school policies; 
� Be present for all examinations.

Corridor Expectations
Students should:
� Walk in an orderly manner on the left-hand-side 

of the corridor;
� Behave sensibly in outdoor areas and to 

always be ‘in the right place at the right time’;
� Ensure that all mobile phones remain switched 

off and placed in school bags;
� Use agreed exit and entrance points around 

the school;
� Be punctual to class;
� Greet each other in a friendly manner.

Major School Rules and Additional 
Descriptors
Students must not: 
� Possess alcohol, tobacco or any illicit 

substance while in school, in school uniform or 
representing the school

� Absent themselves from school without 
permission

� Tamper with, or intentionally damage, school 
property, fi re equipment or alarms

� Act in an aggressive, threatening or dangerous 
manner towards others

� Engage in any activity that could bring the 
school into disrepute

Violent Behaviour
� Physical assault on (an) other student(s)
� Physical assault on (a) teacher(s)
� Fighting with (an) other student(s)
� Bullying (an) other student(s)
� Vandalism to school premises
� Destruction/vandalism of a teacher’s property
� Destruction of school property

Whole School Expectations
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Illegal Acts
� Theft/damage of school property
� Theft/damage of (an)other student(s) property
� Theft/damage of a teacher’s property
� Theft/damage of property outside school
� Substance Abuse 

Disruptive/Inappropriate Behaviour
� Inappropriate behaviour with (an)other 

student(s)
� Unacceptable verbal abuse of school staff
� Unacceptable verbal abuse of (an)other 

student(s)
� Dangerous behaviour
� Bringing the school into disrepute

� Severe disruption of class
� Persistent disruption of class
� Persistent abuse of school rules on smoking
� Persistent misbehaviour/breaking of basic 

school rules
� Flagrant disobedience and refusal to accept 

direction
� Absent from class without permission
� Absent from school without permission
� Breaches of the school’s dress code/personal 

grooming

I Understand The Five Major School Rules:
1. Possess alcohol, tobacco or any illicit substance while in school, in school uniform or representing the 

school
2. Absent themselves from school without permission
3. Tamper with, or intentionally damage, school property, fi re equipment or alarms
4. Act in an aggressive, threatening or dangerous manner towards others
5. Engage in any activity that could bring the school into disrepute

A student is expected to maintain high standards in school uniform and behaviour on her/his way to and 
from school and while in uniform is subject to school rules.

I Understand That If I Break Any Of The Five Major School Rules:
• I will be sent home with a letter or my parent will have to come to school and collect me.
• My parent/guardian will have to come to school to discuss the matter with a senior member of staff.
• A suspension may be imposed which could lead to expulsion.

• Please note that suspensions may be imposed under Appendix 4 of the Scheme for 
Suspension and Expulsion of Students (CCMS Revised May 2002). This is fully outlined in the 
Behaviour for Learning Policy.

 I understand that this contract will apply to me throughout my years in St Louise’s.

 Note:  This Contract may be subject to amendment

Signed: Student                           Date 

Signed: Student                           Date 

Signed: Student                           Date 
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This Acceptable Use Policy is intended to ensure:
• that young people will be responsible users and stay safe while using the internet and other 

communications technologies for educational, personal and recreational use;
• that school ICT systems and users are protected from accidental or deliberate misuse that could put 

the security of the systems and users at risk;
• that parents and guardians are aware of the importance of e-safety and are involved in the education 

and guidance of young people with regard to their on-line behaviour.

The Blended Learning Policy is intended to ensure:
• a coherent approach to blended learning which meets the needs of all stakeholders, students, parents 

and staff is implemented;
• a coordinated and effective whole school approach to blended learning and effective pedagogy that 

supports all staff in their teaching within the Outstanding Lesson Framework is implemented; 
• a clear framework for blended learning to ensure progression in learning and that improvement is 

achieved and maintained;
• a shared understanding, of procedures and practice for all staff, students, parents/ guardians;
• the continued effective and successful partnership between home and school throughout challenging 

and uncertain times. 

St Louise’s will endeavour to ensure that your daughter/son will have good access to ICT to enhance their 
learning and will, in return, expect that your daughter/son to agree to be responsible users.
A copy of the Student Acceptable Use Policy and Blended Learning Policy can be found on our website: 
www.stlouises.org.uk

This clearly links to our:
• E-Safety Policy
• Behaviour for Learning Policy
• Child Protection Policy
• Anti-Bullying Policy, including Cyber-bullying
• Learning and Teaching Policy 

Student And Parent Acceptable Use Of Ict Agreement
This Contract relates to the student Acceptable Use ICT Policy (AUP).

Without parental agreement, access will not be granted to school ICT systems.

As A Student, I Agree To The Following:
• I safely and respectfully use the school ICT systems and equipment (both in and out of school)
• I use my own equipment in school (when allowed) eg mobile phones, PDAs, cameras etc at my 

own risk
• I use my own equipment out of school in a way that is related to me being a member of this school eg 

communicating with other members of the school, accessing school email, VLE, website etc
• I will not use my equipment to record or photograph others unless I have full permission to do so
• I will not post any images or recordings on any social networking sites
• I will follow the school’s Acceptable Use of ICT Policy to ensure safe internet use at all times
• I will not screenshot, copy or record any photographs, information, messages, recordings, posts from 

staff and share on social media or any other platform
• I will not screenshot, copy or record any photographs, information, messages, recordings, posts from 

other students and share on social media or any other platform
• I will not infringe upon the privacy of any member of staff by attempting to access their social media 

platforms

Step 2: Acceptable Use Of ICT TO BE COMPLETED FOR ALL STUDENTS
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• I will respect the rights of teachers to teach and students to learn, ensuring full engagement with tasks 
online and submission of assessments

• I will respect my own work and the work of others within the online environment, ensuring that all 
comments are relevant to the learning and that appropriate language is used in all communication, 
including Google Classroom stream and emails 

• I will make sure that any recording of practical assignments, appropriate clothing is worn i.e. drama / 
dance / PE gear

• I will maintain access to Google Classroom and C2K email system through remembering my passwords.
• I will access Google Classroom, on a regular basis as directed by my classroom teacher
• I will contact classroom teachers in the event of support or help being needed, through the Google 

Classroom during school hours

Signed: Student                           Date 

As A Parent/Guardian, I Agree To The Following:

• As the parent/guardian, I give permission for my daughter/son to have access to the internet and to ICT 
systems at school

• I know that my daughter/son has signed an Acceptable Use Agreement and has received, or will receive, 
e-safety education to help her understand the importance of safe use of ICT – both in and out of school

• I understand that the school will take every reasonable precaution, including monitoring and fi ltering 
systems, to ensure that my daughter/son will be safe when she uses the internet and ICT systems

• I also understand that the school cannot ultimately be held responsible for the nature and content of 
materials accessed on the internet and using mobile technologies

• I understand that my daughter/son’s activity on the ICT systems will be monitored and that the school will 
contact me if they have concerns about any possible breaches of the Acceptable Use Policy or Blended 
Learning Policy

• I will encourage my daughter/son to adopt safe use of the internet and digital technologies at home and 
will inform the school if I have concerns over my daughter/son’s e-safety

• I will not participate in any online lessons or communicate with my child’s teachers or fellow classmates via 
Google Classroom or any other learning platforms, in the event of a period of remote learning

• I have read the Acceptable Use of ICT Policy and Blended Learning Policy for my daughter/son and agree 
to the Policy including the sanctions for inappropriate use

Signed: Parent/Guardian            Date 

Signed: Parent/Guardian           Date  
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If you have any questions about your child’s transition to St Louise’s, please contact: 

Mrs Ellen Smyth, Assistant Principal in charge of transition 
at: esmyth333@c2kni.net
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