Appendix 13
ACCS Publications and Digital Resources

ACCS continues to publish documentation and online resources that support our Boards of Management. Most of
these resources have been developed with the support of our partners in education, the Department of Education
and Skills, our fellow Management Bodies and the Teacher Unions.

Leadership & Management
Post of Responsibility
Recruitment, Selection &
Appointment Guide

Assistant Principal

The Governance Manual for Community & Comprehensive Schools is a DES
publication which includes input from The State Claims Agency in the relevant area of State
Indemnity and from ACCS. A hard copy of the manual was distributed at in-service on Role
and Responsibilities of Chairpersons and Principals in the year 2016/17 when it was first
published, and this remains available on the ACCS website www.accs.ie to all Board of
Management members.

The Strategic Plan (2013 — 2016) benefitted from the largest consultative exercise ever
undertaken by ACCS and its findings continue to signpost the way forward for our next
strategic plan (2017 — 2020). The plan has supported and directed the work of ACCS over
the past three years and the latest cycle will continue to do so going forward.

The Work Placement Guidance document was produced by the State Claims Agency
following extensive consultation with ACCS in 2016. It is a comprehensive document that
clearly outlines processes that schools need to follow in organising and placing students for
work experience.

The ACCS Good Governance Guide for Risk Management in Community &
Comprehensive Schools was published in 2013 and continues to be a very relevant tool to
support Boards of Management and school management in maximising their ability to
deliver on school objectives. It assists in supporting student and employee wellbeing and
supports sound decision making and strategic planning in terms of meeting Community and
Government expectations for accountable and responsible use of public resources.

ACCS has developed a handbook on Competency-based recruitment and selection
process for the appointment of Principals and Deputy Principals working jointly
with the JMB and the ETBI. This handbook is used when ACCS provides in-service to
Selection Committees who are embarking on a selection process for a principal or deputy
principal. It is also a great support to the Secretary of the Board of Management when
organising this process.

The Guide on Post of Responsibility Recruitment, Selection and Appointment
has been revised in the context of Circular 0003/2018. The materials have been produced
in consultation with the JMB and the ETBI. This is a very useful tool for Boards of
Management involved in the process of appointing Assistant Principal I & II positions in
schools. This guide incorporates changes made to the processing of Appeals in the context
of the relevant circular.
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We draw your attention to ACCS Digital Resources also:

ACCS’ main resource to schools is the ACCS Website: www.accs.ie The website is updated daily to inform schools
of the latest news in education and events that take place in ACCS schools. The School Management, Human
Resources and School Governance sections of the website provide advice, documentation and templates in relevant
areas. The Information Bulletin section gives school management current advice and direction. We encourage board
members to access the site on a regular basis. Each board member has access to the ‘members section’ by using the
school code and password.

The Best Practice on How to Conduct a Board of Management Meeting video is a combined project of the
school management bodies facilitated by JMB. This was produced in 2016 and a copy was given to each of our schools
at Convention 2016. It is an excellent production that outlines in nine distinct chapters the role and function of each
member of the board and how the board as a whole operates. The chapters are short, going from just over a minute
in length to over seven minutes. We recommend that a chapter is viewed at each board meeting. The video is available
on the ACCS website www.accs.ie in the School Management section.

The Data Protection Website: www.dataprotectionschools.ie provides excellent guidance and resources for
schools. In the resource section there are template policy documents and guide notes on how to draft a Data
Protection Policy. This website was developed by the school management bodies with the support of the DES and
with substantial legal input.

Acting as the State Claims Agency (SCA), the National Treasury Management Agency (NTMA) manages personal
injury, property damage and clinical negligence claims brought against Community and Comprehensive schools
amongst others. The Agency utilises and promotes an integrated approach to risk and claims management as
suggested by international best practice. Its risk management role is to advise and assist delegated State authorities
in minimising their claim exposures and it achieves this through active employer liability, public liability and clinical
risk management work programmes. A range of guidance, reports and presentations from both the State Claims
Agency and external sources to support good risk management practices can be accessed on its website
www.stateclaims.ie.

The Financial Support Services Unit (FSSU) is a support mechanism providing advice and support to schools
in financial governance. The FSSU has been operating in the Voluntary Secondary Sector since 2005 and has been
rolled out to schools in the Community and Comprehensive Sector with effect from 1 January 2018. The service is
fully funded by the Department of Education and Skills and is accessible at www.fssu.ie.

The Schools Procurement Unit (SPU) acts as the central coordinating function for procurement for all schools
in the Community and Comprehensive (C&C) sector and can be accessed at https://www.education.ie/en/Schools-
Colleges/Information/Procurement/.
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Digital Resources
www.accs.ie
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School Govermance

Our School Management manual for Boards of
Management (formally called ‘Tagairt’) was
published in 2014 and issued to all our board
members at that time. While some of the chapters
2 Fesponsiilites of the Board of Management in the publication continue to be completely
3 The Pratected Ditclosures Act 2014 relevant and up-to-date, for example on
trusteeship, the Board of Management, in-school
management and organisation, others have

4 Registration with the Charities Regulatony Authority (CRA)

% Energy Managemant in Schools . . .

" become less relevant due to changes in policies and
6. Aliocalion:of Funding and Teathing Rasourss practices and updated legislation. We would
7. Esimating Funding recommend that our members use the ACCS

website www.accs.ie for the most up-to-date advice
and procedures on all areas of School
Management.

& Monitoring of Teachar Alloc akions and Budgets
% Financial Retums
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Sections 11 - 20

Sections 21 - 33

Schedule of Appendices
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Best Practice on how to conduct a Board of Management meeting

Video

A training video has been produced on ‘Best Practice on How to Conduct a BOM meeting'. This
training video is a generic model and can be used across all sectors, primary and post-primary. This video
is not meant to be a substitute for training. It is a useful learning tool particularly for new members and
when a board needs to reinforce a particular point at a board meeting.

The video has been broken down into nine chapters which can be watched independently of each other,
the shortest chapter is 1.4 mins and the longest 7.34 mins. To watch the video from start to finish will take
approximately 45 minutes

Chapter 1 : Introduction

Chapter 2 : My Role as a Board Member

Chapter 3 : Compostion of the Board of Management

Chapter 4 : Understanding How the Board of Management Functions
Chapter 5 : Preparation for the Meeting

Chapter 6 : The Meeting

Chapter 7 : The Roles and Duties of the Chairperson

Chapter 8 : Minutes and Agreed Repori

Chapter 9 : Summary

http://www.dataprotectionschools.ie
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http://stateclaims.ie/

Gniomhaireacht Eileamh an Stait
State Claims Agency

Welcome to the website of the State Claims Agency, the name used by
the National Treasury Management Agency when camying out ils
claims and risk management functions

We provide nsk management advice and assistance fo State
authonties with the am of reducing future claims and Iihgaton

Where claims do anse our objective is to manage these claims so as
I ensure that the Stake's habdity and associaled expenses are
comained at the lowest achevable level.
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Clinical Indemnity i
Scheme -
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https://www.fssu.ie/
School-procurement
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School Procurement

=% School Procurement Cverview

& About Us

< Contact Us

+ Contracts/Frameworks

+ Energy Efici The Schools Precurement Unit (SPU) acts as the central coordinating function for procurement for all schools in the
primary sector, Ml voluntary secondary schools, special schools and scihools in the Community and Comprehensive
[ B C) sector linchuding spedial schools and exciuding schools under the remit of ETES)

=% Procurement Guide Read miore

+ SPUNewsietters Current lssues POPULAR

+ Latest SPU MNewsletter CONTRAC TR FRAMEWCIRKS

+ Procurement Gulde

+ Monitdring and Reporting School Energy Use + Electricty
=+ Health and Safety Tralning, Consultancy & Advisory Services Framework , Eranseporg e
# Declaration of Confidentiality and Conflict of Interest Form + Stanonery

Procurement Guide

Guidance for Schools on Good Procurement Practices

Guid
for :h::u 1 This guide has been prepared as a practical guide on public procurement for school

Good Procurement personnel and Boards of Ma nagement in primary and post-primary schools.
Practlices

It is intended for use as a reference document of best practice, which may be consulted
by school management/ personnel for guidance on all aspects of procurement which
impacts upon the operation of their school.

Download guide

Download gulde - Irish version
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