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Introduction

This handbook is intended to provide information on Maria Regina College St Paul’s Bay Primary School.
It contains the main school procedures and policies while explaining what we aim to achieve.

As educators, we can only benefit from greater awareness by all the stakeholders about how the school
operates.

rav. vy
‘ ‘ The School

MRC St Paul’s Bay Primary School is currently hosting approximately 685
students coming from different backgrounds and realities from 51 different
countries, supported by more than 130 supporting staff. Information regarding
the school’s history and other important details can be found on our school’s
website.

As a learning community our aim is to provide the necessary entitlement
to our students and supporting them in their learning journey. The next
sections support parents and staff by providing a point of reference for the
‘ current procedures being followed.

Quality Education

Home and School are the two main influences on a child’s development. We believe that the provision
of a high-quality education is only guaranteed if parents and educators work hand in hand.

We do our best to create a safe and happy environment where all children are encouraged to achieve their
personal best.

Differentiation provides equity to learners, making sure that support is provided according to the individual
needs.



School Address

Maria Regina College St Paul’s Bay Primary School School
Street

St Paul’s Bay SPB3420, Malta

School Telephone: 2598 6720

School Email: mrc.spb.pr@ilearn.edu.mt

School Website: stpaulsbay.skola.edu.mt

Head of School: Ms Victoria Spiteri

Assistant Heads of School:

Kindergarten 1 : Ms Anthea Pisani
Kindergarten 2 : Mis Edith Bondin

Year 1: Ms Tanya Ristovic

Year 2 & 3 Ms Melanie Camilleri
Year 4: Mr Mark Azzopardi

Year 5 & Year 6: Mr Adrian Azzopardi

College: Maria Regina College

Head of College Network: Mr Patrick Decelis

Administration Centre (Office of Head of College Network):
Maria Regina College
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MARIA REGINA COLLEGE ST PAUL'S BAY PRIMARY
SCHOOL

At MRC St Paul’s Bay Primary School we support all our learners
in becoming curious, reflective and critical in their thinking
by nurturing in them a love of learning and ambitious life aspirations
to achieve their full potential in an evolving society.

Mission Statement

MRC St Paul’s Bay Primary School aims to provide quality teaching and learning for all
our learners to develop holistically and to become confident, independent learners in a
safe and supportive environment that is responsive to students’ voice.

Our mission is to:
= Provide our pupils with a rich, varied and differentiated curriculum as well as

relevant, engaging educational experiences.

=  Empower our students to achieve the best progress possible and to maintain
high expectations and outcomes for all.

= See that our learners are happy, healthy, confident and motivated. While
attitudes of self-respect, responsibility, resilience and tolerance are promoted
and celebrated.

= Continually encourage a strong community spirit.

= Engage in strong, supportive partnerships between home and the school and
the wider community.

School Motto

Being different, belonging together



Beginning of the scholastic year:

The scholastic year starts accordingly:

Kinder October intake

- Kinder 1: one group on the 1st and the other on the 2nd of October (if these fall either
on Monday, Tuesday or Wednesday) or the first Monday and Tuesday of October;

- Kinder 2: on the 1st of October (if this falls either on Monday, Tuesday or Wednesday) or
the first Monday of October;

Kinder February intake
One group on the 1st Monday of February and the other on the 1% Tuesday of February

Primary Years: on the fourth Wednesday of September.

Holidays:

Christmas—23rd December to 6th January

Easter -Wednesday before to Friday after Easter

Mid-Term 1—1st, 2nd and 3rd November, provided that should any of the dates fall on
Saturday or Sunday, an additional day is granted in lieu

Mid-Term 2 (Carnival)—Monday and Tuesday (varies according to calendar for Term 2
and can have an extra day granted in lieu)

Other dates indicated on Calendar of Events per Term

School Hours:

Winter (September — May) Summer (June)

07.45 - 13.45* 07.45-11.30*

* Door opens at 7:40am for Primary students, then at 8:00am for Kinder.
* Doors open at 6.45am for students attending Breakfast Club



Registration of new students

+ Parents of students residing in the European Union can fill-in the

registration form found on our website and send it through email (with all
the necessary documents) or come directly to our school on Thursdays
between 8:30am and 12:00pm. Parents of non-EU students need
to register through the Ministry for Education, Youth and Resources
(Floriana).

Primary students: After that registration has been verified and processed,
a date will be provided indicating the first day of school of the newly
registered students.

Kindergarten pupils: Kinder October Intake is for children born between
the 1st of May and the 31st of December of the same year, while Kinder
February intake is for children born between the 1st of January and the
30th of April of the following year. Children have to be fully toilet
trained before they can start attending school.

Educationin all state schools is free of charge for all EU citizens. Moreover,
students within the compulsory age also receive free textbooks and
free milk, fruits and vegetables. Psycho-social and medical services
are also available within the Directorate for Educational Services
(DES). Free transport is also provided to and from school when
distance between students’ residence and the school is more than 1.5
kilometres. Non-EU citizens need to pay tuition fees as indicated by the
Directorate for Educational Services.



Attendance

+ It is the duty of every parent to send their child to school on a regular basis. The Education Act
stipulates compulsory education for all children from age five to age sixteen. For procedures
regarding the attendance, please check our Attendance Policy found on our school website.

Curriculum, Learning Outcomes and Assessment

+ Our main aim is to enhance the holistic development of our students. The learning programmes
followed at our school are based on the National Curriculum Framework (NCF) as outlined on A
National Curriculum Framework for All (gov.mt)

+ Moreover, the NCF proposed a Learning Outcomes framework for learning and assessment
throughout the compulsory schooling years. More details about the core competence
Within the Learning Outcomes can be found on Syllabi / Learning Outcomes for: (gov.mt) according
to the attainment level per Year Group.

+ As regards assessment, we try to move from summative to formative forms of assessment.
While the former stresses the end marks and grades obtained by students in tests and examinations,
the latter focuses on the strengths and weaknesses of the students' attainment with the aim to
remedy those weaknesses and support as required.

+ Assessments are published periodically and can be viewed by logging on to mis.edu.mt with the
parents’ e-ID credentials or the students’ ilearn email credentials.

Communication

+ Circulars are sent home to inform parents of any activities or other
school related information through email or hard copies. We would like
you to help us in reducing paper consumption by providing us with a
valid email address.

+ Parents are to make sure that they go through their children’s bags and
folders daily to find any circulars or notes that your child brings home.

+ When there is the need, parents can communicate with the school by

phoning or emailing on our school contacts. The respective Assistant /

Head of Section will check your query and get back to you. If there is the
need the Head of School will intervene. Parents cannot speak to
members of staff at the gate or outside school.



https://curriculum.gov.mt/en/Resources/The-NCF/Pages/ncf.aspx
https://curriculum.gov.mt/en/Resources/The-NCF/Pages/ncf.aspx
https://curriculum.gov.mt/en/Curriculum/Pages/Syllabi_LOs.aspx

4+ Communication with educators is promoted through official channels:

] Parents’ Days and Parents’ Evenings

[J Teachers: through notes, emails or MS Teams

[J Learning Support Educators: through the appropriate
communication book.

Please refer to our school website for any updates as well as to our school facebook and instagram
pages. St. Paul's Bay Primary (skola.edu.mt)

Parents’ Participation

+ It is of utmost importance that the school and parents work hand in hand for the benefit of the
children. For this, parents need to:
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Register their child in a school as early as possible;

Send their child regularly and throughout the scholastic year;

Be punctual for the school's admission and dismissal time frames;

Ensure cleanliness of the child and tidiness of his/her belongings - school bag, textbooks and
uniform;

Show interest in the child's behavioural and scholastic progress;

Participate in whatever the college and school strive to do, parents' days/evenings,
educational/cultural programmes, school events and activities;

Be aware and abide by the school's specific rules and policies;

Show respect and good manners towards the school's staff;

Provide the school with any necessary documents which are needed to safeguard the
child's interests. Documents may be legal, medical records or other documents as requested by
the Head of School or the Head of College Network;

Provide the school with accurate telephone numbers and other data asrequested by the
schools;

Make sure that the children sleep early, are clean and come in full uniform;

Go through the school bag daily and act according to instructions given;

Support and show interest in the education of their children by supervising their HW, study,
revision and reading;

Read to them regularly;

Understand that in order to safeguard the children and the staff, no one is allowed to go to the
classrooms without permission;

Be available by phone in case of emergency;

Children are not to be taken out of school during the school day unless there is a valid reason

(the teacher must always be informed in writing) or in an emergency.


https://stpaulsbay.skola.edu.mt/

The School Council

+ The School Council which is elected every two years in each school, is made up of the President
appointed by the Minister of Education, the Head of School who acts as the Secretary/Treasurer,
three members elected by and from the educators and three other members elected by and from
parents of the students.

+ One of the main functions of the School Council is the administration of funds and assets of the
school. On the other hand it must be noted that the School Council is not responsible and should
not interfere in the teaching and maintenance of discipline in school.

+ The Helpers’ Circle is made up of a group of volunteers who help the School Council in school
activities and other initiatives, according to the needs. Individuals can join the Helpers’ Circle only
after approval by the Head of School.

Parents/Guardians as Role Models

Parents/Guardians must endeavour to become role models through their behaviour on or near the school
premises by:

+ Being decently dressed when visiting school.

+ Requesting an appointment from the school’s administration to speak to the Head of School,

Assistant Heads or teachers.

Being active participants in social, educational and curricular planning activities.

Showing respect towards school’s administration and staff.

Refraining from speaking to educators before or after school. This includes asking for contact

numbers or contacting on social media. Communication is to be done through official channels

only.

+ Using a respectful tone when addressing administration and staff.

+ Refraining from smoking while accompanying children to school as well as on the school
premises.

+++

Personal Documents

+ Parents/Guardians are to give detailed information of home and place of work addresses,
contact numbers, as well as email addresses. Any changes in addresses/phone
numbers/emails must be immediately communicated to the school.

+ The school requires information about each child’s medical history that would enable the
safeguarding of the child’s health and safety. For security reasons, no information is given over the
phone.



Care and Custody - Legal Matters

+ Copies of official court documents related to Care & Custody need to be presented to school at the
beginning of every scholastic year and should specify the education responsibility of the child. All
information is strictly private and confidential.

+ Itis highly recommended that the school is informed if
e parents are separated or divorced.
e children do not live with their parents
e there are arrangements which might be affecting the child’s well-being

This information will be kept strictly confidential.
Pupils’ Rights and Responsibilities

Rights:

+ Be treated with dignity, respect and courtesy

+ Have their personal information treated with confidentiality
4+ Bevalued as individuals, and feel safe at all times

+ Ask for help from staff members when required + Be
provided with effective and positive teaching

+ Beinformed about their progress

+ Beinformed of school decisions which affect them

+ Have their property respected

Responsibilities:
+ Treat all members of the school community with dignity, respect
and courtesy. Value the individual differences of others

+ Listen and be open to others’ points of view

+ Take advantage of learning opportunities and cooperate with the
educators

+ Seek help as required

+ Listen to and act on progress reports from the educators

+ Take pride in their personal grooming and wear school uniform correctly

4+ Maintain a safe, clean and attractive environment

4+ Respect all property

4+ Abide by all school rules and procedures

Students’ participation — the Students’ Council

4+ The Students Council is an elected group of students who act as the representatives of their peers.
They are elected on an annual basis through a secret ballot and are coordinated by one of the
Assistant Heads.



+

In the primary schools students from Year 3 upwards are normally nominated and then voted
for. The elected members then vote for the President, Vice-President, Secretary, Treasurer, PRO

and members.

The Students' Council meets on a regular basis to discuss school issues, organize events of an
educational and social nature, offer suggestions with regards to school events and procedures
as well as offer proposals and action plans for the consideration of the Head of School.

Events, Activities and Outings

+

Parents to be informed of events, activities and outings in a timely manner through the issuing of a

consent form.

Parents are requested to send any money for the outing and consent form to the Class Teacher as
soon as possible. Children who do not have the consent form will not be allowed to go to the outing.
If children are sick when there is an outing only the money for entrance to venues can be refunded,
not that for transport.

Events, activities and outings are planned by the school in relation to current curricular practices.
Normal lunch is to be sent when such events/activities/outings are organised.
Any spending money is only allowed if indicated by the Class Teacher.

School bags must always adhere to the policies indicated on a national level and small bags may be-

used in case of events/activities/outings.

Individual Educational Needs

+

+

Our schoolis aligned to the policy of the Ministry of Education to cater for all levels of ability including
children with individual educational needs and those with learning difficulties.

When a child, after a formal application through the Head of School to the Statementing
and Moderating Panel, receives a statement of support, a MAP (Making Action Plans) session is held.

All stakeholders (parents of the child, the class teacher, the LSE (Learning Support Educator),
member of the school administration the Head of Department Inclusion and other interested
parties will then meet in the first term of the scholastic year to discuss the IEP (Individual Educational
Programme) of each child.

Continuous monitoring and evaluation of the child's progress is done.



Medical Conditions

+

Students are not to be sent to school when they are sick: If children are coughing, have a sore throat,
have a nasal discharge, have fever (temperature higher than 37.2 degrees Celsius), diarrhea,
vomiting or any kind of rash amongst other conditions they are to produce a certificate from a doctor
stating that the child is ‘fit to attend school’ before the child is admitted.

When school staff notice any medical issues which can be contagious, the
parents/guardians are asked to come and pick up the student. In the meantime, the student is
asked to collect belongings and wait for pick up in the appropriate Isolation Room. It is the parents’
responsibility to answer phone calls and take prompt action.

It is advisable that parents inform school regarding any medical conditions (such as asthma,
epilepsy, allergies, diabetes, etc.) which might affect the child at school. Where necessary,
parents might be asked to fill-in the medical protocol as suggested by our School First Aiders.
This information will be treated with absolute confidentiality.

The National School Support Services Department (NSSS) provides nursing services for children who
need to be given medicine or need other medical interventions. One can apply for the service at
school.

The Uniform

+

We believe that the school uniform plays a valuable role in the ethos of the school. It is our policy
that all pupils should wear the school uniform when attending school, or when participating in school-
organised activities.

Our vision is to provide an adequate dress code where the school uniform is a way of ensuring social
equality where students feel on a par to their peers in terms of appearance. In effect, it
enhances a safe and orderly environment within the school community.

More details and information about the school uniform and dress code can be found in our Dress
Code Policy on our school’s website.

School Transport

+

Parents can book transport online through the website

https://schooltransport.edu.mt/

+

It is important that parents accompany their children to the agreed pick up point and are on time as
indicated by the driver.



+ Onboard supervisors are only responsible of the children while these are on the bus and cannot
be expected to accompany students off the bus or during waiting time.

+ Atransport tag will be provided by the school which needs to be attached to the school bag used by

the student at all times.

Breakfast Club

+ Registration for Breakfast Club is from the online link:
Free Breakfast Club Service in Primary State Schools (2023/2024) (Page 1 of 5) (office.com)
(link is regularly updated: please ask for the updated link if it does not work)

+ Breakfast starts at 6.45am and students can join anytime till 7:40am

+ When entering the school, registered students can proceed to the Breakfast Room or as indicated.

Klabb 3-16

+ The after-school club is called Klabb 3-16 coordinated by FES. You can find more information
and application form on Homepage - FES: Foundation for Educational Services (gov.mt)or email
spbklabb316@gmail.com

SkolaSajf

+ The summer school club is called SkolaSajf coordinated by FES. You can find more information
and application form on

Homepage - FES: Foundation for Educational Services (gov.mt)

or email spbklabb316@gmail.com

Other information

+ Lost Property - Students are responsible for their own property. The school is not responsible
for any stolen or lost property such as jewellery, money, books etc.

+ Mobile Phones - Students are not allowed to bring mobile phones to school.

+ School Property - Students are responsible for textbooks, library books or any other school items.
Damaged or lost books/property has to be replaced by parents.


https://forms.office.com/pages/responsepage.aspx?id=9dnNNLhdvEmsugH2XMpoDVl6xdeL-vVMs6wLiRAlcVtUODZQQVhOOVRCWkpUSFY1TjY1T1laSzlBVS4u&web=1&wdLOR=cC6CB20C7-33DD-4942-B831-B206F49C8082
https://fes.gov.mt/
https://fes.gov.mt/
mailto:spbklabb316@gmail.com

+ Toys and other belongings - Parents are asked to ensure that children do not bring unnecessary
toys or other items to school. Heavy school bags can be harmful. If an item brought from home is
confiscated it is retained and later returned to the child. If the item is dangerous or should not have
been brought to school then it is returned to the parent / guardian.

+ Threatening behaviour by parents is unacceptable. Police protection can be sought if such
intervention is required.

Parents’ support and cooperation is

highly appreciated.




Admission

+ The Breakfast Club opens at 6:45am. Registered students can join anytime between 6:45am and
7:40am and proceed to the Breakfast Room or as indicated.

+ Students using transport can enter the school as from 7:10am and on their arrival transport
students (who are identified by the transport tag) proceed to the hall.

+ Doors open according to these times and locations:

+ Year 3 to Year 6: Main door opens at 7:40am and students proceed to hall for the
Morning Assembly.

+ Year 1 & Year 2: Hall entrance opens at 7:40am and students prepare for the
Morning Assembly.

+ Kinder 1: Hall entrance opens between 8:00am and 8:10am and pupils join their
Kindergarten Educator in hall.

+ Kinder 2 : Main door opens between 8:00am and 8:10am and pupils join their
Kindergarten Educator in the school foyer.

+ Punctuality and Latecomers:

[0 Punctuality is important and parents are expected to bring their children to school on

time, since children have a right to this.

[J Students arriving late will have to wait until the door reopens and are logged in at the
reception while a note is issued requesting signature. Students must proceed
unaccompanied to their classrooms.

Teachers mark students as latecomers on the attendance.

[] Latecomers might not be able to participate in events/activities/outings and will not be eligible
for the Behaviour Badge.

[J Regular latecomers will be reported to the respective authorities.

|
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Lunch Time

There are two breaks during the school day from September to May and time differs according to
the Year Group. During the month of June there is only one break.

All children eat their lunch in class. Please make sure that enough food according to the breaks. Fruit,
vegetables and milk are provided free of charge to all students who register for it. Children should always
be provided with nutritious food. Please note that our school is a nut-free zone: kindly support us
accordingly. Please refer to our Healthy Eating and Physical Activity Policy.



Dismissal

September to May (full days) students start dismissal according to the times and locations:
Kinder 1 at 1:20pm from hall entrance

Kinder 2 at 1:25pm from foyer

Year 1 at 1:30pm from hall entrance

Year 2 at 1:35pm from hall entrance

Year 3 at 1:30pm from main gate

Year 4 at 1:35pm from main gate

Year 5&6 at 1:40pm from main gate

Transport students at 1:40pm from Transport gate

+++ 4+

June (half days) Students start dismissal according to the times and locations:
Kinder 1 at 11:05am from hall entrance

Kinder 2 at 11:10am from Foyer

Year 1 at 11:15am from hall entrance

Year 2 at 11:20am from hall entrance

Year 3 at 11:15m from main gate

Year 4 at 11:20am from main gate

Year 5&6 at 11:35am from main gate

Transport students at 11:35am from Transport gate

+++++++ 4+

+ Parents are asked to provide clear instructions to teachers regarding dismissal arrangements
at the beginning of the scholastic year.

+ Transport and Klabb 3-16 students are accompanied to designated areas and supervised
until the respective persons responsible take over at 1:40pm and at 11:25am in June.

+ To authorise other persons to collect children, the school needs to be informed in writing, stating
name and the |.D. number of the person taking the child. The person collecting the child must
present his/her ID card when collecting child.

+ In case of inclement weather dismissal is held normally as on other days.

+ Walking Home: All students from Year 4 to Year 6 whose parents allow them to walk home from
school are to bring a written note/email at the beginning of each scholastic year or when
requested.

School evacuation:

+ In case of an evacuation, students need to stay with the teacher all the time. Parents/guardians are
to inform teacher prior to taking any child home, so that we follow safety protocols.

+ For safety reasons, early pick-up of students can be granted only in special circumstances
and request need to be sent in writing to the Class Teacher.



+ Parents who come late to pick up their children are asked to wait till 1:40pm (full days) or 11:25am

(half days) when supervising educators accompany students once again to the hall entrance or main
door.

+ Parents are kindly asked to refrain from talking to the educators at the time of dismissal, in
order to ensure that all children go home safely.

+ Only adults are allowed to pick students from school. Teachers may ask for identification,
according to circumstances.



School-based Policies

The following set of policies have been compiled after discussions with all stakeholders and will be further
updated as living documents. These policies are aligned to the policy documentation issued by the
Ministry for Education which are available on this link:

Policy Documentation (gov.mt)
https://educationservices.gov.mt/en/resources/Pages/Policy-Documentation.aspx
List of School Policies

(available on our website: stpaulsbay.skola.edu.mt)

+ The Attendance Policy
01Attendance-Policy-EN-1.pdf (skola.edu.mt)

+ The Inclusion Policy
A Policy on Inclusive Education in Schools - Route to Quality Inclusion.pdf

(gov.mt[

MEDE Inclusion Framework A4 v2.pdf (gov.mt)

+ The Language Policy
A Language Policy for the Early Years in Malta and Gozo.pdf (gov.mt)

+ Healthy Eating and Physical Activity Policy
Healthy Eating and Physical Activity Policy.pdf (gov.mt)

msEllul HELPdoc.indd (who.int)

+ Behaviour Policy
Managing Behaviour in Schools Policy.pdf (gov.mt)

Policy on Inclusive Education in Schools.pdf (gov.mt)

Please refer to Section: Managing Behaviour and Addressing
Bullying Behaviours in Schools Annex Il pages 34-40

m‘%“ + Anti-bullying Policy
oA Addressing-Bullying-Behaviour-in-Schools.pdf (gov.mt)

+ Dress Code Policy
10Politika-dwar-I-llbies-MT.pdf (skola.edu.mt)
Microsoft Word - Public Service Management Code -
10.01.2024.docx (gov.mt)



https://educationservices.gov.mt/en/resources/Pages/Policy-Documentation.aspx
https://educationservices.gov.mt/en/resources/Pages/Policy-Documentation.aspx
https://stpaulsbay.skola.edu.mt/wp-content/uploads/2022/10/01Attendance-Policy-EN-1.pdf
https://meae.gov.mt/en/Public_Consultations/MEDE/Documents/A%20Policy%20on%20Inclusive%20Education%20in%20Schools%20-%20Route%20to%20Quality%20Inclusion%E2%80%8B.pdf
https://meae.gov.mt/en/Public_Consultations/MEDE/Documents/A%20Policy%20on%20Inclusive%20Education%20in%20Schools%20-%20Route%20to%20Quality%20Inclusion%E2%80%8B.pdf
https://meae.gov.mt/en/Public_Consultations/MEDE/Documents/MEDE_Inclusion_Framework_A4_v2.pdf
https://educationservices.gov.mt/en/nationalliteracyagency/Documents/Policies%20and%20Strategies/A%20Language%20Policy%20for%20the%20Early%20Years%20in%20Malta%20and%20Gozo.pdf
https://educationservices.gov.mt/en/resources/News/Documents/Healthy%20Eating%20and%20Physical%20Activity%20Policy.pdf
https://extranet.who.int/nutrition/gina/sites/default/filesstore/MLT%202007%20Healthy%20Eating%20Lifestyle%20Plan.pdf
https://educationservices.gov.mt/en/resources/Documents/Policy%20Documents/Managing%20Behaviour%20in%20Schools%20Policy.pdf
https://educationservices.gov.mt/en/NSSS/Documents/Policy%20on%20Inclusive%20Education%20in%20Schools.pdf
https://migrantlearnersunit.gov.mt/wp-content/uploads/2023/01/Addressing-Bullying-Behaviour-in-Schools.pdf
https://stpaulsbay.skola.edu.mt/wp-content/uploads/2022/09/10Politika-dwar-l-Ilbies-MT.pdf
https://publicservice.gov.mt/en/Documents/Public%20Service%20Management%20Code/PSMC.pdf
https://publicservice.gov.mt/en/Documents/Public%20Service%20Management%20Code/PSMC.pdf

Maria Regina College St Paul’s Bay Primary School Street
St Paul’s Bay SPB3420, Malta

Tel: 25986720

Email: mrc.spb.pr@ilearn.edu.mt

Website: stpaulsbay.skola.edu.mt

The School Handbook is a living document: make sure to follow updates.
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