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SECTION 1- INTRODUCTION 

1.1  
 

VISION 
 

To be an innovative, model primary school in Trinidad and Tobago. 
 

 
MISSION 

 
The University School is devoted to the development of healthy, kind, responsible and 

confident children in an environment of caring, committed staff and families. 
 
 

1.2 
 

GUIDING PHILOSOPHY   
The University School is committed to a child-centred, holistic approach to education, 
providing a safe and encouraging learning environment to all learners and supporting 
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students’ social, emotional, physical, intellectual and linguistic development in line with 
research-based best practices in primary education. Teaching and learning at The 

University School aim at nurturing children’s multiple intelligences and fostering sensibility 
to the customs, moral and cultural values of all members of society. 

 
CORE VALUES 
At this school we 

Learn 
Grow 

Support 
Encourage 
Motivate 

Plan 
Communicate 

Care 
Love 

Stay Positive  
and  

Work Together 
 
 

1.3 

MOTTO 

      Knowledge is light. 

  
 

1.4 
 

 History of The University School 
 
The official admission register of The University School started in 1954 but it is almost 
certain that the school first opened one year before that. The School was formed to 
provide educational facilities for children of the senior staff of the Imperial College of 
Tropical Agriculture (ICTA). In the early years, the school was managed by an elected 
committee of the ICTA Senior Staff Association.  By 1966, ICTA had been replaced by the 
Faculty of Agriculture of The University of the West Indies (UWI) and The University 
School Association Limited was formed in that year. 
 
Although the School has maintained its primary objective to provide for the children of the 
academic staff of the St. Augustine Campus of The UWI, its nature and role have changed 
over the years. Whereas in the 1950s most of the senior staff of ICTA were expatriates 
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from the U.K., the University staff now are predominantly nationals of Trinidad and Tobago 
with many of the non-national staff also being West Indian. Children of parents with origins 
outside the Caribbean continue to attend The University School, but these are now a 
minority. Besides children of the University staff, the school has always been able to make 
available places to the general public.  The School is committed to maintaining diversity in 
its student population. 
 
One feature which has remained constant during the years is the number of applications 
for admission exceeding the number of places available. This testifies to the quality and 
standard of the education and teaching provided by the school. Today we have 
approximately two hundred and fifty students and twenty-two staff members, in addition to 
a few volunteers and a very active Parent-Teacher Network (PTN).  The School is 
operated by a Council, whose members are elected at the Annual General Meeting of The 
University School Association Limited. Full time staff of The University of the West Indies 
are eligible to apply for membership in the Association using the form provided in 
Appendix 18.3. The diagram below explains the organisational structure of the School. 
 

 
For student enrolment, the first preference is given to children of the staff of The University 
of the West Indies and The University School, second preference to siblings of a present 
student, third preference to children of past pupils of the School and then other members 
of the public.  Promotion to new classes is done in June/July and takes effect at the start 
of the new academic year, typically in September.  
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The Head Teachers and the Principals of the school since 1954 are listed below: 
 
Years Name Designation 
1954-1958 Mrs Joan Winstanley Headmistress 
1958-1962 Mrs Stenson-Stenson Headmistress 
1962 (Sept-Dec) Mrs Kathleen Richards Headmistress (Acting) - 

Administration 
1962 (Sept-Dec) Mrs Evangeline Osman Headmistress (Acting) - Academic 
1963-1971 Mrs Esmee Ottley Headmistress 
1971-1972 Mrs Helen Francis-John Headmistress (Acting) 
1973-1983 Mrs Undine Guiseppi Principal 
1983-1991 Mrs Joan Kenny Principal 
1991-2006                    
2006-2007 
2007- 2015 
2015 - present 

Mrs Marsha Joseph 
Ms Donna Crooks 
Mrs Beverley Trotman 
Ms Odessa Vincent Brown 

Principal 
Principal (Acting) 
Principal  
Principal 
 

 
 
 

1.5  

Welcome Message from the Principal 

Dear Parents/Guardians, 

It is my pleasure to welcome you to The University School Family.  It is great to have 

you on board! 

At The University School we recognise the benefits of a genuine partnership with parents.  

That partnership will ensure that your children are able to take maximum advantage of 

their education and achieve their fullest potential. I look forward to working together to 

ensure the best possible outcomes for your children. 

We are pleased to introduce this Parent/Teacher handbook for the 2018-2019 academic 

year. We trust that it will provide you with all the relevant information you may need 

regarding the school's policies and procedures and guidance as to how you can support 

your child’s education during his/her time with us. I encourage you to review the contents 

together with your child.   
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In addition to the information contained in the booklet, you are expected to stay informed 

of all school regulations. We commit to updating this booklet when major changes take 

place and the revised version will be published on our website. 

We hope you will find this handbook a helpful and convenient reference! 

 

1.6 

Composition of the Staff 

The staff at the School comprises the Principal, Vice Principal, Class Teachers (for 

Reception to Junior 5), Subject Teachers (Science, Physical Education, Art, Music and 

Spanish), Teaching Assistants, a Library Assistant, Special Education Aides, Office Staff 

and Ancillary Staff. For a full listing of the School’s staff for the current academic year, 

please see Appendix 1.  

 

1.7 

AIMS AND OBJECTIVES OF THE UNIVERSITY SCHOOL 

1.7.1 General Objectives 
 

1. To develop, in the school community, concern and respect for the welfare of others, 
with specific reference to interpersonal relationships based on sensitivity, tolerance, 
respect and goodwill. 

 
2. To encourage students to appreciate the value of cooperation and to develop a 

sense of responsibility. 
 
3. To promote the display of initiative and the exercise of individual judgement by 

students. 
 
4. To secure the cooperation of staff and parents in the realization of the school’s 

objectives. 
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5. To encourage positive attitudes to the demands of a changing society while 
upholding a belief in basic values and standards. 

 
6. To support the well-being and development of all students regardless of their 

abilities and sociocultural backgrounds. 
 

7. To encourage the highest academic standards and to ensure that the students of 
the school remain competitive in the changing environment of primary school 
education. 

 
8. To encourage environmental stewardship in the school community. 

 
 

 1.7.2 Curriculum Objectives 
 

1. To stimulate intellectual curiosity and develop students’ interest in learning. 
 
2. To stimulate clear and critical thinking, and informed decision-making. 
 
3. To develop students’ ability to tackle a problem, evaluate solutions and fully sustain 

a discussion.  
 
4. To develop a curriculum which promotes active learning, is flexible, relevant and 

meaningful to the student at different ages and stages. 
 
5. To recognize and encourage different kinds and degrees of talents and abilities. 
 
6. To foster the enjoyment of all processes of communication: oral, written and visual. 

 
7. To focus on understanding and learning by doing rather than memorization or rote 

learning. 
 

 

 

SECTION 2- OPERATIONS 

2.1 
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Fee Payment and Registration Procedures 

As a private institution, The University School depends on the timely payment of fees to 
meet its operational expenses and to provide students and teachers with the resources, 
facilities and equipment that will support teaching and learning activities.  
 
Types of School Fees 
The table below is a guide to the standard fees which fund provisions at the School.  
 

Type of fee When collected 

Tuition Termly 

School security Termly 

Art supplies Termly 

Swimming Termly 

Infrastructure Development Fee (IDF) 
supports continual infrastructural 
enhancements at the School 
 

Start of each academic year 

Capital Development Fund Once on admission 

 
The total fee due for a given term is payable in two tranches- a commitment fee and 
the balance.  
 
Regular Registration  

The registration procedure requires the upcoming term’s fees to be paid in full in advance 
of the start of the school term and proof of payment submitted to the School’s Office. Only 
when a student’s fees are paid in full would the student be considered “registered” and be 
placed on the School’s attendance register. Fees must be paid following steps outlined in 
the School’s Fee Payment Policy in Appendix 2.   Fees can be paid at any time before 
the commencement of the term including the designated registration period immediately 
before the start of each term. Parents and guardians have the option to arrange with the 
Office to pay all three terms’ fees in advance if they wish. Fees cannot be prorated based 
on student attendance.  
 
Junior 5 
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Junior 5 students are required to be registered for all 3 terms despite the fact that the SEA 
exam may take place in Term 2.  Registration in the secondary school placement 
examination, collection of school placement examination results from the School, 
distribution of a student’s report books and participation in school events such as 
graduation are all contingent on the student’s registration with the School.  Parents must 
therefore ensure that the registration process is completed for Junior 5 students for all 
three terms. See the School’s Fee Payment policy in Appendix 2. 
 
Leave of Absence 
Parents can apply for a student’s temporary leave of absence from the School for an entire 
term (up to one academic year). This requires a written application to the Principal and the 
payment of half of all tuition fees during the registration period (see Appendix 2). The 
approval of such requests is entirely at the discretion of the Principal and Council. See 
Appendix 18.2 for the Leave of Absence Application Form.  
 
Withdrawals 
If a parent wishes to withdraw a student from the School’s register, a Withdrawal 
Notification Form (see Appendix 18.1) must be completed and submitted to the Principal, 
giving as much notice as possible, but by the last day of the current school term. If the 
notification is not given, in writing, by the last day of the current term, parents will be 
considered liable for the next term’s fees. In exceptional circumstances, this liability can be 
waived by the Council if a request for consideration is submitted in writing before the start 
of the new term. 

 

 

2.2  

The University School Day  

The order of the school day  
7.00 a.m.  School site open for students 
8.00 a.m.  All teachers assume duty.  
8.15 a.m.  Parents must vacate classrooms and corridors.  
8.25 a.m.  First bell; school day begins 
10.05 a.m.  Break time bell rings 
11.30 a.m.  Lunch time bell rings 
11.45 a.m.  Play time begins 
12.30 p.m.  Afternoon session begins 
2.00 p.m.  Reception and Prep released to parents  
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2.30 p.m.  Dismissal of school 
3.30 p.m.  End of pick-up time. Late pick-up begins. Fee applies. 
5.00 p.m.  End of late pick-up service.  Extra-late pick-up extends to 6 p.m. Fee applies.  
6.00 p.m.  School site closed (except for participants of pre-booked events).  
 
Student Arrival Procedures 
Students should arrive at school no later than 8.20 a.m. in accordance with the school 
rules. If students arrive before 8.00 a.m. they should put their bags in their classrooms and 
return to the Hall where they will be under the supervision of school staff. Students must 
stay in the Hall until 8.00 a.m. or until the arrival of their class teacher.  
 
 
Student Departure Procedures 

a) At dismissal, students transition from their classroom into the School Hall. Parents 
should wait in the Hall to collect students and should not go to the classrooms 
unless authorized by the security guard or Office staff.  The school is dismissed at 
2.30 p.m. The Lower School (Reception and Prep) is released at 2.00 p.m. to 
facilitate parent collection and interaction with the Class teacher.  Class teachers 
will be present to hand-over Reception and Prep students to parents.  All students 
who are waiting to be picked up must place their bags on the designated shelves 
and wait in the Hall until they are collected by their parents/guardians. To avoid 
injury, students must not run in the Hall; they may sit or play quiet games whilst 
waiting. Students may go to the playfield after dismissal only when accompanied by 
school staff. For more information about the School’s Extracurricular 
Programme, see Appendix 7. 
 
 
 

b) Late Pick-Up-   
(i) In order to maintain high standards of safety and security for students at The 
University School, students who are not collected by 3.30 pm and who are not 
enrolled in an extracurricular activity will be sent to the Late Pick-up Room to 
complete homework, activity books (provided by the parent) and/or engage in quiet 
reading under the supervision of the Extracurricular Programme Coordinator.  (We 
are unable to offer free-of-charge supervision in the Hall of children who are 
collected after 3.30 p.m. They cannot be under the supervision of the security staff 
who need to closely monitor the safety of traffic and pedestrian flow as well as the 
dismissal of children. This time of day is much busier than in the morning period 
and activities may be conducted in the Hall so unregistered children need to be 
catered for separately for health and safety reasons. 
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(ii) A fee of $30 per hour (or part thereof) per child is payable in cash to the 
Extracurricular Programme Coordinator upon collection of the child if pick up occurs 
by 5 p.m. An extra-late pick up fee of $60 per child will be payable in cash to the 
Extracurricular Programme Coordinator upon collection of any child between 5 p.m. 
and 6 p.m.   
(iii) The school is closed from 6 p.m. except to those students attending a pre-
booked event or activity. Any student who is still on the school site at closing time of 
6 p.m. and who is not enrolled in an activity will be handed over by the 
Extracurricular Programme Coordinator to staff at The UWI After School Care 
Centre (ASCC) on Warner Street (adjacent to The University School) which closes 
at 8.30 p.m. The UWI ASCC service attracts a fee. The parent will be notified of the 
handover via phone.  
 

 
Attendance and Punctuality 
Students of The University School are encouraged to attend regularly and punctually so 
that they can make as much progress as possible at school. A student arriving after 8:25 
a.m. will be marked late for the morning session. The student register is taken by the class 
teacher at 8:25 a.m. and 12:45 p.m. each day.  
 
Early dismissal days 
The school calendar will inform parents of any early dismissal days. Early dismissals 
usually allow for staff meetings and professional development. On such days book bags 
can be packed as normal since students typically have shortened lessons for all scheduled 
classes. Parents will be advised in advance of any changes to this procedure.  
 
Emergency Procedures  
The School will conduct routine drills for the evacuation of the classrooms. These 
procedures will apply in the event of an emergency such as a fire at the School. Parents 
are urged to ensure that their regular and emergency contact details are up-to-date with 
the School Office. In the event that the school site needs to be evacuated, parents and 
guardians will be notified of the emergency pick up procedures as soon as possible. The 
School’s Evacuation Plan is in Appendix 10.  
 
Curriculum  
The University School follows the National Curriculum prescribed by the Ministry of 
Education of Trinidad and Tobago for Mathematics, English Language Arts (ELA), 
Science, Agricultural Science, Social Studies, Visual and Performing Arts, Physical 
Education (PE) and Values, Character and Citizenship Education (VCCE). In addition, as 
part of our holistic educational approach,  the school provides opportunities in the 
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timetable for Spanish, Literary Appreciation (LA), Religious Instruction (RI) in a faith of the 
parent’s choice and Swimming.  
 
The Swimming programme is managed and delivered by a qualified, external provider 
under contract with the School. The current syllabus is focused on water safety as well as 
the development of proper swim technique and endurance.   Students are accompanied to 
the swimming pool by their class teacher and at times, the PE teacher. Parents are 
welcome to observe at the pool, particularly on “Parents at the Pool” days specified in the 
school calendar. Parents are reminded that swimming is a timetabled subject and students 
not participating in sessions MUST present a written, valid excuse,  to the class teacher.  
 
Religious Instruction Classes 

Every Friday after assembly, students from Junior One to Junior Five separate into groups 
to learn about different religions in Religious Instruction (RI) classes. Classes are 
facilitated by volunteer facilitators and begin on the second Friday of each term. Parents 
will be asked to indicate the preferred RI group at the start of the academic year and 
students may go to a different group each term if this is requested. If no RI group is 
requested by parents, options for students to engage in quiet reading in the library or join 
the Lower School in singing classes are also available.  

 

Celebrations and Observations 

The University School celebrates the diversity of its student body within the wider national 
and global contexts. Our annual calendar specifies the celebrations for a given academic 
year. These may include Carnival, Divali, Eid-ul-Fitr, and Christmas. Parents are 
encouraged to support the planning and execution of celebratory events at the school by 
contributing to the Cultural Activities Management Committee of the school as outlined in 
Appendix 8.  

 

 

 

2.3  

School Timetable 
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A timetable is used to ensure all subjects receive adequate coverage. The School will 
provide parents with an electronic copy of their children’s class timetable during the last 
week of the July/August break.  

School Timetable 

Period Time Duration 

Assembly & School Singing 
or Mental Math 

8:30 -8:45 15 minutes 

1 8:45-9:25 40 minutes 

2 9:25-10:05 40 minutes 

BREAK 10:05-10:20 15 minutes 

3 10:20-10:55 35 minutes 

4 10:55-11:30 35 minutes 

LUNCH 11:30-12:30 60 minutes 

Silent Sustained Reading 12:30-12.45 15 minutes 

6 12:45- 1:20 35 minutes 

7 1:20 - 1:55 35 minutes 

8 1:55 - 2:30 35 minutes 

 
Assembly  
The school conducts assemblies for the students each week on Monday and Friday 
between 8.30 and 8.45 a.m. in the Joan Kenny Hall.  In the assemblies, students receive 
key messages about important matters such as national days of celebration and school 
news. On the other 3 days, students assemble for morning prayer outside of their 
classrooms, then kick start their day with activities such as mental math, problem solving 
tasks or verbal challenges.  
 

 

2.4  

Organisation of the Student Body 
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The student body is organised into three levels-  

The Lower School- Reception and Prep 

The Middle School- Juniors 1, 2, 3 

The Upper School- Juniors 4 and 5 

 

House System 

The House system aims to encourage camaraderie within the student body by creating 

opportunities for students to work with others from each year group. It also aims to foster 

school spirit and healthy competition as well as encourage leadership and democracy 

through the annual election of House Captains and Games Captains. Students in the 

Middle and Upper School are assigned to one of three houses: Blue, Green and Yellow. 

Students in Reception and Prep classes are said to belong to “White house” as they are 

not assigned a house colour until the end of Lower School. For PE class, sport and swim 

events, students are required to wear their house T-shirt to represent their house.  

Students have the opportunity to earn house points at the major sporting events in the 

school calendar such as Sports Day and the Swim Gala. They can also earn house points 

by behaving well, in line with the Behaviour for Learning Policy (see Appendix 4). From 

time to time, other activities will contribute to house points. Students lose house points 

when they are issued with order marks or detentions for poor behaviour or if they do not 

have an excuse for incomplete homework.  

 

The Prefect System (under review) 
The Prefect System gives prefects the opportunity to develop their skills in leadership, 

communication and teamwork. It also inculcates respect and discipline amongst the 

student body. Students of Junior 5 who are role models to the student body are eligible to 

be selected as prefects. The prefects are student leaders who are assigned to classes to 

aid with student management. Each year, a panel comprising of the Principal, Dean of 

Discipline, Junior 5 class teacher(s), and Curriculum Lead Teachers, select student 

prefects from the Junior 5 Class. Additionally, two Head Prefects are also selected by the 
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panel . These two student representatives will be exemplary students of The University 

School who help to coordinate the team of prefects.  

 

Orientation and Promotion  

Students who successfully complete the course of work in an academic year are promoted 

to the next class for the following academic year. At the end of the third term, students will 

have a Promotion Morning when they spend the first half of the day with their new teacher 

in their new classroom. On this day, the Reception class for the next academic year is also 

invited for an Orientation Morning at the School. They spend a half day with their 

Reception teacher in order to become familiar with the School. Teachers usually let 

students know their expectations for the new academic year and conduct simple 

assessment exercises to assist them in planning for the new term.  

 

 

 

SECTION 3- SCHOOL POLICIES, RULES and GUIDELINES 

3.1  General School Rules 

These rules represent the School community’s expectations of acceptable standards of 

behaviour and personal deportment. The University School students are expected to have 

high standards of conduct at all times – when on the school grounds, when representing 

the school, when attending a school activity or when wearing school uniform. Parents and 

guardians are encouraged to ensure that their children are aware of the School’s rules as 

described in the Behaviour for Learning Policy (section 3.2 and Appendix 4). The policy 

also describes the consequences which follow poor behaviour choices.  

 

3.2  Behaviour for Learning at the University School  
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At The University School we encourage all our students to behave well so they, and 

others, can learn well and make as much progress as possible. It is our mission to develop 

kind, responsible and confident children and parents have a vital role to play in supporting 

the school’s effort to cultivate an atmosphere in which students consistently make positive 

behaviour choices.  All parents and guardians are expected to read and be familiar with 

the School’s Behaviour for Learning Policy document. It can be found in Appendix 4.  

 

3.3  Uniform Rules 

All students are expected to comply with the uniform rules as prescribed below.  

  Girls Boys 

Green school dress with 
monogrammed pocket, 
undershorts (either those 
supplied with uniform or white, 
brown or black cycle shorts.) 

Green school shirt with 
monogrammed pocket and knee 
length khaki shorts. 

Regular 
uniform 

Closed, sturdy brown shoes with brown socks. 

PE House (blue, yellow, green or white) coloured t-shirt with school 
monogram, blue elastic waisted shorts having no zipper or button 

fastening. No skorts. 

White sneakers and white socks. 

Swimming          House coloured school 
swimsuit, goggles, cap. Rash 

guard optional. 

House coloured school swim 
trunks, goggles and cap. Rash 

guard optional.  
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Hairstyles All hair accessories should be 
white, brown or black or 
transparent. Hair styles should 
be neat and simple. If the hair 
falls below the collar it should be 
tied back. 

Hair styles should be neat, simple 
and off the collar. 

Jewelry Simple watch. If earrings are 
worn, they must be small, plain 
stud earrings. 

Simple watch only. 

Nail polish and 
tattoos 

Nail polish is not permitted. 

Henna tattoos are permitted only for cultural observances e.g. 
during the Divali period 

 

3.4  Homework Policy  

At The University School, we consider homework to be an essential element of students’ 
out of school learning. It provides children with an opportunity to reinforce skills learned 
during the school day. It also develops skills in time management, independent learning, 
research and handwriting. It can keep parents connected to their children's learning and 
allow children to discuss the ideas they discovered at school. This can support parents to 
develop links to other areas of the children’s interest. 

Homework tasks will be age appropriate and relevant to the children’s learning at school. 
Tasks may include, but are not limited to, completion of exercises, revision, research, 
project work and improvements of class work. Further guidance on individual/group 
projects is given in the student planner and parent handbook. The following are 
homework guidelines for parents and teachers: 

 

1)   Teachers will indicate the homework task to students in writing, providing details of 
the date set, date due, the task to be completed and any required resources such as 
text book or recommended research sites. 
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2)   All students are required to accurately record homework assignments given in their 
homework notebook/student planner. This will be checked by the teacher or teaching 
assistant. 

3)   Homework will generally be set at least two days before the due date (e.g. Monday 
for Wednesday). Teachers will avoid setting homework for the next day unless it 
involves improvements of the day’s work or is necessary for the next day’s class. 

4)   Any requests for materials to support classwork will be made two weeks in advance 
and kept to an absolute minimum. In general, requests for materials will be made at the 
start of the term when course outlines are given. 

5)   Students are required to store any homework sheets in their folder which is kept in 
the students’ book bags. 

6)   All homework tasks are to be completed by students on time and to a high 
standard. 

7)   Where formal homework is not set, students are encouraged to engage in a few 
minutes of independent reading, revision or research. 

8)   Guide to homework/independent study duration: 

Year group Suggested daily 
duration for homework 
or independent revision 

Minimum number 
of times per week 

Reception and Prep 20 minutes 1 

Junior 1 30 minutes 2 

Junior 2 40 minutes 2 

Junior 3 50 minutes 2 

Junior 4 1 hour 3 

Junior 5 1 hour 3 
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9)   Subject teachers will generally set at least one piece of homework per fortnight, 

requiring 30 minutes to complete.  

10) If there any concerns regarding homework tasks, these should be raised in the first 

instance with the class or subject teacher. If there is no resolution before the deadline 

date, an email should be sent to the office for the attention of the relevant Senior 

Teacher. 

 

3.4.0  Non-completion of homework:  

If a student is unable to complete a homework task by the deadline, the parent/guardian 

must send a note to the teacher on or before the due date. This can be done in the student 

planner/ homework notebook. If no note is received, the student will be issued with a dot in 

the order mark book which will be logged. A dot results in the loss of one house point.  A 

student who receives 2 dots in a week will be logged for an order mark. (Refer to the BFL 

Policy in Appendix 4.) 

 

3.4.1  Absenteeism 

If a student has been absent, s/he is required to make a reasonable effort to catch up with 

missed work and complete upcoming homework tasks. Where there are any issues, the 

parent should get in contact with the class or subject teacher for further guidance.  

 

 

 

 

3.5  Project Work 
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Students’ progress is sometimes assessed via project work rather than by a summative 

assessment or examination at the end of the term. This is usually the case in Term 2 when 

project work and monthly test scores combine to give the end of term grade.  

 

The projects usually allow for a cross-curriculum activity in which students either work 

individually or in small assigned groups. Teachers guide students through the activities 

which enable students to develop peer relationships and collaboration skills. Students are 

given opportunities to review their performance and improve their work as needed. All 

project work is to be completed at school, though materials and information may be 

gathered at home for compilation during class. See Appendix 5 for more information about 

the assessment of projects.  

 
 
 
3.6  Parental Code of Conduct 
 

At The University School, we encourage parents and guardians to participate fully in their 

children’s life at the school. We invite you to be a part of the many school initiatives and 

share your expertise in the school community. You may wish to volunteer at the school, 

join the Parent-Teacher Network (see section 3.7) or support the work of committees to 

provide the students with the best possible learning experiences they can have.  

Each parent or guardian is expected to be fully conversant with the expectations 
outlined in the Parental Code of Conduct which is found in Appendix 3. Parents and 
guardians are also expected to be familiar with the school’s policies on 
extracurricular activities, student illness and accidents, cell phones, volunteers, car 

park use, media consent and visitor dress code. These can all be found in the 
appendices to this handbook.  
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3.7  Teacher-Parent Communication 
 

 
3.7.0  Class Meetings 

Parents are expected and encouraged to work collaboratively with teachers and respect 

the authority of the class teacher in the classroom.  Class meetings take place after school 

on a day in the second week of each term. The Principal will circulate details of the 

meeting to all parents and guardians at least a week before the event. At this meeting 

parents will have the opportunity to discuss the main teaching and learning objectives and 

emphases for the term ahead. Class and Subject Teachers will share curriculum 

objectives in the Subject Outlines of the students’ learning for the term ahead. Class and 

subject teachers will also inform parents of classroom matters, rules, expectations and 

upcoming events as they relate to the individual classes. They will inform parents of 

specific class projects, trips and special materials which may be needed for the term. 

Class and subject teachers will indicate their preferred means of contact with parents, 

usually providing an email address, and their availability for parent conferences for which 

appointments are usually required. Any parent who is unable to attend the class meeting 

must make a reasonable effort to find out what information was conveyed. The meeting 

handouts and Subject Outlines will normally be circulated via email by the Class Teacher 

or School Office, posted on the website.  

 

3.7.1  Information and Updates 

Class teachers will provide parents with bi-weekly updates via email. Other whole-school 

messages will be conveyed via the School’s newsletter or by email. The School’s 

Facebook page (https://www.facebook.com/TheUniversitySchoolTrinidadTobago/) and 

website (url pending) are other sources of up-to-date information. 

 

 

3.7.2  Parent Conferences 
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The University School encourages teachers and parents to collaborate to facilitate 

maximal progress for our students. A quick exchange with the class teacher at drop-off 

and pick up times can usually be accommodated for simple matters such as a forgotten 

book. However, for any matters requiring a discussion, parents are required to make an 

appointment to see the teacher at a mutually convenient time. Teachers will usually have 

set times for parent conferences but can arrange other times to accommodate parental 

requests.  

A guide to the recommended lines of communication for parents who require information 

or who have concerns is given in the Parental Code of Conduct in Appendix 3. 

 

3.8  Availability of Class Books to Parents  
 
Textbooks, notebooks and exercise books are needed in class according to the published 

timetable. Teachers will indicate at the start of term which books will be kept in class and 

which will be stored at home. A parent can make a request to the relevant teacher to have 

access to any book which is usually stored at school. Such books will also be sent home 

from time to time to aid with revision or the completion of homework. If any book made 

available to a parent is lost or damaged then the parent will be responsible for the 

replacement. 

 
 
3.9  Parent -Teacher Network (PTN) 
Every parent or guardian of an enrolled student of The University School is automatically a 
member of the PTN. The body provides a vital link between two key sets of stakeholders 
in the school community- the parents and the teaching staff. The Network facilitates home-
school communication, provides support to both teachers and parents so that the students 
can achieve the best possible outcomes and supports with the fundraising initiatives of the 
School. Through the PTN, parents can serve as class representatives. Parents and 
guardians can also attend the annual general meeting of the PTN which is held every year 
in September, at which the executive is elected. Whether an active PTN member or not, 
parents and guardians are encouraged to serve on the School’s management committees. 
The committees are described in Appendix 7. The PTN can be contacted at 
ptnuniversityschool@gmail.com  



 

24 

 

3.10  Evaluation of the School by Junior 5 Parents and Exiting Parents 

When a student graduates from The University School, or when a child is withdrawn from 

the school register, his or her parent or guardian will be invited to complete an exit 

questionnaire which will give candid assessment of the teaching and other aspects of The 

University School. 
 

 3.11  Miscellaneous 

3.11.0  Commitment to the Environment 
 
The University School is committed to promoting environmental awareness and 
sustainable practices in the School community. We encourage all stakeholders to 
demonstrate their dedication to protecting our environment by reducing, reusing and 
recycling whenever possible. Parents and teachers are urged to set the example for our 
students and to take a leading role in environmental conservation efforts. We seek to 
actively reduce our consumption of new materials and encourage creativity in the 
repurposing of old or disused items. There are recycling facilities on site for the collection 
of plastic, glass, tetra pak and metal recyclables. Our Tuck Shop uses biodegradable 
packaging for school lunches and our eco-friendly playpark also demonstrates our 
commitment to reducing the environmental impact of our School. We aim to eliminate the 
use of polystyrene (styrofoam) products at all school events and activities.  
 
On October 12, 2018, The University School made history by becoming the first school in 
Trinidad and Tobago to receive the prestigious LEAF (Learning About Forests) Award in 
recognition of its commitment to forest conservation and environmental education.  More 
information can be found on the School’s website. 
 
 
3.11.1  Parking and Driving Instructions 
All visitors to the school site arriving in vehicles are expected to comply with the Car Park 
Policy outlined in Appendix 11.  
 
 
 
3.11.2  Tuck Shop 
There is a Tuck Shop on site, run by Ms. Annmarie Lee which offers catering provision. 
The opening hours are 7.30 a.m. to 3.30 p.m. and Ms Lee can be contacted on 738 3515. 
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Each term, a menu is available. Lunches can be ordered in advance. Ms Lee will accept 
pre-payments to accounts for the children if they are not yet adept at handling their own 
pocket money.  
 
 
3.11.3  Student Illness and Accident Policy 
The University School is committed to the health and safety of students. The Student 
Illness and Accident Policy is found in Appendix 15 and gives guidance on the 
procedures that will be followed in situations ranging from minor scrapes to medical 
emergencies. Parents and guardians are strongly advised to be familiar with its contents.  
3.11.4  Lost and Found 
Parents and guardians are strongly urged to label all their children’s personal items and to 
check these labels from time to time to ensure they are still readable. Unlabeled items that 
are found on the compound will be handed in to the School Office and displayed on the 
assigned shelf in the school hall. Items which remain uncollected at the end of the term will 
be donated to charity.   
 
 
3.11.5  Parent Volunteers 
 
The University School recognizes that volunteers are a welcome resource for helping to 
raise children’s achievement by supporting the work of teaching staff in delivering the 
curriculum to all pupils. Volunteers bring with them a range of skills and experience which 
can enhance the learning opportunities of all children at the School without encroaching on 
the professional teaching responsibilities of the class teacher. Anyone wishing to volunteer 
may do so via correspondence to the class teacher or principal. Volunteers will be required 
to complete the In-School Volunteer Agreement (see Appendix 9.1) or Off-Site 
Volunteer Agreement (see Appendix 9.3) as appropriate. Before commencing volunteer 
duties at the school, all volunteers must complete the Volunteer Confidentiality Contract 
(see Appendix 9.2). See the appendices for more information on the types of volunteer 
activities at The University School.  
 
 
 
 
 
 
 
 

Disclaimer 
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The University School reserves the right to amend and develop additional policies or 

procedures as necessary.  University School officials will make every attempt to 

communicate changes to those affected in a timely manner.  
 
 
 

Appendix 1 

2018-2019 Staff Listing and Contact Details 

Ms. Odessa Vincent Brown   Principal   
Email: principal@uwischool.edu.tt 
 

 
Mrs. Zaphina Hosein-Chin   Vice Principal 
      Email: vice.principal@uwischool.edu.tt  
      
 
Ms. Donna Vidale    Accounting Assistant 
      Email: finance@uwischool.edu.tt 
 
 
Ms. Leisl Julien    Administrative/ Facilities Assistant 
      Email: administration@uwischool.edu.tt 
 
Ms Shoba Mohansingh   Finance Assistant 
      Email: finance.assistant@uwischool.edu.tt  
Class Teachers 

Mrs. Zaphina Hosein-Chin (VP) 

Mrs. Ayanna Archibald 

Mrs. Kim Yetsam 

Mrs. Sherna Johnson 

Mrs. Ashika Hope-Thomas 

Ms. Jade Nunes 

Mr. George Martin 

 

Ms. Judy Aziz (Dean) 

Ms Shivana Sharma 

Ms Ariel Lakatoo 

Ms Kachet Henry 

Ms Claudia Jacob-Burnett 

Mrs Angela Garcia
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Subject Teachers

Mrs. Demika Lawrence (Music) 

Mrs. Vidy Rahman (Science; Senior 
Teacher) 

Mrs. Joanne Daniel (Physical 
Education) 

Mr. Kenwyn Murray (Visual Arts)  

Mrs. Nora Molina (Spanish) 

Mr. Delon Mathison (Literary 
Appreciation, Library Assistant)

Teaching Assistants  

Ms. Raelle Lyons  

Special Education Teachers* 

Mrs. Jilliann Harnarine  

Mrs Amanda Phillips 

 *These staff are recruited by the school and 

privately funded by parents of designated 

students. 

Ms Nikcholette Parag

 

Security Personnel

Ms. Michele Sequea   

 Ms. Pauline John (provided by a 
private security firm) 

 

Ancillary Staff

Ms. Shirlyn Fernandes Mr. Handel Butcher 
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Mr. Ramdeo Bharath 

Ms. Ann-Marie Balfour  

Ms Cheryl-Lyn Villareal 

Ms. Annmarie Lee (Tuck Shop)

______________________________________ 

Appendix 2 

Fee Payment Policy 

The timely payment of fees is critical to the efficient running of the school. All school fees 
must be paid before the start of the school term. The school fees due for each student are 
stated on a bank deposit slip which is provided for parents with the child’s report book at 
the end of each school term. Only when a student’s fees for the term are paid in full before 
the start of the term would the student be considered “registered” and be placed on the 
School’s attendance register. Fees are payable termly and cannot be prorated based on 
student attendance.  
 
Commitment Fee 
A commitment fee of $1000 is required for each child within the last two weeks of each 
school term in order to secure the child’s place for the upcoming term. All commitment 
fees must be paid by the last day of the current term. The remaining balance must be paid 
before the start of each upcoming term during the regular registration period. 
 
Payment methods 

Fees can be paid using any of the following methods: 
1.     via Linx at the School Office 

2.     via Republic Bank Online (Republic Bank acc # 160284905003) 
3.     via interbank online transfer (Scotia, RBC, FCB) into Republic Bank acc # 
160284905003 
4.     at any branch of Republic Bank Limited using the slip provided by the School 

The School does not accept cash payments for security reasons. 

 

Submission of payment receipts 

If payment is by Linx, then the School will keep one copy of the receipt and provide you 
with the customer copy.  If payment is via Republic Bank Online, interbank online transfer 
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or by walk-in deposit at Republic Bank, the receipt slip should either be scanned and 
emailed to the School at finance@uwischool.edu.tt or dropped off at the School Office 
(Opening hours: 7am – 3pm). 
 
Confirmation of online payments 
If you have paid fees online, The School Office will send you an email confirming 
registration of your child/children.  If you dropped off your payment receipt, you will receive 
hard-copy receipt, which confirms the registration of your child/children.  Your 
child’s/children’s name(s) will be added to the Register for his/her respective class. Only 
registered students will be allowed to attend classes and participate in school activities 
when the new term begins.  
 
Delays or issues with payments 
If you are unable to register your child by the registration deadline you should contact the 
Office as soon as possible indicating your intention to make the fee payment by a specific 
date.  However, your child/children should not be sent to school until your fee payment 
receipt has been submitted to the school. The main point of contact for all tuition payment 
related matters is the School’s Accounting Assistant, Ms. Vidale. Tel: (868) 662-4832; 
Email: finance@uwischool.edu.tt 
 
If a parent wishes to withdraw a student from the School’s register, a withdrawal 
notification must be completed and submitted to the Principal, giving as much notice as 
possible, preferably before the end of the current school term but no later than the last day 
of the current term. If the notification is not given, in writing, by the last day of the current 
term, parents will be considered liable for the next term’s fees. In exceptional 
circumstances, this liability can be waived by the Council if a request for consideration is 
submitted in writing before the start of the new term. 
   
Parents of enrolled students who have not submitted a tuition payment receipt by the 
registration deadline will be contacted by the School (by phone and email) and the 
name(s) of the child/children removed from the Class Register.  Only registered students 
will be expected to attend school and participate in school activities.  
 
As soon as proof of tuition payment has been received by the School, the child’s/children’s 
name(s) will be included in the Class Register and can resume attending classes.  
However, in accordance with the Manual of Guidelines for the Management of the School, 
The University School Council reserves the right to de-register students for non-payment 
of tuition fees. Parents are therefore urged to comply with the school policy on payment of 
tuition fees and complete the registration process by the established deadline.  
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Payments in the Junior 5 Year  

Parents must ensure that the Registration process is completed for Junior 5 students for 
all three terms even if the SEA occurs in Term 2. The School reserves the right to request 
payment of the total fees for Junior 5 in two payments (rather than three), payable at the 
start of Term 1 and the start of Term 2.  

_____________________________________________________________ 

Appendix 3  

The University School 

Parental Code of Conduct 

At The University School, we encourage parents and guardians to participate fully in their 

children’s life at the school. We invite you to be a part of the many school initiatives and 

share your expertise in the school community. You may wish to volunteer at the school, 

join the Parent-Teacher Network or support the work of committees to provide the 

students with the best possible learning experiences they can have.  

The University School expects all parents and guardians to adhere to high standards of 

conduct in all interactions within the School community, showing respect at all times. This 

Code of Conduct serves to provide guidelines for conduct expected of parents and 

guardians in their interactions with all members of The University School community both 

on the school premises and at school events held off site. 

 

The University School expects parents and guardians to: 

1. Respect and contribute to the caring ethos of our school. 
2. Abide by school rules and class-specific policies as communicated to parents and 

guardians in school correspondence and on The University School website. 
3. Demonstrate that all members of the school community should be treated with 

respect and set a good example in your own speech and behaviour. 
4. Supervise and ensure the satisfactory completion and timely submission of 

homework and other assignments. 
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5. Ensure that children receive sufficient rest, proper nutrition and regular exercise so 
that they may be effective learners. 

6. Ensure that pupils attend school daily and on time (no later than 8.20 a.m.), 
properly attired in full uniform and with all prescribed school equipment. 

7. Send your child with a written, signed excuse if s/he has been absent, is wearing 
incorrect uniform or requires exemption from any timetabled activity e.g. swimming. 

8. Meet with teachers and the Principal during their office hours or by appointment. 
9. Vacate classrooms and corridors after 8.15 am. After this time, parents should not 

accompany their children further than the school hall. 
10. Dress appropriately when visiting the school, abiding by the Visitors’ Dress Code. 

Revealing clothing should be avoided. 
11. Drop off and collect children in an orderly manner, notifying the security guard and 

class teacher when necessary (for example, when a child has a doctor’s 
appointment during school hours). 

12. Sign the Early Departure Book at the security desk if you are taking students out of 
school during school hours of 8.25 a.m. to 2.30 p.m. 

13. Park only in designated areas, not in the Drop Off Zone. 
14. Approach, as applicable, the class teacher, the Dean of Discipline, the Principal (or 

vice Principal) or the Council to help resolve any issues of concern as outlined in 
the following section. Seek to clarify a child’s version of events with the relevant 
school personnel in order to bring about a solution to any issue. 

15. Pay school fees on time. 
16. Return report books, which are the property of the school, by the end of the first 

week of the academic term. The fee paid for the report book allows access to the 
document during prescribed times and retention of the book by the parent at 
graduation or withdrawal, as long as the parent/guardian is in good financial 
standing. 

17. Abide by any other School rules that have been sanctioned by the School’s 
management. 

 

 

Parental Concerns & Appointments with Staff 

Each teacher will notify parents/guardians of at least 1 hour per week during which 

appointments can be made. If this time slot is not convenient to a parent/guardian, then 
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the member of staff must make an appointment at another time which is mutually 

convenient within 72 hours of the request for an appointment. 

Lines of Communication  

Parents and guardians are advised to use the following lines of communication for 

addressing concerns or getting information. 

Arrange to see 
the... 

For matters concerning... 

Class or subject 
teacher 

The curriculum, homework, behaviour in the classroom, interpersonal 
relationships among students, field trips 

Senior Teacher 
or Curriculum 
Lead 

The curriculum, if not addressed by the class teacher 

Accounting 
Assistant  

Finance- tuition payments, receipts, registration in extra-curricular 
activities 

Administrative/ 

Facilities 
Assistant 

Making an appointment to see the Principal, school events, sick room 

Dean Student discipline relating to incident reports, detentions and 
behaviour report cards 

Principal Teacher behaviour, teaching quality, teacher effectiveness, school 
policy, or matters not addressed by a class teacher within 7 working 
days.  Site matters 

Chair of Council Matters not addressed by the Principal within a reasonable time frame 

 

Consequences of unacceptable parental behaviour: 
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In order to support a peaceful and safe school environment, The University School cannot 

tolerate disruptive or untoward behaviour which interferes with the operation of a 

classroom, an employee’s office, office area, school yard or playfield, or any school event 

outside of the school premises on Baker Street. We expect parents, carers and visitors to 

behave in a reasonable way towards members of school staff. The following sections 

outline the steps that will be taken if parents’ or visitors’ behaviour is unacceptable. Such 

behaviour may ultimately result in the police being informed of the incident. 

If a parent/guardian or visitor behaves in an unacceptable way as a member of the school 

community, the Principal will first seek to resolve the situation through discussion and 

mediation. If necessary, the Principal or the parent/guardian or visitor in question may then 

refer the matter to the Council. In the event that a meeting with the Principal/Council does 

not lead to expected results, such as an apology and mutual agreement on abiding by the 

Code of Conduct in future interactions, the Council will issue an official warning letter to 

the parent/guardian or visitor. Where all procedures have been exhausted, and 

inappropriate conduct (such as aggression, intimidation or defamation) continues, or 

where there is an act of violence, or where a retraction is not given, a parent or guardian 

may be banned by the Council from the school premises for a period of time, subject to 

review. The Council may also require the parent to withdraw their children from the 

School. 

 In summary, the procedure can include these steps: 

1.             Informal meeting and discussion with the Principal 

2.             Meeting with the Council 

3.             Warning Letter issued by the Council 

4.             Ban from the school compound for a stated period, subject to review 

5.            Request to parents from the Council to withdraw student(s) from the School.  

 With the imposition of a ban the following steps will be taken: 

1.  The parent/guardian will be informed, in writing, that she/he is banned from the 

premises, subject to review, and what will happen if the ban is breached, e.g. that 

police involvement may follow. 
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2.  Where an assault has led to a ban, a statement indicating that the matter has been 

reported to the police will be included. 

3. Where appropriate, arrangements for students being delivered to, and collected 

from the school will be clarified. 

 Unacceptable behaviour: 
Types of behaviour that are considered unacceptable include, but are not limited to 

● making or propagating offensive, defamatory or libellous comments regarding the 
school or any of the pupils, parents or members of staff at the school be it verbally, 
in writing, on social media sites, or other means;  

● knowingly and wilfully propagating unsubstantiated claims against the school;  
● knowingly and willfully making or propagating comments which undermine the 

status of the teaching profession and/or the legitimate authority of the class teacher; 
● approaching someone else’s child(ren) in order to chastise because of 

misunderstandings or incidents involving them and others. (Chastising someone 
else’s child can be seen as an assault and may have legal consequences.); 

● failing to respond appropriately to written or verbal directions given by school 
personnel within the stated time; 

● failing to comply with school expectations e.g. leaving the corridor by 8.15 a.m.; 
● entering restricted school spaces without permission e.g staff room, staff offices;  
● shouting at members of the school staff, either in person or over the telephone; 
● physically intimidating a member of staff, e.g. standing very close to her/him; 
● the use of aggressive hand gestures; 
● threatening behaviour; 
● shaking or holding a fist towards another person; 
● swearing and using obscene language; 
● ridiculing or calling names; 
● pushing, hitting, slapping, punching, kicking, spitting; 
● breaching the school’s security procedures; 
● sending abusive or threatening emails, text/voicemail/phone messages or other 

written communication.   
           
http://www.longleeprimary.org.uk/parent-information/parents-code-of-conduct 

 National Association of Head Teachers (NAHT) document GI04, Managing Violent and 

Abusive Visitors to Schools. 
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___________________________ 

Appendix 4 

Behaviour for Learning Policy 
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Appendix 5  

Project Work- Assessment Guide 
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The image cannot be displayed. Your computer may not have enough memory to open the image, or the image may have been corrupted. Restart your computer, and then open the file again. If the red x still appears, you may have to delete the image and then insert it again.
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________________________ 

 

 

Appendix 6 
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The University School’s Extracurricular Programme 

Policy Outline for Instructors, Tutors, Club Leaders and Parents 

The University School seeks to offer a consistent quality standard in its diverse and 
innovative extracurricular programme. All activities are delivered in a safe and comfortable 
school environment. The University School’s Extracurricular Programme is intended to be 
one which students find interesting, informative and enjoyable and which parents are 
proud to recommend to others as value for money. 
 
 
Application Procedure for Providers  
Extracurricular instructors/tutors/club leaders will be expected to submit applications 
before the beginning of the school term in order to be considered for participation in the 
School’s extracurricular programme. Application forms are available from the School 
Office. Applications made during the July/August break should be submitted by 2.00pm on 
the first Monday of August together with a non-refundable application fee of $100 (payable 
to the Office). Applicants will be notified of the outcome by the last Monday of August and 
the official start date for all extracurricular activities for Term 1 is usually  
the third Monday of September. 
 
Payments for Activities  
Parents will make payments for all extracurricular activities to the School Office and 
instructors will be paid a prorated amount of the total receipts for the respective activity. 
 
Student Participation & Oversight 
An Extracurricular Programme Coordinator will be responsible for ensuring quality 
oversight of the programme as well as the participation of students in the activities for 
which they have been registered. The Coordinator will also collect and check student 
registers from the Instructors/Club Leaders for each activity on the specified day. The 
School will enforce its after-school pick up procedure whereby students who are not 
enrolled in an extracurricular activity will need to be collected by 3.30 pm or will be 
assigned to the Late Pick-up Room.  
 
Instructor Punctuality and Attendance 
In order to maintain a high quality standard for the School’s Extracurricular Programme, 
the punctuality and consistent attendance of Instructors/Club Leaders are important. 
Cancellations and rescheduling of activities will therefore be kept to a minimum. Providers 
are required to give a 2-day advance notification of any cancellations to the Extracurricular 
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Programme Coordinator who will in turn advise the Office to notify parents of registered 
students. Details of any refunds or rescheduled sessions will be provided.  
 
Feedback & Evaluation 
At the end of each term, feedback forms will be given to students and parents to gauge 
customer satisfaction with the service provided during the term. This will also inform the 
schedule of extracurricular activities to be offered in the following term. 

__________________________________________ 

Appendix 7 

Management Committees of the School 

 

  

_____________________ 

Appendix 8 

The image cannot be displayed. Your computer may not have enough memory to open the image, or the image may have been corrupted. Restart your computer, and then open the file again. If the red x still appears, you may have to delete the image and then insert it again.
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Appendix 9  

Cell Phone Policy 

Students will be allowed to use the school’s phone to contact parents in the case of 

an urgent need or emergency. If a parent/guardian sees it fit for a student to have a 

cell phone at school, an application for permission must be made and a contract 

signed by the applicant. The parent/guardian must complete the application form on 

the reverse and sign the contract. 

 Requirements: 

a)      The child’s cell phone must be clearly labeled with the child’s name and 

class. 

b)      The cell phone must be switched off and lodged with personnel in the 

office immediately upon the child’s arrival at school. The child should NOT 
take a cell phone to class under any circumstances without permission of the 

Principal or Vice Principal in the Principal’s absence. 

c)      At the end of each school day it is the child’s responsibility to retrieve 

his/her cell phone from the office.  The cell phone may be used after 2:30 

p.m. in a discreet manner and only when necessary. 

d)      Whilst every precaution will be taken to exercise due care for property lodged 

with the office, the Principal and staff can accept no responsibility for the loss, 

theft or damage occurring to phones lodged in the office.  

e)   Note:  Cell phones which are found in a student’s possession during school 

hours will be confiscated and stored in the school office. Such phones will only 

be returned to the student’s parent/guardian. 
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STUDENT CELL PHONE CONTRACT  

(TO BE COMPLETED IN DUPLICATE FOR EACH CHILD) 

Date: __________    NAME OF STUDENT: __________________________   

CLASS:__________ 

NAME OF PARENT/GUARDIAN: __________________________ 

 I  _______________________________________  state that my child’s cell 

phone is clearly labeled with  his/her name. I agree to his/her cell phone being 

switched off and lodged with office personnel immediately upon my child’s arrival at 

school and being returned to him/her at the end of each school day. I agree that my 

child may only use his/her cell phone after 2:30 p.m, in a discreet manner, and only 

when absolutely necessary. I understand and agree that the school’s principal and 

staff are in no way responsible for the loss, damage or theft of the cell phone. I 

understand and agree that cell phones not lodged in the office during the school 

day or which are not registered with school and found in my child’s possession will 

be confiscated, and only returned to my child’s parent or guardian. 

 I understand that failure to comply with the above terms and conditions will result in the 

contract being revoked i.e. permission to have a cell phone will be withdrawn. 

 ____________________________ 

Parent / Guardian 
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Appendix 10  

Volunteer Agreement  

 
The Council is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff, volunteers and visitors to share this 
commitment.The Principal and Staff of The University School thank all volunteers who 
support our school.  You help to make a huge contribution to the quality of school 
experience our children enjoy every day. 
 
 
Introduction 
The University School recognizes that volunteers are a welcome resource for helping to 
raise children’s achievement by supporting the work of teaching staff in delivering the 
curriculum to all pupils. Volunteers bring with them a range of skills and experience which 
can enhance the learning opportunities of all children at the School without encroaching on 
the professional teaching responsibilities of the class teacher. 

Anyone wishing to volunteer may do so via correspondence to the class teacher or 
Principal.  Volunteers will be required to complete the In School Volunteer Agreement 
(Appendix 10.1) or Off-site Volunteer Agreement (Appendix 10.3) as appropriate. Before 
commencing volunteer duties at the school, all volunteers must complete the Volunteer 
Confidentiality Contract (Appendix 10.2).     

Aims of Policy 
1. To demonstrate our commitment to working with and supporting volunteers. 
2. To recognize the value added contributions that volunteers make. 
3. To ensure good quality work experience and safe working practices for volunteers. 
4. To provide a clear framework for working with volunteers that is recognized by 

stakeholders of The University School. 
 

Definition of a Volunteer  
The legal definition of a “Volunteer” is one who gives or receives “for nothing” i.e.  no 
payment or exchange of money or money’s worth.  Voluntary work is treated as a non-
legally binding arrangement i.e. there is no “contract”.  A volunteer cannot be compelled to 
come to work or to do a particular task.  Conversely, a volunteer whose services are 
dispensed with (i.e. dismissed) has no legal redress, in the way that an employee might. 
 
Volunteers may include but not be limited to parents, ex-pupils, ex-members of staff, 
university students, members of the local community and retired professionals.  
 

 
Types of Activities 
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Activities volunteers may be engaged in could include but are not limited to any of the 
following: 
• Working with small groups of children 
• Working alongside individual children 
• Undertaking art and craft activities with small groups of children 
• Working with children on computers 
• Preparing resources for a future lesson 
• Fund raising activities such as running a cake stall or  Fair 
● Assisting with playfield supervision 
● Assisting with making and/or decorating costumes or decorations 
● Facilitating or assisting with extracurricular activities 
● Supporting staff on field trips 
● Supporting school projects 
● Assisting in the school library  
● Developing the school garden   
● Listening to pupils read 

 
Recruitment                                                                                                                                  

The University School will accept volunteers using the following recruitment process: 

● An expression of interest to assist in a particular area. 
● A desire by a class teacher to have the assistance of a volunteer. 
● The completion of the Volunteer Agreement (VA). 
● Meeting with the coordinating teacher and the Principal. 

 
Induction                                                                                                                                                       

The University School will provide volunteers with induction as necessary.  This will 
include:  

● An introduction to the classroom in which s/he will be placed. 
● Tour of the school, showing emergency and evacuation procedures. 
● An introduction to the volunteer’s role and expectations. 
● An introduction to the school procedures and policies which volunteers need to be 

aware of including the car park policy, the fact that the School is a no smoking 
site and that there is a Visitor Dress Code.  

The induction programme will be agreed upon by the volunteer coordinator and the 
Principal or designated member of staff at the school. 
 
Deployment of volunteers 
● Work of volunteers should not be used to cover absences of paid staff. 
● Volunteers should be assigned to and supervised by a member of staff. 
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● No volunteer will be assigned to any class/teacher unless the teacher expresses a 
desire to have the assistance of a volunteer in his/her classroom. 

● Volunteer parents are usually not allowed to provide services in their child’s class 
as this may prove distracting for the child and may place the teacher in an 
uncomfortable position. However, the Principal reserves the right at his/her 
discretion to place the volunteer where the school needs his/her help most and 
which is seen as appropriate. 

● Volunteers should be given clear guidelines on how they are expected to help and 
should be encouraged to ask for support from staff if queries or problems occur.  

● Volunteers must demonstrate an understanding that while supporting a class 
teacher, the class teacher is in charge of all activities and the behaviour 
management in the class.   

  
Confidentiality 
Volunteers at The University School are bound by a Confidentiality Contract (Appendix 
10.2). Volunteers should maintain the confidentiality of all information to which they are 
exposed at The University School.  Working in the classroom provides an opportunity to 
learn a lot about the students, their strengths, weaknesses and their behaviour in and out 
of the classroom. It is very important that all volunteers maintain strict confidentiality of 
such information. It is not appropriate to speak with parents about their children or about 
other children in the class.  Any concerns that volunteers have about the children they 
work with or come into contact with should be voiced with the class teacher and not with 
the child’s parents or other persons outside of the school. 
 
Information volunteers gain from their experience at the school must not be shared with 
any other person(s), except the teacher with whom you are assisting.  If confidentiality 
issues are compromised, the support provided by the parent volunteer will be reviewed. All 
information on members of staff is confidential.  Volunteers are not permitted to discuss 
matters concerning staff members with other staff members, with parents or with other 
persons outside the schools. 
 
Emergency Procedures/Health and Safety 
The University School demonstrates the same responsibility for the safety of volunteers as 
that of paid employees.  Like our staff, volunteers have a duty of care towards themselves 
and to others and must abide by the health and safety procedures of the school.  Failure to 
do so could be construed as negligence. Class teachers must ensure that volunteers are 
aware of emergency procedures (e.g. fire alarm evacuation displayed in each classroom) 
and any safety aspects associated with a particular task (e.g. PE, field trips).  Volunteers 
need to exercise due care and attention and report any obvious hazards or concerns to 
the class teacher. 
 
Child Protection/Safeguarding 
All volunteers are given a copy of the Volunteers Policy and asked to sign a Confidentiality 
Contract.    
 
School’s Expectations from Volunteers 
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School expects all volunteers to: 
• Adhere to appropriate name protocol for staff. 
• Adhere to the school’s policies 
• Work under the supervision and direction of staff. 
• Be role models for the children they work with. 
• Wear appropriate, smart but casual dress within the school’s visitor dress code. 
• Refer any behavioural or safeguarding concerns to the class teacher and not to 

attempt to deal with any such issues themselves. 
• Use the staff room facilities for dining and comfort breaks  
• Commit to a regular window of time to allow teachers to plan activities to include the 

volunteer. 
• Advise school as soon as possible when it is not possible to attend. 
• Be familiar with school’s evacuation procedure and follow staff instruction. 

 
Security 
When volunteers arrive at the school they are required to sign in at the school’s office 
before and after attending as a volunteer.  In the case of an emergency the school must 
have knowledge of persons who are on the site. A volunteer pass will be issued by the 
school and must be worn at all times. The pass must be returned before leaving the 
school’s compound.  This helps us keep track of all the volunteers who work at our school, 
the amount of time they have spent helping us and for identification purposes. 
 
Parking 
Volunteers must adhere to the car park policy and must follow the instructions of the 
security personnel on duty. 
 
Conduct and Complaints Procedure 
Volunteers will not be subject to The University School's staff disciplinary procedures nor 
have access to grievance procedures both of which are for employees only.  However, if 
issues arise, in the first instance, volunteers will be given the opportunity to discuss them 
or raise any concerns they have with the volunteer coordinator or relevant staff member. 
 
In a case where complaints are made regarding the volunteer’s conduct, it will 
automatically be referred to the Principal (or Vice Principal in his/her absence) who will 
reserve the right to – 
● Make the volunteer aware of his/her breach of the Volunteer Agreement. 
• Speak with the volunteer about the complaint or behaviour and seek reassurance it 

will not be repeated. 
• Offer an alternative placement or activity for a volunteer. 
• Terminate the placement and inform the volunteer that the school no longer wishes 

to support the placement 
 

Leaving                                                                                                                           
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Volunteers have the right to withdraw their services provided they notify their appropriate 
supervisor or volunteer coordinator or staff member in advance.  Volunteers can terminate 
their services at any time they wish. 

Childcare                                                                                                                       

Volunteers must arrange their own childcare.  It is not advisable for volunteers to bring 
their children or charges when helping in the classrooms. This is to ensure that the 
volunteer will focus all attention and effort in helping the students of the class to which they 
have been assigned. 

Internet Use and Social Networking                                                                                           

Volunteers are expected to behave in an ethical and lawful manner with regard to the use 
of internet technology and social media.  Use of internet sites should not involve 
communication regarding your deployment at this school or any activity which may bring 
the school into disrepute and/or may cause us to question your suitability to work with 
children. 

DON’TS                                                                                                                            

Volunteers should never:                                                                                                                      

1. Discipline children.  If there are problems, inform the class teacher and he/she will deal 
with the matter.                  

2. Shout, hit, threaten or manhandle a child.                                                                                    

3. Take photos / voice record / video tape without prior permission of the Principal.                     

4. Discriminate against or show favour towards a child                                                            

5. Make inappropriate jokes or remarks. 
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APPENDIX 10.1 

IN SCHOOL VOLUNTEER AGREEMENT 

Thank you for offering your services as a volunteer at The University School. Your offer of 
help is greatly appreciated and we hope that you will gain much from your experience 
here. 
 
Please read and sign this Volunteer Agreement and hand it in at school. You will receive a 
copy of it for your records. 
 
● I have received a copy of the School’s Volunteer Policy. 
 
● I agree to support the School’s Core Values to learn, grow, support, encourage, 

motivate, plan, communicate, care, love, stay positive, and work together. 
 
● I agree to treat information I learn from being a volunteer in School as confidential 

and have signed the Confidentiality Contract. 
 
● I understand that if necessary, I will be required to produce a Police Certificate of 

Good Character to advise the school of my suitability as a volunteer. 
 
 
Signed: _____________________________ 
 
Name: ______________________________ 
 
Date: _______________________________ 
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APPENDIX 10.2 

CONFIDENTIALITY CONTRACT 

1. As a volunteer at The University School, I understand that class, pupil and parent 
details, staffroom conversations or school matters are confidential and are not to be 
shared or discussed with parents or members of the general public. I will ensure 
that anything I overhear or am told which is of a sensitive or confidential nature is 
not repeated or shared with anybody who should not be party to that information. I 
will keep confidential any information heard, read or shared between staff 
members, outside agencies and parents/guardians regarding a child or the child’s 
family. In brief, anything heard in school stays in school and must go no further. 

2. I will not post confidential information regarding children, staff members or parents 
on social networking sites such as Facebook and Twitter. I will not contribute to 
public discussions or conversations on social networking sites regarding the school 
and anyone associated with it. 

3. I will uphold the good name of The University School, its students and staff, in 
discussions both inside and outside school. 

4. I must ensure that anything I hear that raises questions about the professionalism 
of someone working at the school is immediately passed on to the Principal or Vice 
Principal. If I have any concerns, I will first raise them with the class teacher, then 
the Vice Principal or Principal if necessary. 

5. I must ensure that if I notice anything of concern regarding a child, or if a child 
reports anything of concern to me, I will notify the designated person at the School 
responsible for safeguarding. 

6. I must ensure that conversations of a sensitive nature regarding children or adults 
take place in a private space where they cannot be overheard. 

7. I must ensure that paperwork regarding children, parents or members of staff is not 
left on display at any time. Similarly, any paperwork that holds information of a 
personal or sensitive nature and that is no longer required, must be sent for 
shredding. 

8. Should a situation arise that indicates that I have divulged any confidential 
information to a parent or member of the public, the matter may be investigated and 
my placement be withdrawn. 

Name ____________________________________      

Signature____________________________ 

Date_____________________________________ 

 

 

 

APPENDIX 10.3 
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OFF-SITE VOLUNTEER AGREEMENT 

School trips are an integral part of learning at The University School and afford many 
children opportunities which are outside their usual experiences. We are pleased that you 
have come forward as a volunteer helper. You will have an important role to play in the 
success and safety of this school trip. 

Please read and return this form, and sign and return the helper’s slip. 

This is part of our school’s risk assessment planning. 

Role of the Volunteer Helper 

● To be responsible and look after, in equal measure, in conjunction with the school 
staff all of the children in your group 

● To stay with your allocated group of children, ensuring that their well-being and 
safety is maintained for the total duration of the school trip 

● To promote polite, respectful and courteous behaviour towards each other and 
members of the general public. We all go as ambassadors of our school. 

● To ensure that your group keep up with the body of the school visit party, be it 
walking, entering or exiting from transportation or following speakers for the  trip 

● To contact your child’s class teacher or member of staff if there are issues with first 
aid, safety and/or behaviour  

Working alongside school staff 

School staff expects volunteer helpers to: 

● Comply with all of the above whilst being under the direct line management of 
school staff 

● Show a commitment to their group, an interest in the focus of the visit and assist 
children in their learning by helping them to read signs/labels/information, asking 
questions that encourage children to think about the task and help to explain areas 
of interest  
 

What is not permitted 

Volunteer helpers are NOT allowed to  
● bring additional siblings on the school trip. 
● reorganize school visit groups. 
● smoke, drink alcohol or engage in any illegal practices. 
● take photographs of children. 
● give/buy their group treats e.g., ice-creams, biscuits, sweets – before, during or 

after the school trip. 
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● administer medication to any child. You will be informed if any child in your group 
has medication needs. If medicine needs to be administered, this will be done by a 
member of staff. Under no circumstances will a volunteer be asked to administer 
medication of any kind. All medicines and first aid box(es) will be carried by staff. 

Emergencies                                                                                                                                           

You are expected to inform a member of staff as soon as possible of any emergencies.  If 
you become separated from the rest of the school party, please telephone one of the 
members of staff on your contact list or telephone the school. 

 _______________________________________________________________________
______ 

I have read the Volunteer Policy. 

I agree to the terms and conditions as stated in the policy. 

I will support the children in enjoying the trip and actively contribute to the smooth 
running of the occasion. 

  

Name in block letters__________________________________  

Signature: ________________________________     
           
Date: ____________.  

 

 

 

 

 

 

Appendix 11 
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Playfield Supervision Policy 

SCHOOL PLAYGROUND SUPERVISION GUIDELINES 

I. Purpose 

The purpose of this document is to define best playground safety practices. 

II. Definition 

“Playground supervision” refers to the activity in which an adult, paid or volunteer,                  
is charged with supervising students on a school playground. 

 

III. Duties of playground supervisors 

Students on the school playground require proper supervision. The main purpose of 
supervision on the playground is to help protect students from injury or diminish the risk of 
student injury. Proper supervision has four basic components: 

1. Presence and attentiveness 

a) Checking the roster to ensure you are there at designated times e.g. 
lunch breaks and after school.  

b) Being on the playground before students start playing.  
c) Staying in a reasonable proximity to the areas of activity.  
d) Keeping all students easily in sight. (If one of the supervisors cannot 

see the students, the students are not being properly supervised.)  
e) Not becoming distracted from duties.  
f) Staying for the entire supervision times: 11:45 a.m. to 12:25 p.m. and 

2:45 p.m. to 3:15 p.m. 
2. Student behaviour monitoring and intervention 

a) Being knowledgeable of and consistently enforcing school rules and 
policies.  

b) Restricting students from roughhousing, horseplay or other 
inappropriate behaviour on or near any apparatus.  

c) Controlling the play environment. 
3. Hazard surveillance and intervention 

a) Being risk-conscious (prioritising attention into the areas where 
accidents are most likely to occur). 

b)  Checking the playground daily, and appropriately addressing ground 
and equipment hazards. 

4. Responding appropriately to emergencies 
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Handling emergencies that occur on the playground properly to reduce potential 
injury and damage. This involves following the school’s protocols for dealing with 
emergencies. 

 

IV. Handling incidents on the playground 

Misbehaviour 

Supervisors must enforce The University School’s high expectations of behaviour at all 
times. Should a student not comply with your reasonable instructions, his/her name and 
class should be noted and brought to the attention of a teacher.  

Minor injuries 

In the event of a minor injury- e.g. bumps, scratches, bruises, insect bite- attend to the 
student reassuringly and bring the injury to the attention of a teacher. If no teacher is 
present, send the student  to the School Office for medical attention if needed.  

 

Major injuries/Medical Emergency 

If an emergency or urgent situation arises on the school playground, there must be prompt 
and appropriate response including emergency medical care where required. Prompt, 
appropriate medical attention can reduce the severity of injuries. In the event of a major 
injury/medical emergency- suspected concussion, deep cut, broken limb, seizure, fainting- 

● If the injured/ill child can safely move, take him/her to the office to receive initial 
medical care and referral. Confirm that there is another responsible adult to 
maintain control of the playground before leaving. 

● If there is no other responsible adult, send a student immediately to get help from 
the office. Keep the injured/ill child calm and reassured. Manage any onlookers and 
make a mental note of any details which may be needed for an incident report or 
which may be of medical significance. The office staff will notify the parent.  

● If there is no one able to take the message to the office, call the office on 662 4832. 
 

Unidentified persons on or near the playground 

● All visitors to the school site must report to the Office. Enforcement of visitor rules is 
as important on the playground as well as in the school building.  

● If you are unsure whether someone is authorised to be on the school premises, 
address the person, asking who they are and the nature of their business at the 
School. If you have any concerns direct the person to the Office or ask security staff 
to handle the situation.  

● If a person gives evidence of being dangerous, you should take all or some of the 
following steps as the situation necessitates: 
○ immediately alert the security staff,  
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○ call for emergency assistance from the office via cell phone 
○ Ensure the safety of the children in the playground. Consider moving them to 

the Hall. 
Truanting 

If you notice a student leaving the school site unaccompanied by an adult, report the 
matter to the office as soon as it happens. 

Abduction 

In the unlikely event that a student is abducted or forcibly removed from the playground by 
any agent, urgently and without delay, inform the school office who will notify the 
authorities. Make a note of any details which may be needed- physical appearance of 
abductor, vehicle description, time.   

 

Appendix 12 

Guest Speaker Policy 

  

Context and Aims 
The University School welcomes support from members of our wider community for 
School events.  In particular, there are often occasions whereby the School may benefit 
from the specialist expertise and experience of an invited guest to speak at official School 
events.  These are important opportunities to reinforce the philosophy of The University 
School and complement the school curriculum with diverse approaches and experiences. 

The University School, however, also has a duty to provide the best quality and most 
appropriate education for our students and a duty to protect students in our care at all 
times from any potentially harmful, inappropriate or misguided resources, interventions or 
programmes. 

Invited speakers are therefore expected to supplement or augment the goals of the 
School.  Specifically, apart from complementing identified curriculum objectives, any talk 
given should also: 

·         Increase the emotional security of the students 

·         Promote a strong work ethic within the students 

·         Encourage respect for human life. 

·         Raise environmental awareness. 
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·         Encourage responsibility and accountability to family and community. 

·         Foster creativity, innovation and entrepreneurialism. 

·         Enhance the overall development process of the students. 

  
Responsibilities and Procedures 
In the following paragraphs, “The School” refers to The University School and its agents, 
including its teachers and Principal. 

1.    The School has a responsibility to take reasonable measures to ensure that 
the proposed guest speaker is qualified to speak to the students on the 
proposed topic. This includes the verification that s/he does not have a felony 
conviction. 

2.    The School must request an outline of the content of the proposed speech, 
presentation or discussion. 

3.    If The School believes that the guest speaker’s topic may be controversial a 
more detailed outline should be requested and must be approved by The School 
before delivery to the students.  Any substantial deviation from the detailed 
outline could result in The School terminating of the speech, presentation or 
discussion of the guest speaker. 

4.    Any controversial topics must be presented in an objective manner.  It is the 
responsibility of The School to ensure appropriate, balanced presentation of 
controversial material. 

5.    Any guest speaker must be appropriately attired and must use language 
appropriate to their student audience.  In the delivery of presentations or 
speeches, respect must be shown to all cultures, ethnicities, religions, genders, 
etc.  The use of obscene or offensive language is not allowed. 

6.    One or more teacher on staff must have specific responsibility for liaising 
with all visitors and the entire staff should be aware of any guest speakers and 
the theme or broad topic to be addressed. 

7.    It is of the utmost importance that a classroom teacher or otherwise 
designated school representative, remains in the classroom at all times with the 
students whenever there is a guest or visiting speaker. The school retains 
ultimate responsibility for safeguarding the physical and emotional health as well 
as the learning of the students.  

8.    Parents must be given prior notice of any guest speaker including a brief 
biography of the person and a basic outline of the topic to be presented. 
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9.    Parents must be given the option to have their student excused from any 
guest speech, presentation or discussion on the basis of religious beliefs or 
family convictions. 

10.   A guest speaker may be evaluated by teachers and students after delivery of 
the talk, presentation or discussion. A brief summary of the talk, presentation or 
discussion and results of the evaluation may be made available to the 
parents/guardians. 

11.   Guest speakers should be made aware of the contents of this policy 
document. 

  
Presentation Approaches to Be Avoided 
Research findings indicate that the following teaching approaches have limited effect and 
are counterproductive to the effective learning of children. Therefore, all guest speakers 
should be advised to avoid the following: 

● ·         Scare tactics – Information that induces fear, and exaggerates 
negative consequences, is inappropriate and counterproductive. 

● ·         Sensationalist interventions – Interventions that glamorise or portray 
risky behaviour in an exciting way are inappropriate and can encourage 
inappropriate risk taking. 

● ·         Testimonials – Stories focused on previous dangerous lifestyles can 
encourage the behaviour they were designed to prevent by creating 
heroes/heroines of individuals who give testimony. 

● ·         Information that is not age appropriate – Giving information to 
students about behaviours they are unlikely to engage in can be 
counterproductive in influencing values, attitudes and behaviour. 

● ·         Normalising young people’s risky behaviour – Giving the impression 
to young people, directly or indirectly, that all their peers will engage/are 
engaging in risky behaviours could put pressure on them to do things they 
would not otherwise do. 

● ·         Encouraging labelling, stereotyping, teasing or bullying – Using 
language that goes against the spirit of diversity and equality or which may 
give the wrong impression that it is acceptable to label, stereotype, tease or 
bully others. 

● ·         Promoting secrecy – Any intervention that encourages the students, 
whether directly or indirectly, to “hide” the contents of the talk or otherwise 
“keep secrets”, particularly from their parents/guardians, is in direct 
contravention of the United Nations Convention on the Rights of the Child. 

Sources 
http://www.unicef.org/crc/files/Rights_overview.pdf 
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http://www.moe.gov.tt/media_pdfs/publications/Standards%20for%20Operations%20of%20Schools.pdf 

http://rgd.legalaffairs.gov.tt/laws2/alphabetical_list/lawspdfs/39.01.pdf 

http://www.tukwila.wednet.edu/UserFiles/File/schoolboard/policies/2331-%20Guest%20Speakers%20Regulation.pdf 

http://www.stratfordcollege.ie/content/files/Final_Stratford_College_Visiting_Speakers_Policy.pdf 

http://www.caldwellschools.org/Policies/600/614.pdf 

https://www.det.nsw.edu.au/policies/curriculum/schools/cont_issue/controvers_proc.doc 
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Appendix 13 

Car Park Policy 

This policy applies to ALL parents, teachers and visitors intending to bring a vehicle onto 
the school compound.  
The policy seeks to meet the following objectives:  

- Provide a system to effectively manage traffic entering and leaving the school;  
- Provide a system to effectively manage traffic during peak hours;  
- To ensure the safety of all students and users of the car park;  
- To minimise disruption to users of the School’s Joan Kenny Hall 
 - To minimise disruption to the surrounding residents;  

In order to achieve these, the following guidelines are to be followed:  

1. Traffic Flow- There is a one way traffic flow system in which vehicles enter the facility 
from the Baker Street entrance and exit onto Warner Street. This allows for a smoother 
flow of traffic. Reversing along sections of the School’s roadway is not allowed.  

2. Gate opening : The gate on Baker Street will be open for drop off of students from 7 
a.m. and will close at 9 a.m. It will reopen at 1.30 p.m. and close at 6.00 p.m. The exit gate 
on Warner Street will be opened from 7 a.m. to 9 a.m. and from 2.00 p.m. to 6.00 p.m. 

3. Drop off/Pick up zone: A dedicated drop off/pick up zone has been established, 
adjacent to the Joan Kenny Hall. It is intended for vehicles to occupy this space for a short 
duration to allow students to exit the vehicles ONLY. Therefore NO parking is allowed in 
the drop-off/Pick up zone.  

4. Speed limit. The established speed limit while on the school compound is 15 km/hr. 
This has been implemented to reduce the risk of pedestrians being hit by vehicles.  
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5. Reverse Parking: In an effort to ensure a smooth flow of traffic and maximize safety, a 
reverse parking system is in effect.  

6. Reserved Parking: The parking directly opposite the Hall has been reserved for staff of 
the School.  

7. Noise control: The sounding of vehicular horns is not allowed on the school compound 
unless there is an emergency. Parents are asked to use discretion and good judgement in 
this regard.  

8. Baker Street parking: Drivers parking on Baker Street are asked to park on the South 
side of the road ONLY and not to obstruct the driveways of residents. In emergency 
situations, residents need access and egress to/from their homes. In the event that the 
South side of Baker Street is filled, vehicles should wait on Gordon Street until room 
becomes available or until the gate is opened. To achieve this, traffic is controlled by the 
School’s Security officials and no entry signs are posted at the gateway on Warner Street 
to alert drivers that entry at this point is not allowed.  

9. Compliance with Security Officials: Parents and other visitors to the school are 
expected to comply with the instructions of the security officials, doing so with respect and 
courtesy at all times.  

This policy has been developed to seek the best interest of all users of the facility and has 
been endorsed by the Parent-Teacher Network. Enforcement of the policy will be the 
responsibility of the Principal and consequences for individuals found violating these 
conditions will be at his/her discretion. 

_________________________ 

Appendix 14 

Consent for Media Use 

Pending  

Appendix 15  

Visitors’ Dress Code 

The University School encourages its visitors and parents to exercise good judgement in 

their choice of attire when visiting the premises. It is important that all adults on site set a 
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positive example for impressionable, young students to follow. Visitors and parents must 

not, through their attire, compromise the tone of the institution as a place of business and 

a centre of learning. As a general guide all visitors to the School must refrain from any 

attire which may be considered indecent. Examples of unacceptable attire include see-

through or netted clothing, very short shorts, deeply plunging necklines or garments with 

obscene slogans or emblems. We encourage all visitors to use good judgement in this 

regard. If necessary, the Principal, or his/her agent, will guide if a choice of attire is 

inappropriate for the school setting and ask for corrective action.  

 

______________________ 

Appendix 16 

School Prayers and Songs  

 

Morning Prayer 

Father, we thank you for the night and for the pleasant morning light. 

For rest and food and loving care, and all that makes the day so fair. 

Help us to do the things we should, to be to others kind and good. 

In all we do at work or play, to grow more loving every day.  

Amen.  

 

Lunchtime Prayer (Reception to Junior Two) 

Thank you for the world so sweet. 

Thank you for the food we eat. 
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Thank you for the birds that sing. 

Thank you God for everything 

Amen. 

 

Lunchtime Prayer (Junior Three to Junior Five) 

Grace before meals, bless us Oh Lord 

And these thy gifts which we are about to receive 

From thy bounty through Christ our Lord 

Amen.  

Evening Prayer (Juniors One to Five) 

God who watches, while the starlight shines throughout the night 

Keep the birds and keep the children safe till morning light 

Father hear thy children pray now that school is done 

Look upon us, smile upon us, bless us everyone.    

Amen. 

 

 

Birthday Song 

Comes a birthday once again 

Happy day, oh happy day 

Through the sunshine and the rain 

God has blessed us on our way 

Father let the new year be 

Bright and happy, sweet and true 

Keep oh keep us close to thee 
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Day by day our whole lives through. 

 

 

School Song  

By Undine Giuseppi 

 

From far-off land the Wanderers came 

And planted the first seed 

From which our Alma Mater grew 

We laud them for their deed 

They laid foundations firm and good 

And as the years roll past 

Each generation helps to build 

A history that will last 

 

For we set standards hard to bear  

Our aims are hard to die 

Since those that follow after still  

All hold the torch on high 

So though throughout the world we go 

And though we achieve fame 

We’ll chant with praise and loving pride 

The University School’s name 

 

 

School Song  

By George Martin 

We salute those clever pioneers,  
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Who laid down the foundation through the years.  
They resolved that they will fulfil a dream,  
 Of a school held in high esteem.  
History shows that with every passing day,  
 Achievements keep on coming our way.  
So we chant and we sing aloud,  
Our school makes us feel so proud.  

Chorus  
  
The University School,  
Where we know knowledge is light  
And the candles are so clear and bright.  
The University School  
Where we strive for quality  
We don’t accept mediocrity  
The University School  
We love you eternally  
We will help preserve your dignity  
The University School  
Our flag keeps flying high   
High, high, high, high.  

Verse 2  
  We enjoy all round development,  
A vision that is very competent.  
The standards we set are high indeed  
Those who follow must then take heed  
Teamwork is a value we espouse,  
Either blue, green, or yellow is our house.  
It is truly our lifelong goal.  
To become the best in the world.  
  

Verse 3  
Now the time has come to move along,  
Our tenure here has made us strong  
Precious memories of every class,  
We shall never forget the past.  
We are confident and full of zest  
And we know that we are truly blessed  
To have walked through your hallowed halls   
To be tutored within your walls  
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___________________________ 
 
 

Appendix 17 (to be updated) 
  

 Evacuation Plan of the School  

 

______________________________ 

 

 

Appendix 18 

Forms 

18.1  
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Student Withdrawal Form 

Please complete one form per child, by the last day of the child’s last term at the University 
School and submit it to the school office. Any applications for withdrawal which are 
submitted after this time may incur a penalty of one term’s fees.  
 

Name of Student: _____________________________________     Class: 

___________________ 

Date of notification: ______________       Last day of student 

attendance:_____________________ 

New school (if known): 

_____________________________________________________________ 

Reason for 

withdrawal:_____________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________ 

_____________________ 

OFFICE USE ONLY: 

Report book collected:    yes   no 

Any school assigned texts returned:  yes   no 

All library books returned:  yes   no  

Exit survey completed:  yes   no 

18.2 
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Leave of Absence 

Please use this form to apply for a student’s temporary leave of absence from the School if 
you wish for the student’s place to be held.  Please complete this form for each child. 
Consideration of this application requires the payment of half of all fees due in order that a 
place be guaranteed. The approval of applications is entirely at the discretion of the 
Principal and Council.  
 
Name of Student: _____________________________________     Class: 

___________________ 

Date of notification: ______________       Last day of student 

attendance:_____________________ 

Proposed resumption date (if known): 

________________________________________________ 

Reason for 

L.O.A.:_____________________________________________________________ 

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________ 

 

_____________________ 

OFFICE USE ONLY: 

Report book collected:    yes   no 

Any school assigned texts returned:  yes   no 

All library books returned:  yes   no  
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Reservation fee received:  yes   no 

18.3 Association Membership Form 

                                                                                             January 14, 2018 

  

Dear Prospective Association Member, 

  

I am inviting you as a member of the University Community to apply for membership of the 

University School Association Limited. The Association was formed in 1966 with the 

primary aim being to take over the management of and to carry on and maintain the co-

educational primary school known as “The University School”. If you wish to apply, please 

fill out the form attached to this letter and return to the School Secretary via e-mail or send 

via UWI internal mail to Dr.  Shamjeet Singh c/o Biochemistry Unit, Department of Pre-

Clinical Sciences, Faculty of Medical Sciences, UWI, St. Augustine. 

  

The benefit of membership is concessionary tuition fees in addition to direct involvement in 

the Management of the School.  As an Association member you may be elected to the 

Council of the School, which is the de facto Board of Directors, at the Annual General 

Meeting of the University School Association Limited. The difference in tuition fees 

currently paid by members versus non-members is currently under review. 

  

Please note that if you join, you will be liable for the assets of the Association in the event 

of the Association being wound up. The maximum liability per person is $1,000.00. The 

possibility of the Association being wound up is extremely slim since it would mean the 

possible closure of the School. 

  

I am looking forward to receiving your applications and passing them to Council for 

approval. If you have any queries, please contact me at shamjeet.singh@sta.uwi.edu or at 

(868) 393-7257. 

  

Yours sincerely, 
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Dr. Shamjeet Singh 

Secretary 

The University School Association Limited 

Pole #62, Baker Street 

St. Augustine, Trinidad and Tobago 

 

______________________ 

The Secretary  

University School Association Limited 

Baker Street, St. Augustine. 

  

I hereby apply for membership of The University School Association and agree to accept 

my liability as set down in Section 5 of the Memorandum of Association. 

  

NAME: ________________________________________________________________ 

  

ADDRESS: ____________________________________________________________ 

  

________________________________________________________________________ 

  

TEL: ______________________(office)___________________(mobile/residential) 

  

E-MAIL: _______________________________________________________________ 

  

POSITION AND DEPARTMENT AT THE UWI: __________________________ 

  

________________________________________________________________________ 

  

EMPLOYEE IDENTIFICATION NUMBER: ______________________________ 

  

CHILD/CHILDREN ATTENDING THE UNIVERSITY SCHOOL (INCLUDE CLASS): 
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________________________________________________________________________ 

  

________________________________________________________________________ 

The Company is limited by guarantee and has no share capital. Membership is open to 

any member of staff of the University on application, and to other persons as the Council 

(the de facto Board of Directors) shall admit. I understand that if I am elected to 

membership that I will be required to contribute to the assets of the Association in the 

event of the same being wound up while I am a member or within one year after I cease to 

be a member for the debts and liabilities of the Association contracted before I ceased to 

be a member and of the costs, charges and expenses of winding up and for adjustments 

of the rights of the contributions among the Association members such amount as may be 

required not exceeding TT$1,000.00. 

  

SIGNED: 

  

DATE: 
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