
CCMS Circular No 2005/15
To :  All Principals and Chairpersons of Catholic Maintained Schools 

April 2005

Dear Colleague

Re :  Change of Procedure for School Runs from September 2005 
        (Second Circular Issued)
You will be aware that I wrote to you in February 2005 (Circular No 2005/5) to alert you to the changes that will be taking place, from September 2005, in the way that you receive information from CCMS.

In that letter I also promised to send you regular reminders in order that you would be prepared for the change over when it comes.  The purpose of this letter is to remind you of that advice and to get confirmation that you school is prepared to receive all information via e-mail.  In preparation you should ensure that :
· your computer hardware is capable of receiving e-mail

· your printer is serviced and in working order (and paper is available at all times)

· your work station is in an appropriate area and access is limited to authorised staff.
To date, the relevant support Officers, who were identified in the first circular (see below), have received very few inquiries and, indeed, very little information has been forwarded to inform CCMS how the Chairperson wishes to receive the information from September.  We can either assume that all schools are ready and capable of receiving the information via e-mail and that all principals (other than those who have already made contact) will take the responsibility for ensuring that their Chairperson receives a copy, or we can assume that no action has been taken to set the necessary processes in motion.
I cannot stress how important it is that we receive the relevant information to ensure that schools are ready and confident to receive the, often very important, information that you currently receive by mail.  Therefore, I have enclosed a proforma that I would ask you to complete and return by Friday 13th May 2005.
The relevant support Officers at CCMS who can help you with any matters connected with this change are : IT Technician - Brian McGee, based in the Holywood Office, who is available to offer advice and guidance on any of the technical aspects should you require it.   He is available on 028 90426972 or brianmcgee@ccmsschools.com.  For any other queries please contact Laureen McDonagh, Corporate Services, Tel: 028 90426972, Fax: 90424255, e-mail: laureenmcdonagh@ccmsschools.com
We look forward to hearing from you.

Yours faithfully
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Donal Flanagan

CHIEF EXECUTIVE
Encl.

- PROFORMA –
CHANGE OF PROCEDURE FOR SCHOOL RUNS FROM SEPTEMBER 2005

1.
* I confirm that the computer hardware is capable of receiving 


e-mail

                                             yes                no         
2.
I confirm that the printer is in working order and paper is 

available at all times                    





       yes
        no






                        

3.
I confirm that the work station is in an appropriate area and 


access limited to authorised staff          
                                                                              yes                no
4.
I confirm that relevant staff have been trained and informed of 


the new procedures and will undertake to check the e-mail 


regularly for information.        
                                                                      Yes                 no
5.
I confirm that I will take responsibility for passing a copy of all 
information e-mails to the Chairperson of the Board of 


Governors                                                        

                                                yes

OR

6.
I confirm that the Chairperson of the Board of Governors wishes 


to receive their own copy on a personal e-mail address which is :


___________________________________________________

Principal’s Name : ______________________________   

                                      (kindly print)    

School name and address : ____________________________________




       ____________________________________




       ____________________________________

Kindly Return Form to : 
 Ms Nina Leabody






     
CCMS




    
Corporate Services Section




    
160 High Street       



    
Holywood




    
Co Down    BT18 9HT        
*  Where the answer is No to any of these questions and you need advice, please feel free to contact Brian McGee at CCMS Headquarters.
