CCMS Circular No :  2002/03





January 2002





TO : 	All Principals of Catholic Maintained Schools








Dear Colleague





RE : Bereavement Proforma





Please find enclosed a Bereavement Proforma which we would ask you to use when informing us of a bereavement of a teacher or one of his/her close relatives in your school.





Over the last few years CCMS has adopted an unofficial policy of writing out to teachers and their families during times of bereavement.  This approach relies very much on the Chief Executive Officer receiving accurate, factual information within a relatively short time fame following a bereavement.





We are ever mindful of the current administrative workload on all Principals, hence we have designed the enclosed Bereavement Proforma in such a way that it can be easily and quickly completed.  Receipt of completed Proformas as early as possible following a bereavement will give us all the essential information necessary to ensure that a relevant sympathy letter is sent out from the Chief Executive.





I know you will appreciate that this is a very important and sensitive issue. The Chief Executive endeavours to write individually to all CCMS teachers (or their next of kin when a teacher dies) who have been bereaved and many have recorded their appreciation when this occurs.  On rare occasions some teachers have not received such a letter and we are aware that this can add distress and cause hurt during this difficult time.  Hence, the enclosed Proforma is an attempt to ensure that all teachers receive a sympathy letter from the Chief Executive.





It is very important that you return the completed Proforma as soon as possible to your local Diocesan Office and copy it to the Chief Executive’s office at Holywood.





With best wishes for a health and happy New Year,





Yours faithfully











Paddy Hanna


SENIOR WELFARE OFFICER





Encl.





