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Introductory Statement and Rationale 

 

St. Ita’s and St. Joseph’s is a special school which caters for pupils with a Mild General 

Learning Disability, as well as pupils with other disabilities such as Autism where their 

cognitive ability is in the mild range. We endeavour to cater for the holistic needs of each 

pupil through Individual Education Planning. The school is Catholic in denomination and 

ethos, having the Bishop of Kerry as its Patron. We have written this policy to ensure an 

approach, which supports the effective transition of pupils from other schools or for those 

beginning their education in our school. The Enrolment Policy is set out in accordance 

with the provisions of the Education Act, 1998 and The Education (Admissions to Schools) 

Act, 2018 and subject to such directions as may be made from time to time by the Minister 

(Education Act 1998/15d). St. Ita’s and St. Joseph’s was established in 1971 to cater for 

the educational needs of students with a mild general learning disability. In Appendix 11 

to Circular 08/99 and Appendix 11 to Circular Sp.Ed. 08/02, issued by the Department of 

Education and Skills, such students are described as children who have been assessed 

by a psychologist as having a mild general learning disability in the category where the 

pupils full scale intelligence quotient, will have been assessed in the range 50-69. Where 

a child does not fall within this range and a psychologist has recommended our school as 

the most appropriate placement, we may also accept pupils where their adaptive skills 

are found to be in the mild range. Only pupils who have a recent psychological 

assessment, where the criteria for enrolment are explicitly outlined as above, can be 

considered for enrolment. The Board of Management trusts that this document will assist 

parents in relation to enrolment matters.  The Principal is available by appointment to 

clarify any matters arising from this policy. Individuals seeking enrolment for their child or 

assisting others in seeking enrolment should familiarise themselves with the content of 

this policy.  Where support is required in fully understanding the policy (i.e. individuals 

with English as an additional language or individuals who may have difficulties with 

literacy) support should be requested on 066-7125237.  
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Characteristic Spirit of St. Ita’s and St. Joseph’s 

 

The characteristic spirit of the school is encapsulated in our motto “Through 

Perseverance We Succeed”. We as a staff are cognisant of supporting pupils to 

achieve the best of their ability. As our school is a special school, we understand that 

both pupils and staff need to persevere so that every pupil is provided with the best 

opportunities.  

 

Within the context and parameters of Department of Education and Skills regulations 

and programmes, the rights of the Patron as set out in the Education Act, 1998 and 

Education (Admissions) Act 2018 and the funding and resources available, the school 

supports the principles of: 

 inclusiveness with reference to the enrolment of children with a mild general 

learning disability 

 equality of access and participation in the school 

 parental and pupil choice in relation to enrolment 

 respect for diversity of values, beliefs, traditions, languages and ways of life in 

society. 

 

Vision 

 

In line with our Catholic ethos, St Ita’s and St Joseph’s endeavours to nourish the 

educational, social, emotional, spiritual and physical development of each student to 

his/her potential with the future expectation of active participation in his/her local 

community.  This is explicitly outlined in the Mission Statement for our school.  Our 

school motto links with our Mission Statement and provides the staff and pupils with 

an incentive to continuously improve the teaching and learning in St. Ita’s and St. 

Joseph’s.  Our vision endeavours to provide for the holistic development of all our 

pupils so that each pupil may succeed to the very best of their ability while providing 

them with opportunities which will support them in their adult lives. 
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General Information 

 

School Name: St. Ita’s and St. Joseph’s Primary and Post Primary School 

School Address: Balloonagh, Tralee, Co Kerry 

Telephone number: 0667125237 

E-mail address: stita@eircom.net 

Denominational character: Catholic 

Name of Patron: Rev. Bishop Ray Browne 

 

Total number of staff in the school include 14 full time teachers which includes the 

principal and 5 subject specialist teachers. Subject specialists include post-primary 

teachers for Art and Crafts; Home-Economics; Business and CSPE; Woodwork and 

Construction Studies. We also have 22 classroom assistants; 8 bus escorts; 1 

secretary and 2 cleaners. A number of individuals from Cumann Iosaf also work in the 

kitchen serving breakfast and dinner to pupils. Staff numbers are subject to change.  

 

Annual Admission Notice 

Section 63 of the Education (Admissions Act) 2018 states that the following 

information is necessary to provide for parents: 

 our school commences receiving applications for enrolment in the September 

(and before) prior to enrolment 

 our school ceases receiving applications for enrolment for the following 

September on the submission date allocated by NCSE annually (which is 

usually at the end of march but is subject to change and is usually published on 

the NCSE website) 

 applicants will be notified after within 21 days of receiving all of the 

documentation for enrolment as outlined 

 parents/guardians should notify the school of their acceptance of the placement 

within one school week of receiving the notice 

 pupils in alternative special education categories will be placed in the relevant 

classes in accordance with NCSE recommendations as outline on www.ncse.ie 

(where pupils in ASD classes (maximum of 6 pupils per class) make sufficient 

http://www.ncse.ie/
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progress they may be reverse integrated into alternative MGLD classes 

(maximum 11 pupils per class) 

 where the school is oversubscribed, any applicant may request an update on 

the number applications received; the number and order of offers of placement 

made in the previous year, in respect of the selection criteria (please contact 

the school for further information) 

 enrolment of pupils will depend on the number of places in classes for the 

alternative abilities and will operate on a first come, first served basis (the date 

on which all the documentation as outlined is received, will be the date of 

application) 

 where two or more pupils are tied for a place in the school, a lottery system will 

be in operation. 

 

 

Range of Classes and Curricula/Syllabi Taught 

 

The school follows the curricular programmes prescribed by the Department of 

Education and Skills, which may be amended from time to time, in accordance with 

Sections 9 and 30 of the Education Act (1998). The school presently teaches the 

Primary School Curriculum in conjunction with the Guidelines for MGLD, Junior Cycle, 

Level 1 and 2 and the Leaving Certificate Applied. The courses are modified from year 

to year according to the ability and needs of the students. St. Ita’s and St. Joseph’s 

has both primary and post-primary classes. The student cohort, which is mixed 

gender, have access to similar curricula and state examinations that are available in 

mainstream primary and post-primary schools. 

 

 

Religious Education and Religious Instruction 

 

Religious instruction takes place in our primary classes in line with the Catholic ethos 

of our school. Pupils from a catholic background will be involved in this religious 

instruction at primary level. Where pupils in the primary section of the school are not 

from a Catholic background, parents/guardians should indicate this on the enrolment 
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form with suggestions as to how best they may be accommodated during these 

lessons. Religious education, as opposed to religious instruction takes place in the 

post-primary section of the school. Classes which follow the NCCA Religious 

Education syllabi do not have any element of religious instruction and therefore where 

this is provided at post-primary level, all pupils will be obliged to attend.  

 

Application Procedure 

All decisions in relation to applications for enrolment are made by the Board of 

Management of the school. However, requests for admission to St. Ita’s and St. 

Joseph’s are dealt with in the first instance by the school Principal acting on behalf of 

the Board of Management. 

 

 

The enrolment procedure is as follows: 

 Letter of application to the principal from the parent/guardian (where literacy or 

language may be a difficulty, those seeking enrolment for their child should 

confirm same via phone and request support) 

 The application is accompanied by a recent psychological report (within the last 

two years), which outlines the scores on all of the WISC IV subtests. These 

scores will indicate whether St. Ita’s and St. Joseph’s is the most suitable 

placement for the student.  

 In accordance with NCSE guidelines it will be necessary for the psychological 

report to state that SNA and/or bus escort access is required if that is the case  

 If a recommendation has been made on the psychological report that the child 

has an accompanying disability and further alternative assessments are 

recommended, the school will require copies of these reports before the 

enrolment process can proceed. 

 Following receipt of the report, initially the Principal and if necessary, the Board 

will assess how the school can meet the needs of the child specified in the 

report.  Where the Board deems that further resources are required, it will, prior 

to enrolment, request the Special Education Needs Organiser (NCSE see 

Circular 01/05) to provide the resources required to meet the needs of the child 

as outlined in the psychological and/or medical report.  
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 The application should also include a recent Individual Education 

Plan/Behaviour Plan (if relevant), a school report on academic progress plan (if 

relevant) as well as pupil profile plan as recommended by NCSE. 

 A letter approving the transfer from the student’s previous school and any 

relevant reports the school may have about the student may also be required. 

 The parents/guardians and the prospective pupil will meet the Principal and 

class teacher (if relevant) to determine the pupil’s suitability for particular 

curricula/classes and to discuss what type of transition programme should be 

put in place. The school advises parents/guardians to contact the school a year 

prior to enrolment, so that an effective transition programme can be set up, to 

meet the needs of the pupil. In this way the pupil will be able to integrate 

gradually over the school year before the pupil enrols the following September.  

Transition programmes will take place between the February and Easter school 

breaks. Only in exceptional circumstances (i.e. where a pupil is not registered 

in a school elsewhere in the state) can transitions be considered outside of this 

time. These transitions are at the discretion of the Board and the needs of the 

pupils already enrolled in the school will take priority. 

 Transitions will need to take place, in association with the Principal/teachers 

from the school where the pupil is enrolled, at that time as well as the 

parents/guardians of the prospective pupil.  

 The class teacher and the parents of the pupil will agree, the length, rate and 

pace of the transition. The needs of the current pupil cohort will take priority. 

The principal only becomes involved if requested to do so. Meetings can be 

arranged by appointment.   

 Transitions will take place between the February and Easter break each year 

and pupils will enrol fully, the following September. Any applications which 

arrive after the NCSE submission date for applications (please see 

www.ncse.ie for details) will not be included for enrolment, the following 

September. Late applications will only be considered where the pupil is 

transferring from another country or is not registered in another school in the 

state.  

http://www.ncse.ie/
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 Transition of pupils to our school outside dates between February and Easter 

will only be applicable where the pupil is not enrolled in another school in the 

state.  

 In exceptional circumstances the Board of Management may need to discuss 

the appropriateness of the placement. It may be necessary to defer attendance 

of a particular child under health and safety grounds so that correct procedures 

and/or programmes can be put in place to ensure a successful transition for the 

pupil. If necessary, a case conference involving all parties i.e. parents/guardian, 

psychologist, Principal and teacher(s) or members of the Board of Management 

may be held to discuss the needs of the student. 

 It may be required that the Principal/Chairperson of Board contact the 

Psychologist if he/she wishes to discuss the referral. 

 It may be required that the Principal/Chairperson of Board/ psychologist/ 

relevant class Teacher (if appropriate) meets the prospective student and the 

parent. 

 For pupils with complex needs the Parents/Guardians, Principal/ 

Psychologist/Chairperson of Board of Management may have to discuss the 

best school placement for the student. 

 Pupils with MGLD and ASD will commence their educational placement in the 

ASD class initially. If sufficient progress is made in this setting where there is a 

ratio of six to one, the transfer of pupils to classes with a ratio of up to eleven 

to one may be discussed with parents at a later stage. 

 With complex cases, a recommendation for admission may be required by the 

Board of Management. 

 Once all documentation as outlined in the enrolment form has been received a 

decision in relation to application for enrolment is made by the Board of 

Management of the school and will be communicated to the parents within 21 

days as prescribed under the terms of the Education Welfare Act 2000. 

 Parents/Guardians are informed of their right to appeal the decision of the 

Board of Management, if it is recommended that a pupil not be enrolled in St. 

Ita’s and St. Joseph’s. 

 With all applications, the Board of Management will need to consider if there is 

an appropriate placement available for the pupil in St. Ita’s and St. Joseph’s.  
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 It is a requirement of the Board of Management that information concerning 

attendance and behaviour records as well as the child’s educational progress 

be communicated between schools from which the pupil is transferring (Section 

28, Education Welfare Act, 2000). 

 A transition programme is necessary for every pupil enrolling in the school. In 

this way the pupil can spend some time in the school before their 

commencement date, enabling the school to develop a suitable programme 

which will facilitate the pupil’s transition.  

 The Board of Management as a general principle, and in so far as is practical 

will try to expedite the enrolment process provided there is space available, 

suitable staff provision and with due regard for the safety, health and welfare of 

the existing school cohort.   

 

Summary of Key Events for Enrolment 

 Parent fills in application form and forwards this, along with the relevant 

professional reports to the school with the necessary documentation as outlined 

above 

 Once the documentation has been provided and the child meets the criteria for 

enrolment, they will be contacted by the school to organise an appointment to 

meet the principal  

 A transition will take place between the February and Easter breaks, at the 

discretion of the class teacher and in consultation with the parents 

 Enrolment will usually take place during the subsequent academic year 

 If the child does not meet the criteria for enrolment, the parents/guardians will 

be informed of same within 21 days. 

 

Provision of Key Information by Parents 

Certain information will be required when children are being enrolled and during the 

pupil’s time in St. Ita’s and St. Joseph’s. Such information includes: 
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 Pupil’s name; age; current address; date of birth 

 Names and current addresses of pupil’s parents/guardians 

 Contact telephone numbers (at least two, one that can be contacted at all 

times. The school uses texts to inform parents/guardians of updates in the 

school and hence requires parents/guardians to update the school with new 

mobile numbers when required) 

 Identification documentation  

 Contact telephone numbers in case of emergency (at least one) 

 Details of any medical conditions which the school should be aware of and 

details of medication that needs to be taken by the pupil that may have to be 

administered during school hours (it is essential that this information is given 

prior to enrolment) 

 Religion of the pupil (if applicable) and information on any impact that this may 

have on school activities 

 Previous schools attended, if any, and reasons for transfer 

 Information as to whether the pupil had SNA support in his/her previous school 

 Any other relevant information (including any such further information as 

may be prescribed under the Education Act (1998); Education Welfare Act 

(2000) or Education for Persons with Special Educational Needs Act (2004) 

 The school may use photographs and/or video footage of pupils to advertise 

the school in school brochures or to enhance educational programmes provided 

in the school. If parents/guardians would prefer their child not to be included 

they should state this in writing prior to enrolment. 

 

Data Protection 

It is understood that on occasion external agencies such as Tusla, Child and Family 

Agency; Health Service Executive; National Council for Special Education; Kerry 

Intervention Disability Services; Child Adolescent and Mental Health Services and the 

National Education and Welfare Board, as well as adult services for pupils in their final 

year, may look for information which will lead to the provision of resources or may 

benefit the child during their time in school, this information may be released to these 

agencies to benefit the child in question. Please see the policies of the alternative 

agencies in relation to their data protection procedures.  
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There are three categories of data shared by schools with the Department of 

Education and Skills. Category 1 information covers data that is required to validate 

the pupil’s identity. This information will be transferred to the PPSE validation service 

of the Department of Expenditure and Reform of the Department of Social Protection 

for validation purposes only. Category 1 information also covers pupil level data which 

is necessary for policy and planning purposes, within the Department of Education 

and Skills. A full list of the variables collected, along with the purpose for each piece 

of information, can be found in Appendix A of the Fair Processing notice for the Special 

Schools Online Database, available at www.education.ie. Category 2 data covers 

sensitive and personal data which the Department asks special schools to furnish and 

which requires written consent for the school to record the information and for the 

school to forward the information to the Department for purposes outlined in the 

Department of Education and Skill’s Policy on Data Protection which is available at 

https://www.education.ie/en/The-Department/Data-Protection/data-protection-

policy.pdf. Your consent is also required for this information to be forwarded to any 

other school your child may transfer to during their time in school (see appendix for 

consent). Category 3 data is information which is required at school level only and will 

not be accessible to the Department of Education and Skills. This data will be kept on 

your child’s Special School’s Online Database record for the duration of their schooling 

and for two years afterwards. All information is stored in line with the Data Protection 

Act 2018. Please see our Data Protection Policy and Privacy Statement available on 

our website for further information.  

 

Note: It is essential that all documentation, as outlined above, be given to the school 

before an application can be considered by the Board of Management. It is essential 

that parents facilitate the enrolment and transition process and if they require support 

of any kind they should inform the school principal of same. While it is the responsibility 

of parents to provide the documentation for the process, the school will endeavour to 

support parents/guardians when possible, where this need for support has been 

communicated to the school Principal. 

 

 

 

http://www.education.ie/
https://www.education.ie/en/The-Department/Data-Protection/data-protection-policy.pdf
https://www.education.ie/en/The-Department/Data-Protection/data-protection-policy.pdf
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 Medication  

 

If it is a requirement that your child receive medication during school hours, it is 

necessary for you to understand that while we do not have any trained medical 

personnel on staff, some of our classroom assistants and teachers have agreed to 

administer necessary medication to your child. However, in order to do this efficiently, 

we would ask you to have your doctor complete the attached Form 1 in order to give 

us full details of the medication prescribed for your child (see enrolment form in 

appendix).  It is also necessary to complete Form 2 which seeks permission from you 

to administer the medication in school (see enrolment form in appendix).  

 

It is important to note that: 

 It is parental responsibility to ensure that staff have been provided with the 

appropriate training to administer any medication 

 While staff will do their utmost to ensure the health and safety of pupils in 

relation to the administration of medication, they cannot be held responsible 

for any adverse outcome once the medication has been administered as 

agreed 

 Any changes in instructions should be notified in writing to the school 

 Parents are asked to ensure the safe delivery of medication to school staff 

directly in its original packaging 

 Please do not ask children to carry or deliver medication 

 It is the responsibility of the parents to ensure the continued supply of the 

correct medication at the start of each school term. 

If you have any queries in relation to this matter, please do not hesitate to contact the 

school. 

 

Decision Making in Relation to Enrolment 

Decisions in relation to applications for enrolment are made by the Board of 

Management in accordance with school policy.  The Board will notify parents of their 

decision within 21 days of receiving all the information outlined which is necessary for 

enrolment. As a general principle and so far as is practicable having regard to the 

school’s enrolment policy, children will be enrolled after completing a transition, 
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provided that there is space available (see note below on Education for Persons with 

Special Educational Needs Act 2004). The Board will have regard for relevant 

Department of Education and Skills guidelines in relation to class size and staffing 

provisions and/or any other relevant requirements concerning accommodation, 

including physical space and the health and welfare of children. The Board is bound 

by the Department of Education and Skill’s Rules for National Schools which provides 

that pupils may only be enrolled from the age of 4 years and upwards, though 

compulsory attendance does not apply until the age of 6 years. 

 

In the event that applications for enrolment exceed the expected number of places 

available the following decision-making process will apply.  The Board will exercise its 

discretion in the application of the following criteria.  The criteria may include any of 

the following though not necessarily in this order: 

 

 Availability in classes suitable for the pupil’s level of ability 

 Diocesan policies if applicable 

 First come, first served (the date on which all documentation has been 

submitted is the date utilised for this purpose). 

 

Grounds for Non-Enrolment  

In line with the Education (Admissions) Act, 2018 the grounds for not enrolling a child 

are as follows: 

 

 the school is over-subscribed  

 where the parent fails to confirm acceptance of school policies and in particular 

the schools Code of Behaviour 

 where the child does not have, the specified category as outlined in this policy 

 where the applicant has failed to provide the documentation as requested 

 where information in the application form is false or misleading. 
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Appeals 

 

The Board of Management of a school is also obliged under section 19 (3) of the 

Educational Welfare Act 2000 to make a decision, in writing, in respect of an 

application for enrolment within 21 days and to inform the parents, in writing, of that 

decision. This decision will be issued within 21 days of the BoM receiving all of the 

required documentation that is outlined in the schools’ enrolment procedure.  

 

Where a Board of Management refuses to enrol a student in a school, the parent of 

the student or, where the student has reached 18 years of age, the student himself or 

herself, following the conclusion of any appeal procedures at school level, has a 

statutory entitlement under section 29 of the Education Act (as amended by Section 4 

of the Education (Miscellaneous Provisions) Act 2007, to appeal that decision to the 

Secretary General of the Department of Education and Science. A committee is 

established to hear the appeal with a minimum of formality. In most cases appeals 

must be dealt with within 30 days. Where appropriate, the Secretary General may give 

whatever directions to the Board of Management that are considered necessary to 

remedy the matter(s) complained of regarding the appeal. 

 

Details on appealing decisions on enrolment under section 29 of the Education Act (as 

amended by Section 4 of the Education (Miscellaneous Provisions) Act, 2007) are 

provided in circulars and guidelines which are updated on a regular basis and are 

available on the Department of Education and Skills’ website at www.education.ie.. 

Parents/guardians are informed of their entitlement to appeal a decision of the Board 

of Management if they decide not to enrol a student. The principal, in liaison with the 

Board of Management, will prepare a response when an appeal is being investigated 

by the Department of Education and Skills. 

 

Code of Behaviour 

 

The school’s Code of Behaviour will be discussed with all prospective pupils and their 

parents/guardians/carers. All parents/guardians will be required to sign a form of 

confirmation that they will adhere with the guidelines outlined in the Code of Behaviour 

http://www.education.ie/
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while attending the school before enrolment (please see relevant appendix) It is 

essential that parents co-operate with the Code of Behaviour and are available for 

contact so that the Code can be implemented effectively. It is necessary for parents to 

familiarise themselves with the Code of Behaviour which is available on our school 

website. If parents need assistance with understanding and implementing the Code of 

Behaviour, they should request support from the school.  

 

Assessment 

 

In some cases where the psychological report given to the school in relation to 

enrolment is unclear, further assessments may have to be completed by other 

professionals and/or staff in the school, to identify the precise IQ level/disability and/or 

needs of the pupil. For example, on occasion the WISC IV does not yield sufficient 

data to ensure a pupil is in a particular range of ability. If this arises a psychologist may 

administer the Cognitive Assessment System, for example, which is a 

neuropsychological assessment to ascertain a more accurate account of the pupil’s 

processing abilities. In exceptional circumstances where the pupil may have adaptive 

skills in the mild range yet the pupil falls outside the criteria of a Mild General Learning 

Disability or a cognitive assessment cannot be completed in full, exceptions for 

enrolment may be made by the Board of Management in relation to the enrolment of 

such a pupil having due regard to recommendations made by the principal and 

professionals who are familiar with the school and its policies and plans. Due regard 

must be given to the present cohort of pupils if this is to be considered. The school 

may need to liaise with the Special Education Needs Organiser from the National 

Council for Special Education regarding school transport before a school placement 

can be offered. In some cases, for pupils commencing primary school, it may not be 

possible to complete an IQ assessment. If this is the case, it will be necessary for the 

psychologist completing any type of assessment to give a recommendation for 

enrolment to our school. Once enrolled, a review will take place at the Individual 

Education/Pupils Profile Plan meeting annually to review the suitability of the 

placement of the pupil and if deemed appropriate, a transfer to a suitable placement 

will be arranged, if this is deemed to be in the best interest of the pupil. 
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When enrolling a pupil in St. Ita’s and St. Joseph’s, parents understand that as it is a 

special school, assessment is central to support all pupils within the school. The 

support of external professionals may be necessary to meet the needs of some pupils.  

 

On occasion a psychological assessment or other assessments may need to be 

completed by other professionals other than teachers. However, parents will be 

informed of this at the time if this is deemed necessary (please sign the consent form 

in the enrolment form in this regard).  It is expected that parents/guardians will facilitate 

this process. In exceptional circumstances it may occur that the IQ of the child or the 

needs of the child change over time so it is important to remember that an IQ score is 

not constant. An IQ score may improve/deteriorate or plateau as the pupil develops 

and the pupil may find themselves outside the range of IQ which is catered for in St. 

Ita’s and St. Joseph’s. Also, the primary needs of the pupil may change over time and 

prevent the pupil from making progress in our school. If this occurs it is incumbent on 

the Board of Management to recommend that the pupil transfer to an appropriate 

educational placement, if this is in the best interest of the pupil concerned. Please see 

Circular 0038/2010 issued by the Department of Education and Skills for further 

details. 

 

A range of assessments other than psychological or cognitive assessments are 

completed for every pupil on a continual basis, so as to inform teaching and learning 

in our school. Our school also liaises with the State Examination Commission so that 

our pupils receive certification in alternative programmes. Please see our policy on 

assessment as well as the relevant subject plans available on our website for further 

information.  

 

Equality 

 

Our school will not discriminate on any of the nine grounds named in the Equal Status 

Act and any processes and procedures will not be applied in a discriminatory way. The 

school is committed to positive action for those who are disadvantaged or who need 

assistance that others do not need and the school should be alerted to the fact that 

support is needed so it can be put in place. Discrimination under the nine grounds or 

harassment including sexual harassment is prohibited in our school. Please see our 
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Dignity in the Workplace Policy and Anti-Bullying Policy, available on our website, for 

further details. 

 

 

Communication and Ratification 

 

This policy was originally ratified by the BoM on the 30/08/10 and changes following 

recommendations from the school inspectors were ratified on 11/11/10. This policy 

was reviewed in March 2012 and an additional section was added and ratified by the 

BoM on the 13/03/12. This policy was reviewed during February - May 2013 and 

ratified by the BoM on the 18/06/2013.  A review in line with the Education (Admissions 

to Schools) Act 2018 of this policy was completed in January – February 2019. It was 

ratified by the BoM on the 04/04/19.  The policy is made available to all parents making 

an application to the school and is available on our website. All legal recommendations 

pertaining to previous discussions regarding this policy have been retained. In line with 

best practice, a copy of this policy is sent to the Patron for ratification. All policies are 

available for perusal on our website.  
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Appendix 

 

Enrolment Form 

I, ……………………………………..the parent of ……………………………………… 

wish to apply for a placement for my child in St. Ita’s and St. Joseph’s school on the 

……………………………….(insert the date which you would like your child to 

commence). However, I understand that I should contact the school a year prior to the 

expected enrolment date. I understand that the outcome of the application cannot be 

considered until I have furnished all the relevant documentation requested by the 

school as outlined in the Enrolment Policy. I understand that my child will engage in a 

transition programme during which time an assessment of my child’s strengths and 

needs will take place. Once the transition programme is completed and all the 

documents have been forwarded to the Principal, the Board of Management will 

decide on the suitability of the placement for my child. I will be informed of the outcome 

of the Board’s decision by the Principal. I understand that in choosing St. Ita’s and St. 

Joseph’s as a school for my child, I will uphold all the policies as they are outlined on 

the school website on www.stitasandstjosephs.com. I also understand that I will need 

to give an up to date contact number to the school to facilitate the enrolment 

procedures and to support the policies of the school. 

 

 

 

 

 

 

 

 

 

 

 

 

 



19 

 

Please fill in the relevant data for your child below (please note that this information 
may be requested by other relevant agencies as outlined in this policy. This 
information will be stored on the Special Schools Online Database and transferred 
to the Department of Education and Skills and any other school agency to which your 
child may transfer during their time in school. 
 

Pupils full name on birth 
certificate (please enclose a copy 
of same) 

 

Date of birth   

RSI/PPS number  

Name of parents/ guardians  

Contact phone numbers  

E-mail address  

Address at which the child 
resides 

 

Name of the last school attended  

Date of last psychological 
assessment (please include a 
copy of the assessment) 

 

Dates of baptism, communion 
and confirmation (if relevant 
please enclose a copy of the 
baptismal certificate) 

 

To what ethnic or cultural 
background does your child 
belong 

Please tick one: 

 White Irish 

 Irish Traveller 

 Roma 

 Any other White Background (please 
specify) 

 Black African 

 Any other Black Background (please 
specify) 

 Chinese 

 Any other Asian Background (please 
specify) 

 Other including mixed race back grounds 
(please specify). 
 

If your child is not Catholic please 
indicate the impact this may have 
on their interaction with school 
events and how we can 
accommodate them 

 

Please indicate any familial 
issues or concerns that the 
school should be aware of and 
how the school may support your 
child in relation to this 
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I confirm that I understand and I have signed the following forms in this appendix as 

well as other relevant forms and I have given the school a copy of my child birth 

certificate, baptismal certificate (if applicable) and a psychological assessment 

completed in the last two years. 

Documentation Please tick if completed/enclosed 

Enrolment application  

Consent for administration of first aid   

Consent for administration of medication  

Consent for IQ and other assessments  

Support for the Code of Behaviour   

Consent for activities and excursions  

Consent for taking and use of photographs 
and videos 

 

Consent for sharing data such as medical; 
health care; identification or educational 
records with outside agencies 

 

Notification to NCSE of Enrolment in 
Special School. Please find the relevant 
form on: http://ncse.ie/for-schools  

 

Application for school transport and 
access to a bus escort. Please find the 
relevant form on: 
https://www.education.ie/en/Circulars-
and-Forms/Popular-forms/school-
transport-application-sen.pdf 

 

Application for SNA support. Please find 
the relevant form on:  
http://ncse.ie/for-schools 

 

Copy of baptismal certificate (if applicable)  

Copy of child’s birth certificate  

 

Signed: ________________________________________  

Witness: ________________________________________  

Date:  ________________________________________ 

 

The signature above applies to my agreement of all terms in this policy. I confirm 

support of school policies available on the school website. 
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Administration of Medication 

 

I, ________________________ the parent/guardian of _______________________ 

acknowledge that St. Ita’s and St. Joseph’s School has put procedures in place in the 

event that medicine or first aid is required. I agree that the school will do their utmost 

to ensure the health and safety of ___________________ However, I agree that the 

school will not be held responsible for the outcome of administering the medication or 

first aid, having followed the agreed procedures outlined in the school. 

 

The Board of Management of St. Ita’s and St. Joseph’s School requests that the 

information required below be provided relating to medication which is administered 

to students during school hours. The parents/guardians are asked to return the 

information to the school and to advise the school, of any changes to this regime in 

the future. It is incumbent on parents to ensure that any medication is updated and 

provided for the school at the start of each school term. Any changes should be notified 

to the school and a professional report from a medical practitioner provided to confirm 

same.  

 

 

Name of Student  

Name of Doctor  

Name of Medication  

Dosage to be taken  

Why is the medication required?  

Frequency of dosage and times  

Side effects from medication  

Any additional information  

 

Signed __________________________   Date _________________________ 
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Assessment 

 

I, __________________________ the parent of __________________________ 

give my consent for diagnostic and IQ assessments to be completed in St. Ita’s and 

St. Joseph’s for the benefit of my child while he/she is enrolled in the school. I 

understand that I will be alerted by phone if the school deems it necessary to complete 

an IQ assessment. However, I understand that diagnostic and other assessments are 

completed on a regular basis to inform teaching and learning in the school and thus 

telecommunication will not necessary in these instances. 

 

Signed __________________________   Date _________________________ 

___________________________________________________________________ 

 

 

 

Excursions and Activities 

 

A number of activities / excursions are organised throughout the school year.  Parents 

will be notified of the dates of these events, as they occur.  It is necessary for the 

parents to complete the consent section of this form, for the school records.  If a parent 

does not want their child to take part in a particular activity, they can let the school 

know when they are informed of the specific event(s). 

 

Consent for Attendance at Activities and Excursions 

 

I ………………………………………… the parent of ………………………… give my 

consent to my child attending any activities / excursions that may be organised 

throughout the school year. 

 

Signed __________________________   Date _________________________ 
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Code of Behaviour: Parent/Guardian Agreement 

 

Guidelines are in place to allow the school to function for the benefit of all pupils and 

staff.  Students, parents/guardians are encouraged to be familiar with the Code of 

Behaviour as well as support the staff in implementing the code. This will require 

accepting and returning any phone calls/letters made by the school in this regard and 

implementing sanctions at home as well as supporting sanctions that are implemented 

at school should this be necessary. Positive behaviour and respect for others are 

promoted in our school. I understand that school policies are continually updated and 

published on the school website and that it is necessary for me to stay informed of 

school policies and to support their implementation for the effective management of 

the school and in particular the Code of Behaviour. 

 

I _______________________  the parent/guardian of___________________, a pupil 

in St. Ita’s and St. Joseph’s accept and support the Code of Behaviour which I will 

discuss with my child. The Code of Behaviour has been explained to me as well as 

my child and we are willing to support the school in its implementation. 

Signed____________________________ Date __________________________ 

 

 

Data Protection 

 

The schools’ data processing and retention procedures are explained above and in 

more detail in our Data Protection Policy and on our Privacy Notice which is available 

on our website. It is necessary for the school to obtain the consent of parents in relation 

the data collection and retention. Please sign below if you agree, in line with school 

policy, that the school may collect; retain and forward data (examples of which are 

listed in our Data Protection Policy and Privacy Notice)  to relevant agencies 

(examples of which are listed in this policy) in line with best practice to benefit your 

child.  

 

Signed __________________________   Date _________________________ 
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Child Safety 

 

In your absence and where necessary you may wish for a member of your family to 

collect your child from school (i.e. medical appointment). Please list the names of any 

individual who has permission to collect your child so that we may ensure your child’s 

safety. Please ensure that you of your family member signs the ‘sign out book’ when 

your child is leaving the school during school time. 

 

 

 

 

 

 

 

Signed __________________________   Date _________________________ 
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Photographs and Videos 

 

On occasion local media personnel are invited to visit the school for special school 

events or celebrations. The school also attends events where the media may be 

present. They often take photographs of the pupils which may be published with an 

article regarding school or pupil achievements. Also staff take photographs of 

activities, lessons and events which are published on our school server or on our 

school website on www.stitasandstjosephs.com.  However, photographs where a child 

can easily be identified are not placed on our school website but may be included on 

other websites such as the Irish Special School Sports Council’s website. Photographs 

and videos are also used as evince of completion of tasks for state examinations. All 

photographs/videos are used for educational and advertisement purposes for the 

benefit of our pupils.  

Please sign below if you would like your child to be included.  

 

 

Consent to take Photographs/Videos 

I the parent/guardian of ___________________________ give permission for 

photographs/videos to be used by St. Ita's and St. Joseph's for marketing or 

educational purposes.  

Signed __________________________   Date _________________________ 

 
 

http://www.stitasandstjosephs.com/

