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                                         Scoil Barra Naofa, Monkstown 

Roll No. 17323S 
Enrolment & Admissions Policy 

 

                                      
This Enrolment & Admissions Policy (“this Policy”) will take effect from 1st September 2019. All 
previous enrolment & admissions policies will be superseded as of that date.  

 

Introduction 

Founded on 19th February 1872, Scoil Barra Naofa (the “School”) is a co-educational Catholic 

Primary School under the patronage of his Lordship, Bishop of Cork & Ross, John Buckley (the 
“Patron”). 

 
The Board of Management of the School (the “Board”), hereby sets out its Policy, in accordance with 
the provisions1  of the Education (Admission to Schools) Act) 2018, the Education Act, 1998 (as 
amended), the Education (Welfare) Act 2000, Equal Status legislation, directives of the Patron and 
following consultation with the School community.  

 

Rationale 

This Policy aims to ensure that the appropriate procedures are in place to enable the School to: 

 

• Make decisions on all applications in an open and transparent manner consistent with the 
Mission Statement and Ethos of the School and all legislative requirements. 

 

• Make an accurate and appropriate assessment of the capacity of the School to cater for the 
needs of applicants, in the light of resources available to it. 

 

• Put in place a framework, which will ensure effective and productive relations between pupils, 

parents and teachers, where a pupil is admitted to the School. 

 

School Mission Statement & Ethos 

The mission of the School is to provide a comprehensive, inclusive and accessible education of the 
highest quality, which will enable all our pupils to develop to their full potential as persons, spiritually, 
socially, morally, physically and academically. 

 

We are committed to providing a learning environment which is free from discrimination, threats, 
bullying and/or harassment for all our staff and pupils. In a caring and respectful way, we will affirm 
each person’s self-worth and dignity and provide a student-centred education that nurtures the 
strengths, talents and potential of all. 

 

General Information 

The School is a co-educational school where the full range of classes are taught, from Junior Infants 
to Sixth class.  It is an inclusive school and caters for children of all abilities.  

This Policy should be read in conjunction with our other School policies, including our Code of 
Behaviour, Child Safeguarding Statement and Policy, Anti-Bullying Policy, Special Educational Needs 
Policy, Health & Safety Policy etc. 

                                                
1 Insofar as they have been commenced 
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While recognising the right of parents to seek to enrol their child to a school of their choice, in order 
to ensure the safety and educational needs of pupils, the Board reserves the right to determine 
maximum class sizes.  

It should be noted that the submission of an application form(s) does not confer a right to enrolment. 

Reference to parent(s) in this Policy is to be taken as including reference to guardian(s) and reference 
to siblings is to be taken as including reference to step siblings. 

 

School Resources and Curriculum 

 

The School operates in accordance with relevant legislation, the funding and resources available, the 
Rules for National Schools, statutory regulations/directions/circulars issued from time to time by the 
Department of Education & Skills (the “DES”) and/or the Patron.  

 
The School is grant-aided by the DES.  

 
The School’s educational programme, the operation of its facilities, and its implementation of the 
School plan and policies, are subject to and limited to the availability of, resources and staffing 
allocations made available by the DES. 
 
The School Curriculum is as prescribed by the DES, and may be amended from time to time. 

Criteria for Enrolment  

 

The Board reserves the right to determine the maximum number of applicants who can be enrolled in 
junior infants in each academic year, as 28, bearing in mind: 

 
• Overall School capacity; 
• Availability of space in classrooms; 
• The maximum class sizes; 
• Health & Safety requirements; 

• Availability of grants, resources, facilities and staff; 
• Educational needs of existing pupils enrolled in the School; 
• The presence of pupils with special educational and/or behavioural needs; and 
• The DES/Patron requirements from time to time. 

 
The maximum number of applicants that can be enrolled in Junior Infants has been decided by the 
Board as 28 pupils, however, the Board reserves the right to change this number should relevant 
circumstances change. 

 
Code of Behaviour 

 

The School endeavours to provide an ordered environment, which fosters discipline and respect. 
Acceptance of a place in the School is deemed to be an acceptance of the Code of Behaviour. 

 

In order to be validly enrolled as a pupil in the School, parent(s) must confirm that they accept the 
Code of Behaviour. 
 
 

1. Enrolment Procedure for Junior Infants 
 
• The enrolment process is initiated on receipt of the enrolment application form. The enrolment 

application form can also be obtained from the School Office and/or downloaded from the 
School’s website. 
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• Personal data relating to the applicant and his/her parents in connection with the application 
form, along with the date on which the application form is received by the School, are 
recorded on Aladdin, the School’s data management system.  
 

• In order to be considered a “complete” application, the parent(s) of the applicant must 

provide: 
 

o The enrolment application form fully completed, signed and dated and it must include 
the applicant’s PPS number;  

o A copy of the applicant’s birth certificate; and 
o If availing of one of the priorities due to residence in one of the catchment areas, proof 

of address in the form of a utility bill in the name of one of the applicant’s parent(s), 

which must be dated no later than three months prior to the date of the offer being 
made. 

 
• Any relevant reports and any other documentation specified in the enrolment application form, 

must accompany a fully completed, signed & dated enrolment application form, which must be 
submitted on or before the closing date in order for the application to be considered a 
valid/complete application. In accordance with the DES requirements, the School may seek 

other relevant information about an applicant as is deemed necessary. 
 

• A separate enrolment application form must be completed for each applicant, if applicable. 
 

• Applications which are incomplete, not signed, not dated and/or do not include the required 
documentation will not be processed.  
 

• Submitting inaccurate information on an enrolment application form or in accompanying 
documentation will render the application void ab initio. Where a place has been offered, this 
will result in the offer of the place being withdrawn and the place being reallocated. In the case 
of placement on a waiting list, it will result in removal from the waiting list. 
 

• The closing date for receipt of enrolment application forms for Junior Infants is 15.00 pm on 
31 October of the School year prior to proposed admission. Enrolment application forms 

must be returned fully completed, duly signed and dated by the parent(s) of the applicant and 
all specified documentation provided, on or before the closing date to the School office only, as 
no other body or person has any authority to accept same. Acceptance by the School office of 
the application does not mean that same will be processed. Applications which are incomplete, 
not signed, not dated and/or do not include the required documentation will not be processed. 
Acknowledgement of the receipt of the enrolment application form, along with a copy of/ link 
to this Policy, is sent to the applicant’s parent(s). 

 
• Fully completed, signed & dated enrolment application forms received by the closing date will 

be considered in November of the School year prior to admission, using the criteria outlined in 
this Policy. 
 

• An Applicant must be at least four years of age on the first day of the school year for which 
s/he is seeking enrolment into junior infants in the School. The Board recommends that 
applicants are at least four years of age on or before 1st March in the year of proposed 
enrolment. i.e. that pupils are at least 4.5 years old on the first school day of the junior infant 
class.  
 

• Offers will normally be made to successful applicants by email by 30th November of the year 
prior to admission (or sooner) along with the enrolment pack (which may be issued by post).  
 

• The parent(s) of applicants wishing to take up their offer of a place are required to return the 

application form and supporting documentation to the School no later than 4pm on the date 
which falls two weeks after the date of offer, which includes as follows 
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1. Duly completed Acceptance, Signatures & Permissions Form ( 
 

i. Signed acceptance of the child’s place in the School; 
 

ii. Signed acceptance of the School’s Code of Behaviour and other school policies; 

 
iii. Signed acceptance/consent to the Data Protection & GDPR policy; 

 
iv. Signed acceptance/consent to the Pupil Online Database for the DES; and 

 
v. Signed acceptance permitting the pupil to take part in certain School activities.  

 

2. Completed Pre-School Profile Form  
 

• In the first week of December (or sooner), the School will contact all unsuccessful applicants to 
let them know that they have not been offered a place in the School.  
 

• In cases where admission is refused, applicants will be made aware of their entitlement to 
appeal under Section 29 of the Education Act 1998  

 
• The School will aim to meet these dates, but reserves the right to vary this schedule should  

circumstances so require. 
 

• Any contact or lobbying of School personnel or Board members regarding admission will 
disqualify an applicant. 
 

Criteria used to prioritise places for Junior Infants   
 
• Where the number of applications for Junior Infants, exceeds the number of places available, 

the School will offer places in the priority order of 1 through to 6 of the categories outlined 
below in order to determine admission into Junior Infants for up to and including 30th 
September of the year of admission.  
 

• The priority order, in the following order, is as follows: 
 

o Category 1: Siblings of present pupils. 
 

o Category 2: Siblings of past pupils. 
 

o Category 3: Applicants whose primary residence is in the immediate catchment 

area2, which is determined as the townland of Monkstown, as defined on the 6-inch 
OS Map (1:10560) Ref CK087. 

 
o Category 4: Applicants whose primary residence is in the extended catchment area3, 

which is determined as the townlands of Parkgarriffe, Ballyfouloo and those parts 
of Lackaroe and Rathanker, as outlined on the 6-inch OS Map Ref CK085. 

 
o Category 5: Children of current School staff.  

 
o Category 6. All other applicants. 

 
• If an applicant falls into a number of priority categories listed above, s/he will be included in 

the priority category which affords her/him the highest priority. 

                                                
2 A copy of a map outlining the areas in the immediate catchment and extended catchment areas is available for viewing in the 

school and on our school website. (See Appendix A) 
3 A copy of a map outlining the areas in the immediate catchment and extended catchment areas is available for viewing in the 

school and on our school website. (See Appendix A) 
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• If the maximum number of admissions is reached in any one of the categories outlined above, 
a selection process will apply whereby places will be offered to complete applications 
beginning with the oldest eligible applicant in that category and proceeding in 
descending order of age from the oldest to the youngest until all remaining available 
places have been filled. If during this selection process, two or more applicants have the 

same date of birth, the School will apply a random selection process to these applicants only, 
in order to establish to whom places in that category will be offered. 
 

• A waiting list for unsuccessful applications will be compiled and applicants will be placed on the 
list in the order of priority as set out above. Where a vacancy becomes available, applicants on 
the waiting list will be offered a place in accordance with the order of priority the applicant has 
been placed on the list. A place on the waiting list expires on 30th September of the year of 

admission. 
 

• Incomplete applications will not be considered and applicants will not be placed on the waiting 
list.  
 

• In a particular year, an applicant may fulfil the enrolment criteria and be offered a place, and 
parents of the applicant may accept the place. If subsequently the applicant’s parents decide 

not to send their child to school that particular year, the applicant’s place cannot be deferred. 
Instead the applicant must reapply for the following year, and will be offered a place IF they 
fulfil the enrolment criteria for that following year.  

 
Application for enrolment during the academic year 

 

• The following criteria apply when an application for enrolment during the academic year is 
under consideration: 

o That optimum arrangements of existing pupils for teaching and learning purposes are 
maintained. 
 

o That a place exists in the relevant class(es), taking all relevant circumstances into 
account, eg needs of the existing pupils, presence of pupils with special educational 
needs, integration of pupils with special educational needs, presence of pupils with 
behavioural needs, cap on class sizes as provided for in this policy, space in  
classrooms, health and safety considerations etc.  

 
o An application to enrol will not be accepted where the existing class, in respect of which 

the application relates to, has 28 pupils.  
 

o Only pupils on the established waiting list for the relevant academic year will be 
accepted into Junior Infants prior to 1st October of that year (should a place become 
available). 

 
o An application for enrolment into Junior Infants after 1st October and for the remainder 

of the academic year, will only be considered where a vacancy exists, the applicant was 
already enrolled in another primary school and is/was in attendance at that primary 

school for not less than 20 school days and the maximum number in Junior Infants 
does not exceed 28 pupils.   

 
• An applicant will be enrolled in an age appropriate class where the foregoing and following 

criteria have been met and provided there is not a refusal to enrol: 
 

o The School is provided with a fully completed, signed and dated enrolment application 

form which is available from the School Office and on the School’s website together 
with all required documentation.  
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o The applicant will be required to provide relevant reports, references, reports detailing 
the applicant’s behaviour record from the School from which the applicant proposes to 
transfer or the School last attended by the applicant. 

 
o Failure to provide the documents referred to above will mean an application is 

incomplete.  
 

o A separate form must be completed for each applicant, if applicable. 
 

o Acceptance by the School office of the application does not mean that same will be 
processed. Applications which are incomplete, not signed, not dated and/or do not 
include the required documentation will not be processed.  

 
• Applicants who are not successful in securing a place will be placed on a waiting list in date 

order of receipt of completed applications. A place on the waiting list expires at the end of the 
academic year for which the application was made. 
 

• Incomplete applications will not be considered and applicants will not be placed on the waiting 
list.  

 
• Submitting inaccurate information on an application form or in accompanying documentation 

will render the application void ab initio. Where a place has been offered, this will result in the 
offer of the place being withdrawn and the place being reallocated. In the case of placement 
on a waiting list, it will result in removal from the waiting list. 
 

• Written notification of the decision regarding the application will be issued to the parent(s) of 

the applicant within 21 days of receipt of the fully completed, signed and dated application 
form provided all requested documentation has also been provided. 
 

• Parent(s) of applicants who have been offered a place must inform the School in writing of the 
acceptance of the place, by completing and returning to the School an admission acceptance 
form within 10 school days. Failure to do so will result in the place being forfeited and 
reallocated. 

 
• Any contact or lobbying of School personnel or Board members regarding admission will 

disqualify an applicant. 
 

Special Educational Needs 
 
• The School embraces the philosophy of inclusiveness and endeavours to reflect that philosophy 

in the admission of pupils with disabilities or other special educational needs.  
 

• The School welcomes applications from children with special educational needs. Such 
applications will be processed in accordance with the provisions of this Policy. 
 

• Pupils with special educational needs will be resourced in accordance with the level of 

resources provided by the DES and/or NCSE. 
 

• In order to assist the School in establishing the educational and physical needs of a successful 
applicant, relevant to his/her ability or special needs, and to profile the support services 
required, the School requests that parent(s) of pupils who have been accepted for enrolment: 
 

i. Inform the School of any special needs as early as possible; and 
 

ii. Ensure that copies of the child’s medical and/or psychological report(s) and/or 
professional assessment(s) are provided so that provision can be made for that 
applicant’s welfare and educational progress. 
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• Where such a report is not available, and in the event that an applicant is accepted for 

enrolment, a request will be made that the successful applicant be assessed immediately. 
Following receipt of the  report, the Board will assess how the School can meet the needs 
specified therein. Where the Board deems that further resources are  required, it will, request 

the DES and/or the NCSE and/or the HSE to  provide the resources required to meet the needs 
of the child as  outlined in the medical and/or psychological and/or medical report(s). 
 

• The School may seek any other relevant information in relation to a successful applicant, which 
it considers necessary. 
 

• The Principal may, in conjunction with the Special Educational Needs Organiser (“SENO”) or 

the DES inspector, meet with the  parent(s) of the child to discuss the child’s needs. This 
meeting is not a condition of enrolment.   

 
Refusal of Admission 

 
• The School reserves the right to refuse admission to any applicant who does not comply with 

the terms of this Policy. 

 
• The School will refuse to enrol an applicant who is seeking to be enrolled in the School where 

that applicant was previously a pupil in the School and was either expelled from the School 
and/or transferred from the School to another School while on suspension and/or undergoing a 
process under the Code of Behaviour.  
 

• The School will refuse to enrol an applicant who is seeking to be enrolled in the School where 

that applicant is transferring from/is enrolled in/was enrolled in another school if that applicant 
has either been expelled from or is currently suspended from that school and/or is/was 
undergoing a process under that school’s code of behaviour. It is a requirement that reports 
detailing the applicant's behaviour record from the School from which the applicant is 
proposing to transfer/the last school which the applicant was enrolled in, be provided as part 
of the application.  
 

• The School will refuse to enrol an applicant who is seeking to be enrolled in the School where 
that applicant is transferring from/is enrolled in/was enrolled in another school if the Board is 
of the opinion that the references provided from the applicant’s previous/current school are 
not satisfactory. 
 

• In exceptional circumstances, the School reserves the right to refuse admission to any 
applicant where:- 

 
i. The applicant has special needs such that, even with additional resources being made 

available from the DES/NCSE, the School cannot meet such needs and/or provide the 
applicant with an appropriate education; or 
 

ii. The applicant poses unacceptable risk(s) to other pupils, staff and/or school property. 
 

• Parent(s) of applicants refused admission will be advised of the right to appeal the Board’s 
decision as outlined below. 
 

Right of Appeal 
 
• In accordance with Section 29 of the Education Act 1998, parent(s) of pupils who have been 

refused admission to the School, have the right to appeal such a refusal by the Board to the 

Secretary General of the DES. Appeals must be lodged within 42 days of receipt of the Board’s 
decision to refuse admission. 
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Data Protection 
 
• The School acknowledges its obligations as a data controller under the Data Protection Act 

2018.  
 

• The School will process personal data in accordance with our Data Protection & Recording 
Keeping Policy which is available on our website at www.scoilbarranaofa.ie . 
 

• Personal data obtained for the purposes of allocating places in the School to applicants will 
only be used and disclosed in a manner which is compatible with this purpose. Only such 
personal data as are relevant and necessary for the performance of this function will be 
retained.  

 
• The School undertakes to ensure that such information is processed fairly, that it is kept safe, 

secure, accurate, complete, and up-to-date. 
 

• The parent(s) of an applicant, has the right to have any inaccurate information rectified or 
erased in relation to the personal data the School processes, further details of which are set 
out in our Data Protection & Recording Keeping Policy. 

 
• A copy of all personal data obtained and kept as part of the enrolment process will be made 

available to the subject of such data on receipt of a written request to the Chairperson of the 
Board, further details of which are set out in our Data Protection & Recording Keeping Policy. 

 
Implementation, Review & Communication 

 

This Policy was ratified by the Board on 17/06/2019 and approved by the Patron. This Policy is 
available to view on the School’s website or a copy can be accessed from the School office.  

 
This Policy will be regularly reviewed by the Board and/or will be reviewed in the event of a change to 
the pupil teacher ratio and/or legislative/ the DES /Patron/other requirements.  
 
The Board will monitor the implementation of all aspects of this Policy and amend it, as required.  

 
This Policy will be regularly reviewed by the Board or sooner, if prompted by legislative changes or 
other circumstances. Any staff member, board member or parent may request a review at any time, 
and such a request will be dealt with as soon as possible. 
    

Signed:         

Chairperson Board of Management 

Date:  17/06/2019 

 

 

 

 

http://www.scoilbarranaofa.ie/


Reviewed 2019 

9 
5968210.8    

Appendix A: Map of Immediate & Extended Catchment Areas 

A larger clearer copy of the map is available to view through the School office. Please contact 021-
4842159 to arrange an appointment to view the map, if you wish. 

 


