[image: image1.jpg]NATIONAL SCHOOL




Admissions                                               And  Participation Policy
Reviewed  and ratified by the BOM  – June 2010

To be reviewed – June 2012
Reviewed on Mon 8th Nov 2010 at BOM
The Admissions Policy of Wicklow Educate Together National School provides for equality of access and participation in the school for all children in our society whatever their social, religious, cultural and racial backgrounds and whether or not they have a disability or other special educational needs. The admissions policy has been written in accordance with the Educate Together Charter. The Board of Management of Wicklow Educate Together National School considers the ‘First Come, First Served ‘system the most equitable, accountable system for fulfilling its commitment to this charter and to children whose parent/ guardians are seeking a place for them in the school.. 
Parents/guardians should complete an application form in good time in order to secure a place for their child on the Pre-enrolment List.  The first-come, first-served policy also applies to siblings. (See exceptional circumstances)
Places are offered to children according to the school’s admissions procedures, until the school is deemed by the Board of Management to be full. The Board of Management makes all decisions in relation to admissions. Receiving notification of a place on the school’s pre-enrolment list does not guarantee a place in the school, as places are offered on a ‘first come, first served’ basis until the school is full. 
1.1 Policy

1.1.1 The Process of Pre Enrolment

1. Complete and return a Pre-enrolment Application Form. These are available from the school.
2. On receipt of the completed form, the school’s Enrolment Officer stamps the date and time of receipt on the form and enters the child’s name in the school’s Pre-Enrolment List (PEL). This is a chronological list of all Pre Enrolment Applications received. Multiple applications received on the same day will be processed in order of the time of receipt in the school.  Where multiple applications are received at the same time, they will be processed in alphabetical order of the child’s surname. 
3. Admission for the Special ASD Class is on a first come first served basis if a space is available, and all admission criteria are met.  Children must fall within the mild to moderate disability range and have the potential for integration into the mainstream classroom.
4. The PEL is stored on computer. Pre-enrolment data will only be used for the purpose of admissions to the school.
5. The child is assigned a PEL Number which records the child’s place on the Pre-Enrolment List. 

6. The Pre-enrolment Application will be acknowledged by post, and the child’s PEL Number will be included. This letter should be kept safely as it is a record of a child’s PEL number. 

· This letter is NOT an offer of a place in the school in any given year.

7. In the January preceding the September of a child’s anticipated entry to school, parents of children who are on the school’s PEL for that year will be written to, to ask them to confirm that they will enrol their child should they be offered a place at the school.

· It is essential that parents return a completed Confirmation Form to the Enrolment Officer by the specified closing date, or risk losing their priority for a place in the school. 

The Confirmation Letter does NOT constitute an offer of a place in the school.

8. The Amended Pre Enrolment Lists for each class for a given year will be compiled from all those who responded in the affirmative on the Confirmation Form and returned it fully filled out, by the closing date.

9. Priority on each class Amended Pre Enrolment List is based on the original PEL number.

1.1.2 The process of Enrolment (Registration)
Offers of places in the school will be made from the above list, strictly on a first come, first served basis, taking into account the number of places available. If there are more applications than available places, children on the Amended Pre Enrolment List to whom we cannot offer a place will be put on a Waiting List.

The school will send out the Letters of Offer of places within three weeks of the closing date for the return of the Confirmation Form.

Parents must reply to the Letter of Offer by the specified date, stating that they accept the place for their child, otherwise the offer will lapse and the place may be offered to another child on the waiting list.

Enrolment of Junior Infant children will take place in the June prior to the September of entry to the school and parents will be notified in writing of this date. If parents are unable to attend on this day, they are asked to inform the school in writing or risk losing their place. Under certain circumstances enrolment can occur by posting the required documentation to the Enrolment Officer.

In the case of enrolment of pupils from senior infants – sixth class, individual arrangements will be made with the school for enrolment. Enrolment times and registration may vary depending on when vacancies arise. Parents will be required to bring the following documents on enrolment day.

· completed Registration Form

· the long version of the child’s birth certificate (Note: NOT Baptism Certificate)

· the child’s PPS number                    

· parents of children aged between four and six years, if previously enrolled in another National School, must obtain a certificate to that effect from the Principal Teacher of the school which the pupil previously attended.

· a recent school report (in the case of children transferring from another school).

· A copy of any recent assessments (where these have been carried out).

The following categories of applicants may choose not to accept a place in the school, should it be offered, yet retain their original PEL number and date of PEL Application:

· Children who have not reached the age of five by the September of anticipated entry to school.

· Children of families who are living temporarily outside the area

· Children with special needs who have reached the age of six by the September of anticipated entry to school and whose parents feel they are not yet ready for school.

1.2 Children with Special Education Needs

Wicklow Educate Together National School welcomes children with special needs to the school. Parents of children with special needs apply for a place at WETNS in exactly the same way as everyone else. Children with Special Needs are offered places in the school on the same first come, first served basis as applies to all other applicants. 

The school caters for children with Autistic Spectrum Disorders (ASD) in a Special Unit (ASD Unit) in the school. The unit caters for six children, and access to this class is limited to children who have received a Multi-disciplinary team report stating that they should be accommodated in this unit. Children must fall within the mild to moderate disability range and have the potential for integration into the mainstream classroom.
 Admissions for this class are operated on a ‘first come first served basis. Parents of children with special needs are given an option on the Confirmation Form to postpone application for a place to a future year even where the child will have reached six years of age by the following September. This choice does not confer a right to a place in a future year, only a right to apply for a place. The child retains his/her PEL number. 

Parents of children with special needs who have been offered a place in Junior Infants will be requested to meet with the Principal and provide any necessary material in order to ensure that the school can put in place all necessary supports for the child. If, in the view of the Board and the Principal, the needs of the child cannot be met without extra support, the child will not be enrolled in the school unless and until such supports are in place. If the Principal takes this view, she/he will inform the Board. It is the responsibility of the school, in consultation with the parents/guardians and other appropriate agencies, to provide such supports. 

In the case of children with special needs seeking to enter the school after junior infants, material provided will be expected to include reports from his/her current school. The offer of a place in the school to such a child will be contingent on the availability of places in the appropriate class, the provision of all relevant documentation and the ability of our school in the view of the Board and the Principal, to provide that child with the education s/he needs and deserves.

1.3 Exceptional Conditions

1.3.1 Enrolled pupils who leave WETNS temporarily

There are some circumstances in which enrolled pupils may leave WETNS and retain their original PEL number. These include:

· The family temporarily living in another area.

· The pupil is attending another school in order to deal with specific special educational needs.

In these circumstances, the place vacated by the child will be filled by a child on the waiting list. However, the enrolled pupil will return to the PEL, and will be offered a place in the school, should one be available when they wish to return. Their place on the PEL will be in accordance with their original date of application.

Parents of such children will be asked to confirm in writing annually that they wish their children to remain on the PEL. Failure to do this will result in the child’s name being removed from the PEL. Parents may of course re-apply and receive a new PEL number.

1.3.2 Siblings, Foster children, adopted children and recent migrants into the area.
In order to be family friendly, two places in every 28 of the Pre-enrolment list will be reserved to be allocated at the discretion of the Board of Management to cater for the following exceptional circumstances: 

· Where siblings or dependents of staff have not been placed on the pre-enrolment list for a well-justified reason
· Where parents/guardians with foster children or adopted children are affected –i.e. they have adopted a child of school going age within the previous year.
· Where a family moves into the locality within the previous six months and this is the school of choice for the family.
1.3.2 Late Applications

When Applications are received after January for anticipated entry to school in the following September, the same procedures will apply but obviously not in the same time scale. When the school sends an acknowledgement letter, a confirmation letter and form will accompany it. The confirmation letter will specify a closing date, as usual. On receipt of reply, by the closing date, the child’s name will be added to the waiting list in order of date of Application. The parent will be informed within three weeks of the child’s position on the waiting list.

Parents are reminded that it is their responsibility to keep the enrolment officer informed of any change of address or contact numbers. This applies even when there is a sibling enrolled at the school. 

1.3.3 Appeals Process

If a decision is communicated by WETNS to a parent indicating that the school is unable to accept their child, that parent may request a copy of the enrolment policy and enquire as to what section/sections of the policy justify the refusal. If unhappy with the explanation the parent may appeal the decision directly to the Board of Management (BOM). The BOM then considers the appeal and advises the parent of its decision. If the parent is dissatisfied with the outcome, the parent may then make an appeal to the Secretary General under Section 29 of the Education Act 1998. Appeals must generally be made within 42 calendar days from the date the decision was notified to the parent.

This policy document has an appendix that contains prototypes of all the standard letters and forms from the school relating to the enrolment procedure. 

Wicklow Educate Together National School 2010


