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Enrolment Policy 

Introduction 
This enrolment policy was drawn up in accordance with the provisions of the Education Act 
1998. 
 
The Board of Management trusts that this policy will assist them in relation to enrolment 
matters. The Chairperson of the Board of Management Mr Prendergast and the Principal Ms 
Charlton will be happy to clarify any further matters arising from the policy. 
 
Rationale and aims of policy: 
 Rational – It was decided to review this policy to update new and existing 
 staff with the procedures and practices in our school. 
 
 Relationship to characteristic spirit of the school. 
 Aims – the aim of this policy is to regulate enrolment and to have a holistic, inclusive 
approach to admissions in our school while maintaining our catholic Ethos with due regard 
to parental choice and equality. 
 
General Information 

 This school is a Catholic School under the patronage of the Archbishop of the 
diocese of Tuam, Dr. Michael Neary. 

 In total there are four teachers based in the school. This includes three 
mainstream class teachers one of whom is the principal Ms Charlton, and a 
SEN teacher base. 

 The school is a mixed school teaching the full range of classes from Junior 
Infants to Sixth. 

 The school depends on grants and teacher resources provided by the 
Department of Education and Skills (DES). 

 The school operates within the regulations laid down by the department. The 
enrolment policy must have due regard to the resources and funding available. 

 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). 

 Within the context and parameters of Department regulations and 
programmes, the rights of the patron as set out in the education act, and the 
funding and resources available the school supports the principles of: -  

 Inclusiveness particularly with reference to the enrolment of children with a 
disability or other special educational need; 

 Equality of access and participation in the school; 
 Parental choice in relation to enrolment; 
 Respect for the diversity of values, beliefs, traditions, languages and ways of 

life in society.  
 

 School opening hours 9.20am-3pm.  
 
Procedures 
Application Procedures 
Enrolment takes place in the third term of the school year.  
Parents are invited to attend the school on a specified enrolment day. 
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Time and date of enrolment will be advertised through some of the following methods:  school 
website. 
Provision of key information by parents 
The board will require certain information when children are being enrolled. 
An enrolment application form will be supplied for this purpose. 
Such information will include the following: 

o Pupils name, age and address 
o Names and addresses of pupil’s parents/guardians 
o Contact telephone numbers both landline and mobile 
o Other contact numbers in case of emergency 
o Religion 
o Contact details of family doctor 
o Any existing legal order under family law 
o PPS number as per POD request 
o Previous schools attended - crèche and primary school 
o Details of any medical conditions and any other conditions  
o Parents may be asked to supply copies of both birth certificate and baptismal 

certificate 
o Parents will be asked to read the schools code of behaviour, agree and sign that 

their child will abide by same.  
 Any other relevant information(including any such further information as may be 
prescribed under the Education Welfare Act 2000 or Education for persons with special 
Educational Needs Act 2004). 
 
Decision Making 
Decisions in relation to application for enrolment are made by the Board of Management of 
the school in accordance with school policy. The Board will notify parents of their decision 
within 21 days of receiving such information. 
As a general rule in so far as practicable having regards to the school’s enrolment policy, the 
children will be enrolled on application provided there is space available. (See note below on 
Education for Persons with Special Education Needs Act 2004). 
The Board will have regard to any relevant DES guidelines in relation to class size per room 
in our multigrade setting, and staffing provisions and/or any other relevant requirements 
concerning accommodation, including physical space and the health and welfare of all 
children. 
The Board is bound by the Department of Education & Science’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/is expected to exceed the number of 
places available the following decision making process will apply.  The Board will exercise its 
discretion in the application of the following criteria may include any of the following though 
not necessarily in that order: 

 Whether there are siblings of the proposed new entrant already attending the 
school 

 Ages of the children. 
 Parish boundaries. 
 Catholic children living within the parish boundary. 
 Catholic children living outside the parish boundary who do not have a 

Catholic school within their parish boundary. 
 Other children living within the parish boundary. 
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 Other children living outside the parish boundary 
 Children of current staff including ancillary staff. 
 Diocesan policies; 

 
Appeals:  
The board of Management of a school is also obliged under section19(3) of the Education 
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. 
 
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 procedure 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 & Science.  A committee is established to hear the appeal with hearings conducted 
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 complained of. 
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 available 
on the Departments website at www.education.ie  

 The Principal along with relevant personnel will ensure parents/guardians are 
informed of their entitlement to appeal a decision by the Board of Management in 
relation to suspension or expulsion. 
The Chairperson of the Board of Management will prepare a response if and when an 
appeal is being investigated by the Dept. of Education & Science (Section 12, circular 
22/02- Processing of an Appeal). 

 
Admission Day/Date 
The board of management specify that junior infants are only admitted to the school on the 
first day of the autumn term unless transferring from another school during the school year. 
 
Enrolment of children with special needs 
In relation to the enrolment of children with special needs it is open to the board of 
management to request a copy of the child’s medical and/or psychological report . Where 
such a report is not available the board shall request that the child be assessed immediately. 
Following receipt of the report the board will assess how the school can meet the needs 
specified in the report. Where the board deems that further resources are required, it will, 
prior to enrolment request the department to provide the resources required to meet the 
needs of the child as outlined in the psychological or medical report. These resources may 
include for example access to or the provision of any or a combination of the following: 
Visiting teacher service, special needs assistant, specialised equipment or furniture, transport 
services or other. 
The school will meet with the parents or guardians of the child to discuss the child’s needs 
and the school’s suitability or capacity to in meeting these needs. 
If necessary a full case conference involving all parties will be held this may include parents, 
principal, class teacher, SET and/or psychologist.  
It may be necessary for the board of management to decide to defer the enrolment of a 
particular child pending: 

a. The receipt of an assessment report and/or 

http://www.education.ie/


St Bridget’s NS, Errew, Castlebar, Co Mayo F23 E291 
 

094 9030615 | errewns.com | Roll No. 18503C 

 

 
b. The provision of appropriate resources by the DES to meet the needs specified 
in the psychological and/or medical report. 

Cognoscente will be taken of the needs of all the children and staff of the school. 
 
Pupils transferring 
The board of management specifies that children of families relocating to the area may enrol 
in the school at any time.  Children transferring from another school but not relocating may 
enrol up to September 30th subject to school policy, available space, available resources and 
in some cases the approval of the DES. The board may require information concerning the 
child’s attendance and education progress in the previous school. 
 
Code of behaviour 
The school will append its code of behaviour to the school’s enrolment policy.  
 
Exceptional Circumstances: 
“The school reserves the right to refuse enrolment to any student in exceptional cases. Such 
an exceptional case could arise where either: 

1. The student has special needs such that, even with additional resources from the 
Department of Education and Skills, the school cannot meet such needs and /or 
provide the student with an appropriate education or 

2. In the opinion of the Board of Management, the student poses an unacceptable risk to 
other students, to school staff or to school property”. 

 Implementation & Review 
The policy was implemented in December 2022 and ratified in January 2023, as per CPSMA 
advice. 
 

This reviewed policy was presented to the Board of Management for 
ratification on: 
We will communicate the ratified policy to members of the school community 

 
Signed by: ____________________________________ 
     Chairperson of the Board of Management. 

 
Date: _______________.  

 


