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ST. GABRIEL’S ADMISSIONS AND PARTICIPATION POLICY 
 
The Board of Management of St. Gabriel’s Primary School sets out this policy in accordance with 
provisions of the Education Act 1998, The Education Welfare Act 2000 and the Equal Status Act 
2000. The Board trusts that by doing so parents/guardians will be assisted in relation to enrolment 
matters.  
The school reserves the right to amend the policy at any time subject to the approval of the BOM. 
The Board, through the Principal, will be happy to clarify any matters arising from this policy. 
Decisions in relation to enrolment are taken by the BOM. This policy was originally drafted by the 
BOM in consultation with the Patron and the teaching staff and it has been subsequently reviewed 
and revised on several occasions following changes in legislation and as the needs of the school 
changed. 
St. Gabriel’s school operates within the regulations laid down by the Department of Education and 
Skills and follows the curricular programme prescribed by that department.  
  
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 
Ethos, the mission Statement of the school and legislative requirements.  

 To make an accurate and appropriate assessment of the capacity of the school to cater for 
the needs of applicants in the light of the resources available to it. 

 To put in place a framework which will ensure effective and productive relations between 
students, parents and teachers where a student is admitted to the school. 

 
Aims 

 To enable applications for admission to the school to be handled in an open and transparent 
manner. 

 To put in place criteria under which applications shall be considered.   

 To ensure that these criteria are informed by our Ethos, our Mission Statement and current 
legislation.  

 To specify what information is required by the school at the time of application. 

 To specify the procedure for appeal in the case of an unsuccessful application for enrolment. 
 
 
School Patronage 

St. Gabriel’s School is a Catholic school under the patronage of the Archbishop of Dublin.   
 
Opening Hours 
      Junior Infants and Senior Infants:    8.50 -  1.30 

1st Class – 6th Class:                             8.50 -  2.30 
1st Break:                             10.30 - 10.40  
Lunch Break:                            12.00 - 12.30  

 
Information requested from Parents 

 Pupil’s name, age and address 

 Names, addresses of pupil’s parents/guardians 

 Contact telephone numbers, including mobile phone numbers 

 A second contact telephone number and name in case of emergency 

 Occupations of parents 

 Details of any medical conditions (including allergies) of which the school should be aware 
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 Religion – where applicable – for teaching and learning 

 Playschool attended 

 Previous schools attended, if any. Reasons for transfer and all relevant documentation including 
psychological reports. 

 Any family circumstances of which the school should be aware 

 Any other relevant information 

 
Enrolment Procedure 
1. Parents/guardians seeking to enrol their child/children in Junior Infants are requested to return 

a completed Enrolment Application Form (available in the office) with an original Birth/Adoption 
Certificate to the school prior to April 30th of the year of enrolment. Enrolment forms contain 
information required by the Primary Online Database (POD) system. Application will not be 
considered complete until all requested relevant information is received.  
 

2. In order to enrol as a Junior Infant a child must be at least 4 years of age on the first day of 
school.  
 

3. New entrants to Junior Infants will not be taken after December 31st of the Junior Infant year.  
 
4. The names of children for whom enrolment Application forms and Birth/Adoption Certificates 

have been returned to the school will be placed on a ‘List of Applicants for Enrolment’.  
Completion of an application form does not confer an automatic right to a place in the school.  
Parents will be notified of the result of their application within 21 days of the closing date for 
applications.  If notification has not been recorded before June 1st of the year you wish your 
child to start school, you are encouraged to contact the school for clarification. 

 
5. No child is refused admission for reasons of ethnicity, special educational needs, disability, 

language/accent, traveller status, asylum seeker/refugee status, religious/ political beliefs & 
values, family or social circumstances.  Our classes are mixed boys and girls from Junior Infants 
to second and single sex, girls only, from 3rd to 6th classes. 

 

6. While recognising the right of parents to enrol their child in the school of their choice, the Board 
of Management is also responsible to respect the rights of the existing school community and in 
particular, the children already enrolled. This requires balanced judgements, which are guided 
by the principles of natural justice and acting in the best interest of all children.  Assisting the 
school in such circumstances, the Board of Management reserves the right to determine the 
maximum number of children in each separate classroom bearing in mind: 
a) Department of Education & Skills maximum class average directives.  
b) Size of/available space in classrooms. 
c) Educational needs. 
d) Multi-grade classes. 

  
7. Enrolment is possible only when there is a vacancy in the school. 

 
 

Orientation 
There is an annual information meeting for prospective parents.  New Junior Infants are also invited 
to the school before the end of June to familiarise themselves with their new environment. Class 
meetings are held in September to outline the curriculum and day to day procedures. 
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New Entrants 
In the event of the number of children seeking enrolment in any given class/standard exceeding the 
number of places available the following categories will be given preference: 

1. Brothers and sisters of children in the school.     
2. Catholic children from the parish.   
3. Catholic children who live outside the parish who do not have a catholic school within their 

own parish boundary. 
4. Other children who live within the parish boundary.  
5. Children of staff members  
6. All other children  
7. If applications within categories exceed the number of places available, the oldest children 

will have precedent.     
 
 
School policies and Code of Behaviour 
Children enrolled in our school are required to co-operate with and support the Code of Behaviour 
as well as all other policies on curriculum, organisation and management. Children are expected to 
participate in all aspects of school curriculum (where possible). The school Code of Behaviour, 
Homework Policy, Uniform Policy and Child Protection Policy will be appended to the enrolment 
policy for parental information. Procedures in relation to suspension and expulsion are outlined in 
the Code of Behaviour. Parents are requested to sign these policies to confirm that they are 
acceptable to them. Other Relevant Policies include Attendance and Health and Safety. The 
Board of Management places parents/guardians responsible for ensuring that their child/children 
comply with these policies 
 
 
Pupils transferring from other schools 
The Board of management welcomes pupils transferring from other schools to the school at any 
time subject to satisfying school enrolment criteria, space available and the approval of the Board of 
Management and the Schools Welfare Board and in some cases the approval of the Department of 
Education and Skills. In the event of the number of children seeking enrolment in any given 
class/standard exceeding the number of places available the above categories will be given 
preference. The Pupils transferring will be expected to furnish information concerning school 
attendance and educational progress and where necessary psychological/clinic reports in order to 
facilitate the BOM in making prompt, informed decisions.  
Parents/guardians seeking to enrol their child/children are requested to return a completed 
Enrolment Application Form (available in the office) with an original Birth/Adoption Certificate. 
Enrolment forms contain information required by the Primary Online Database (POD) system. 
Application will not be considered complete until all requested relevant information is received.  
 
Children with Special Needs  
Children with special educational needs and/or behavioural needs are welcome to enrol in 
the school and every effort will be made to provide them with an appropriate education as 
well as to include them in every aspect of school life. The child enrolling in St. Gabriel’s 
school will be resourced in accordance with the level of resources provided by the 
Department of Education and Skills to the Board of Management.  
The Board of Management may request copies of relevant reports or request that the child 
be assessed immediately in order to assist the school in establishing the educational needs of 
the child and to profile the support services required. The Board of Management will 
endeavour to have all resources and supports in place before the child is admitted to the 
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school, subject to approval from NCSE. This may include visiting teacher service, resource 
teacher, special needs assistants etc, specialized equipment, transport services etc.  
The school will meet with the parent/guardian of the special needs child to discuss the 
school's suitability for the child. If considered necessary, a case conference may be called 
which may include parents and/or guardians and the child. A further full case conference 
may be called later which will include parents/guardians, class teacher, learning support 
teacher, resource teacher and psychologist, social workers as appropriate.  
 
Photographs 
We ask that each enrolment application is accompanied with a passport size photo of the 
child. This is given back to the child as part of a “Graduation Booklet” when they leave the 
school. Although children enjoy this tradition, supplying a photograph is entirely optional.  
 
Exceptional Circumstances  
The Board of Management may deem it necessary to defer enrolment of a particular child pending 
the provision of resources (e.g. wheelchair facilities, lifts, changing facilities etc) by the Department 
of Education and Science. 
 
The school reserves the right to refuse enrolment to a pupil in exceptional cases. Such an 
exceptional case could arise where: 

 Even with additional resources available from the Department of Education and      
Skills, the school cannot meet such needs and / or provide the pupil with an 
appropriate education.  

 In the opinion of the Board of Management, the pupil poses an unacceptable risk, to 
other pupils, to school staff or to school property.  

 
Appeals Procedure  
In line with Section 29 of the Education Act 1998, parents who are dissatisfied with an 
enrolment decision, may appeal to the Board of Management. This appeal must be 
addressed, in writing to the Chairperson of the Board, stating the grounds for the appeal, and 
lodged within ten days of receiving the refusal. A decision will be issued in writing within 21 
days of the receipt of the written appeal. If unhappy with the result of this appeal, 
parents/guardians may appeal to the Department of Education and Skills under Section 29 of 
the Education Act on the official form provided by the Department. An appeal form will be 
issued by the school to the parents / guardians. This appeal must be lodged within 42 days of 
receipt of the refusal from the school to enrol. 
 
 
This policy will be reviewed by the Board of Management as necessary and at least within a 
four-year period. 
 
 
Signature 
Signed on behalf of the Board of Management: 
 
Sr. Maighread Gallagher  

 
Chairperson of Board of Management  
Date:             7/10/2015 

 


