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Special Education Policy  

 
Rationale 

The purpose of this policy is to:  

●​ Provide practical guidance to staff, parents and other interested parties about our SEN 

procedures and practices. 

●​ Promote an inclusive school community 

●​ Support early identification and support 

●​ Ensure that pupils with SEN receive appropriate support 

●​ Ensure that SET resources are deployed fairly, effectively and transparently. 

●​ Establish consistent procedures for identification, assessment, intervention and review. 

●​ Promote collaboration between class teachers, SETs, SNAs, parents/guardians and 

external professionals. 

●​ Ensure that pupil voice is considered in educational planning. 

●​ Support early identification and intervention. 

●​ Ensure continuity of provision when pupils transition between classes and schools. 

●​ Provide a framework for monitoring and evaluating SEN provision. 

●​ fulfil DES circular  64/2024 -Circular to the Management Authorities of all Mainstream 

Primary Schools; The operation/application and deployment of Special Education 

resources  

 

Belief Statement 

 

Scoil Phroinsiais Naofa is committed to providing an inclusive, equitable and high-quality 

education for all pupils, including pupils with Special Educational Needs (SEN). 

The Board of Management, Principal and staff recognise that pupils have different strengths, 

abilities, interests and educational needs. The school is committed to ensuring that pupils with 

SEN are supported to participate as fully as possible in the life of the school and to access the 

Primary School Curriculum. 

The school will adopt a whole-school approach to special education provision. Support will be 

based primarily on the identified educational needs of the pupil, rather than solely on the 

presence of a particular diagnosis. 

The school will deploy its Special Education Teacher (SET) allocation in accordance with current 

Department of Education requirements, including Circular 0064/2024, the associated Guidelines 

and Indicators of Effective Practice, and subsequent Department circulars and guidance. 

 

 

Aims of the Policy 

This policy aims to outline our procedures and practices of how we: 

●​ Provide an inclusive educational environment for all pupils. 
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●​ Identify additional educational needs at the earliest appropriate opportunity. 

●​ Provide appropriate classroom-based support before, where necessary, progressing to 

additional school support. 

●​ Prioritise pupils according to identified educational need. 

●​ Provide targeted, evidence-informed interventions. 

●​ Monitor pupil progress systematically. 

●​ Ensure that additional support is reviewed regularly. 

●​ Promote meaningful collaboration between class teachers and SETs. 

●​ Involve parents/guardians appropriately in planning and reviewing support. 

●​ Promote pupil voice and participation. 

●​ Deploy SET resources effectively and in accordance with Department of Education 

requirements. 

Guiding Principles 

The school’s SEN provision will be guided by the following principles: 

●​ Inclusion-pupils with SEN should participate meaningfully in mainstream classrooms and 

school activities where appropriate 
●​ Equity- resources will be allocated according to identified educational need rather than 

distributed equally regardless of need 
●​ Early Intervention- the school will seek to identify and respond to emerging needs at 

the earliest appropriate stage 
●​ Needs based provision- the presence or absence of a formal diagnosis will not, in itself, 

determine access to additional teaching support 
●​ Strengths-Based practice- planning will identify pupil strengths, interests and abilities 

as well as areas requiring support 
●​ Collaboration-SEN provision is a shared responsibility involving BOM, Principal, Class 

teachers, SET’s, SNA’s, parents/guardians, pupils and relevant external professionals 
●​ Evidence-Informed Practice-Interventions should have a clear purpose, be appropriate 

to the identified need and be evaluated using evidence of pupil progress 
●​ Accountability-The school will maintain appropriate documentation demonstrating how 

its SET allocation is being deployed 

 

Roles and Responsibilities  

Board of Management: 

The Board of Management will: 

●​ Approve and review the SEN Policy. 

●​ Promote an inclusive ethos throughout the school. 

●​ Ensure compliance with relevant Department requirements. 

●​ Provide appropriate governance and oversight of SEN provision. 

●​ Ensure that SET resources are used for their intended purpose. 

●​ Receive an annual report from the Principal regarding SET deployment. 

●​ Support appropriate professional development. 

●​ Ensure that SEN provision is incorporated into school planning. 

●​ Ensure that relevant school policies support inclusion. 
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Principal: 

The Principal has overall responsibility for the leadership and organisation of SEN provision. 

The Principal will: 

●​ Lead the implementation of this policy. 

●​ Promote an inclusive school culture. 

●​ Ensure appropriate deployment of SET resources. 

●​ Develop/oversee the annual SET Provision Plan. 

●​ Ensure that a Schedule of Deployment is maintained. 

●​ Coordinate the allocation of SET resources. 

●​ Facilitate collaboration between class teachers and SETs. 

●​ Ensure appropriate communication with parents/guardians. 

●​ Monitor the effectiveness of SEN provision. 

●​ Ensure appropriate records are maintained. 

●​ Support staff professional development. 

●​ Ensure appropriate transition arrangements. 

●​ Report to the Board of Management on SEN provision and SET deployment. 

 
SEN Co-ordinator: 
SEN Co-ordinator (SENCO) should: 

●​ communicate with the principal in relation to SEN matters on an on-going basis 

●​ liaise with external agencies about the provision for pupils with additional needs 

●​ liaise with the NEPS psychologist, the SET team and class teachers to prioritise 

children for psychological assessments (NEPS) 

●​ liaise with ASD Class teachers to identify, support and monitor children with additional 

needs 

●​ co-ordinate regular SET team planning meetings to ensure effective communication and 

support for children with additional needs 

●​ collaborate with the SET team in creating timetables for additional support 

●​ meet with parents regarding any concerns about their child, advise parents on 

procedures for availing of special needs services and update them regarding their 

progress 

●​ co-ordinate the whole-school standardised testing at each class level 

●​ co-ordinate the screening of pupils for additional support, using the results of 

standardised tests  

●​ select children for external diagnostic assessment, where parental permission has been 

sought and granted  

●​ oversee the  tracking system of test results on password-protected Aladdin software to 

monitor the progress of pupils 

●​ maintain lists of pupils who are receiving additional support  

●​ liaise with Secondary Schools in relation to Irish Exemptions and additional educational 

needs for 6
th

 class students transferring 

●​ liaise with SENO regarding incoming students to our ASD classes 

●​ co-ordinate the role and responsibilities of the SNA in relation to the needs of pupils 

with SEN within the class(es) to which they are assigned 
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●​ identify professional learning needs 

●​ monitor intervention outcomes 

●​ assist with the annual SET provision plan 

 

 

Class Teacher: 

The class teacher has primary responsibility for the teaching and learning of all pupils in their 

class. 

The class teacher will: 

●​ Provide high-quality inclusive teaching. 

●​ Differentiate teaching and learning where appropriate. 

●​ Identify pupils who may require additional support. 

●​ Implement classroom-based interventions, liaise with parents to open a classroom 

support plan where appropriate 

●​ Monitor pupil progress. 

●​ Collaborate with SETs. 

●​ Contribute to Student Support Plans. 

●​ Participate in review meetings. 

●​ Communicate appropriately with parents/guardians. 

●​ Maintain relevant classroom records. 

●​ Support pupil participation and inclusion. 

 

 
Special Education Teacher (SET) 

The SET will: 

●​ Work collaboratively with class teachers. 

●​ Contribute to identification and assessment. 

●​ Plan and deliver targeted interventions. 

●​ Support the development and review of Student Support Plans. 

●​ Set appropriate learning targets. 

●​ Monitor pupil progress. 

●​ Record intervention outcomes. 

●​ Provide in-class, group or individual support as appropriate. 

●​ Contribute to the SET Provision Plan. 

●​ Communicate appropriately with parents/guardians. 

●​ Participate in transition planning. 

●​ Maintain appropriate confidential records. 

●​ Review and adapt interventions based on evidence of progress. 

 

 

EAL 

Page 4 of 36 
 



Scoil Phroinsiais Naofa, Clarach                                         Guthan: 057 9331383 

The EAL teacher helps to provide an education which meets the needs and abilities of pupils 

assessed as being in need of such supports using the Primary School Assessment Kit (PSAK) for 

English language learning. In addition, the EAL teacher will advise and liaise with class teachers, 

parents/guardians and other professionals in the pupil’s interests, along with engaging with 

in-class support teaching in a range of subject areas. 

  

The role of the EAL teacher is to: 

●​ Plan: Develop School Support Plans for small groups in consultation with the SENCo and 

relevant class teachers. 

●​ Set specific time-related targets for each pupil, agreeing these with the class teacher 

and making them available to the Principal and SEN Coordinator. 

●​ Advising class teachers in regard to adapting the curriculum, teaching strategies, 

textbooks, IT and other related matters. 

●​ Meeting and advising parents/guardians, when necessary, accompanied by the class 

teacher as necessary. 

Teaching: 

●​ Direct teaching of pupils, either in a separate space or within the mainstream classroom. 

Co-teaching when the pupils concerned will derive benefit from it. 

Assessment: 

●​ Assessing the pupils’ needs and progress in relation to their English language learning 

using the PSAK and/or formative and summative assessments. 

 
 

Special Needs Assistants: 
The duties of the SNA carried out according to the guidelines for Special Needs Assistants 

from the Department of Education and Skills and under the direction of the principal/class 

teachers, the SNA will meet the care needs of the SEN pupils to which they have been 

assigned. (Circular 10/76 & 30/2014) 

The SNA should  

●​ support the needs of pupils in effectively accessing the curriculum  

●​ contribute to the quality of care and welfare of the pupils 

●​ support learning  and teaching in the classroom 

●​ attend, where possible, training courses/workshops provided by the BOM 

●​ attend SSP meetings and/or meetings with relevant professionals, when necessary 

●​ ensure the safety of the SEN pupils in the schoolyard, and be present for the duration 

of the yard breaks along with the teachers on duty 

●​ maintain a record of support provided to their SEN pupil whenever needed 

●​ accompany SEN pupil to supplementary lessons when appropriate   

●​ help develop Additional Care Plans of students they are working with and implement 

same 

●​ Promote pupil independence 

●​ work under the direction of school leadership and teachers 

●​ Maintain confidentiality 

The SNA does not have responsibility for delivering the curriculum or replacing the teaching 

role of the class teacher or SET. 
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Parents/Guardians: 
Collaboration and sharing of relevant information between home and school are essential 

elements of our SE policy. Parents/Guardians through their unique knowledge of their own 

children have much to contribute to their child’s learning.  

Parent/Guardian should: 

●​ share any information, reports or reports pending from health professionals, and/or concerns 

regarding their child’s development. Copies of professional reports should be provided to the 

school at the enrolment stage 

●​ support the work of the school and keep the class teacher informed of the progress and 

challenges they observe in their child’s learning  

●​ attend meetings arranged by the class teacher or SET team  

●​ support the targets outlined in their child’s support plans and engage in all suggested 

home-based activities 

●​ work collaboratively with the school 

●​ inform the post-primary school of their child’s needs, at the transition stage 

 
Pupils:  
The school will promote pupil voice in an age and developmentally appropriate manner 

Pupils may be encouraged to  

●​ contribute to the setting of the medium and short-term learning targets 

●​ become familiar with the targets that have been set for them 

●​ identify their strengths 

●​ discuss areas where they need help 

●​ contribute to the review of their progress by participating in appropriate assessment 

activities, including self-assessment 

●​ develop increasing independence 

 

Identifying Pupils with Educational Needs 

 

Continuum of Support 

We use the Continuum of Support Framework set out by the Department of Education to 

identify and support children with additional educational needs. Like this framework, we 

recognise that special educational needs occur along a continuum, ranging from mild to severe, 

and from transient to long-term and that pupils require different levels of support depending on 

their identified additional needs. By using this framework, it helps us implement a staged 

approach to ensure that our support and interventions are incremental, moving from class-based 

interventions to more intensive and individualised support, and are informed by careful 

monitoring of progress. Through the use of this framework we recognise that children may also 

be moved down the framework when interventions implemented prove successful.  

 

The Continuum of Support is a problem-solving model of assessment and intervention that 

enables us to gather and analyse data, as well as to plan and review the progress of individual 

pupils.  

This problem-solving process is illustrated as follows: 
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Identification of educational needs is central to our policy and the new allocation model. By 

using the Continuum of Support framework, we can identify pupils’ educational needs, to include 

academic, social and emotional needs, as well as needs associated with physical, sensory, 

language and communication difficulties.  This, in turn, allows us to identify and respond to 

needs in a flexible way.  

 

 

 

 

 

 

 

 

 

 

The Continuum of 

Support suggests the 

following levels of 

support: 

STAGE 1 CLASSROOM 
SUPPORT  

Classroom Support is the 

most common, and 

typically the first response 

to emerging needs. It is a 

response for pupils who have 

distinct or individual 

educational needs and who 

require approaches to 

learning and/or 

behaviour which are additional to or different from those required by other pupils in their 

class. Problem-solving at this level typically begins when a parent or teacher has concerns about 

an individual pupil. The teacher, SET if needed and parents discuss the nature of the problem 

and consider strategies which may be effective.  Classroom Support incorporates the simple, 
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informal problem-solving approaches commonly used by class teachers to support emerging 

needs.  

 

STAGE 2 SCHOOL SUPPORT  
In some cases, interventions at classroom support level are not enough to fully meet the pupil’s 

special educational needs. School Support may, therefore, be required. The class teacher needs 

to involve the Special Education Teacher (SET) in the problem-solving process at this point and 

it involves more systematic gathering of information and the development and monitoring of a 

School Support Plan.  

 

STAGE 3 SCHOOL SUPPORT PLUS  
If a pupil’s special educational needs are severe and/or persistent, they are likely to need 

intensive support. School Support Plus will generally involve personnel outside the school team in 

the problem solving, assessment and intervention process. However, the information from 

Classroom and School Support work will provide the starting point for problem-solving at this 

level. Classroom support and school support will continue to be an important element of his 

School Support Plan. 

 

The flow diagrams below outline how we gather information to identify needs and support 

children with additional needs. A more comprehensive explanation of each stage can be found in 

the Continuum of Support – Guidelines for teachers 

https://www.gov.ie/pdf/?file=https://assets.gov.ie/40642/674c98d5e72d48b7975f60895b4e

8c9a.pdf#page=null 
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* adapted from NEPS Continuum of Support. For more detailed steps see page 12  - 15 of the continuum of support   
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* adapted from NEPS Continuum of Support. For more detailed steps see page 22 - 25 of the 

continuum of support  - Guidelines for teachers  
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* adapted from NEPS Continuum of Support. For more detailed steps see page 32  - 35 of the continuum of support   
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Information Gathering and Assessment  

Assessment is part of what a class teacher does on a daily basis for all children. Some methods 

include self-assessment, questioning, teacher observation, portfolios of work and 

teacher-designed tasks and tests. The information gathered enables the teacher to plan 

learning experiences based on the appropriate objectives from the curriculum. 

 

In order to identify pupils who may require supplementary teaching, screening; including 

standardised testing, is carried out in all classes annually and further diagnostic testing may 

need to take place. The information gathered from these formal assessments is then used to 

inform decisions for support and pupil’s support plans. 

 

Assessment and Screening Tests: 

In our school we carry out the following assessment procedures: 

●​ Junior Infants: Observation, Checklists, BIAP  

●​ Senior Infants: Observation, Checklists, MIST, Test 2R 

●​ 1st class: Observation, Checklists, Micra T, Sigma T,  

●​ 2nd class: Observation, Checklists Micra T, Sigma T, NNRIT 

●​ 3rd class: Observation, Checklists, Micra T, Sigma T,  

●​ 4th class Observation, Checklists, Micra T, Sigma T. 

●​ 5th class: Observation, Checklists, Micra T, Sigma T  

●​ 6th class: Observation, Checklists, Micra T, Sigma T. 

 

We continually review the assessment and screening tests that we use in order to balance the 

needs of our pupils and the need to provide information for appropriate support. Therefore we 

may deviate from the above list prior to the review date.   

 

Inventory of Test Materials 

Screening Tests 

●​ Belfield Infant Assessment Profile 

​ (BIAP) 

●​ Middle Infant Screening Test 

(MIST)  

●​ Micra-T 

●​ Sigma-T 

 

●​ New Non- Reading Intelligence Test 

(NNRIT) 

●​ Non-Verbal Reasoning Test (NVRT) 

●​ Dyslexia Screening Test (DST – J) 

●​ Test 2R 

Diagnostic Tests 

In our school the following tests are available for administration: 

●​ YARC 

 

 

 

  

 

 

 

 

Prevention and Early Intervention Strategies  
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Our strategies for preventing learning difficulties include: 

●​ The development of agreed approaches to the teaching of Literacy and Numeracy in order 

to ensure progression and continuity from class to class. 

●​ Provision of additional support in language development and any relevant early literacy and 

mathematical skills to pupils who need it. 

●​ Ongoing structured observation and assessment of the language, literacy and numeracy 

skills of pupils in the infant classes to facilitate early identification of possible learning 

difficulties. 

●​ Close collaboration and consultation between the Infant Teacher and the SET team. 

●​ Promotion of literacy e.g. Print-rich environment, DEAR (Drop Everything and Read), station 

teaching in Infants Classes 

●​ Promotion of Numeracy e.g. Hands-on approach 

●​ Parental involvement in promoting literacy and numeracy  

●​ Differentiation - adapting the learning environment.  

●​ In-class support from the SET team for Infant classes, through station teaching 

●​ Team Teaching/Integrated play 

●​ Withdrawing individuals/groups. 

 

 

Meeting the Needs and Allocating Resources 

Once pupils needs have been identified, Special Education Teachers (SETs) are deployed to address these 

needs as required. We deploy SETs in a variety of ways in order to effectively meet pupils’ needs. We aim to 

strike a balance between in-class support, group and individual support while ensuring that the needs of 

children with additional needs are met inclusively.   

 

Importantly, the level and type of support reflect the specific targets of individual pupils as set out in their 

support plans and are informed by careful monitoring and review of progress. In this way, following a period of 

intervention, some pupils may no longer require additional teaching supports; some may require the same level, 

while others may require more intensive supports. 

 

In planning the allocation of additional teaching supports, the over-riding principle is that resources are 

deployed to address the identified needs of pupils. Importantly, those with the highest level of need should 

have access to the greatest level of support. We consider methodologies best suited to promoting 

meaningful inclusion such as differentiation, heterogeneous grouping, team-teaching and small group teaching.  

In addition to literacy and numeracy difficulties, many pupils will have specific needs in such areas as oral 

language, social interaction, behaviour, emotional development, motor skills and application to learning. 

 

At the end of each term the SET meet class teachers and review children’s needs, the resources in place and 

progress made using the Continuum of Support problem-solving model of assessment and stage approach flow 

charts. The SETs then bring this information to the end of term SET team planning meetings. As a SET team, 

we review all support and allocate resources for the subsequent term.   

We cross-reference the needs of pupils at School Support and School Support Plus levels and consider 

common needs that can be met by grouping, to ensure effective and efficient teaching and learning 

approaches.  
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SELECTION PROCESS FOR ALLOCATING ADDITIONAL TEACHING SUPPORT 
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1.​ Children with identified complex needs by an external professional such as a 

●​ Physical Disability  

●​ Hearing Impairment 

●​ Visual Impairment  

●​ Emotional Disturbance  

●​ Moderate General Learning Disability  

●​ Severe/Profound General Learning Disability  

●​ Autistic Spectrum Disorder  

●​ Assessed Syndrome 

●​ Specific Speech and Language Disorder/Impairment 

S
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l 

S

up
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rt 

Pl
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s 

Type of Support  

In-Class Support  

Team-Teaching  

Group Withdrawal 

Individual Withdrawal 

 

Personnel  

SET teacher  

Class Teacher  

Outside Agencies   
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2.​ Prevention and Early Intervention Programs (Integrated Play,Infant Activities and Station Teaching
 
) 

3.​ Children in JI & SI whom English is an additional language or children whom English is an additional language newly 

arrived in Ireland in 1st – 6
th

 (EAL Teacher) 

4.​ Children on or under the 10th Percentile in Micra T Standardised Tests  

5.​ Children with an identified need assessed by external professionals who are not on or below the 10th percentile in 

Literacy such as   

1.​ Borderline Mild General Learning Disability  

2.​ Mild General Learning Disability  

3.​ Specific Learning Disability  

4.​ Attention Deficit Disorder/ Attention Deficit Hyperactivity Disorder  

6.​ Children on or under the 10th Percentile in Sigma T standardised Tests 

7.​ Children with a identified need by external professionals who are not on or below the 10th percentile  in Numeracy  

1.​ Borderline Mild General Learning Disability  

2.​ Mild General Learning Disability  

3.​ Specific Learning Disability  

4.​ Attention Deficit Disorder/ Attention Deficit Hyperactivity Disorder  

8.​ Children who have not made adequate progress after interventions at Stage 1: Classroom Support 

9.​ Children in 1st – 6th who have not made adequate progress after EAL interventions (2 years) 
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S
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Type of Support  

In-Class Support  

Team-Teaching  

Group Withdrawal 

Individual Withdrawal 

 

Personnel  

SET teacher  

Class Teacher  
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Timetabling 

When drawing up timetables it is important to remember that: 

●​ timetables should be continually reviewed 

●​ children should not miss the same subject each time they are withdrawn 

●​ if a pupil is unavailable for their supplementary session due to special circumstances, the  Special 

Education Teacher will attempt to reschedule the session with the co-operation of class teacher. 

●​ interruptions to classes/classrooms should be kept to a minimum.  

 

 

Student Support File  

We use a Student Support File to plan interventions and to track a pupil’s pathway through the Continuum 

of Support. It facilitates us in documenting progress and needs over time and assists us in providing an 

appropriate level of support to pupils, in line with their level of need. Our Student Support File is based 

on the NEPS template and is available on Aladdin where it is stored. All support files should include:  

●​ Cover sheet with pupil’s details  

●​ A log of actions  

●​ Record of support received  

●​ Standardised/ Diagnostic test scores   

●​ Support plans (See below) 

●​ Checklists  

 

A class teacher or class coordinator should open a Student Support File once a child is placed on 

Stage 1 –Classroom Support on the continuum. This is stored in the class teacher’s pupils folder 

and students file on Aladdin.  

 

If, after a number of reviews, the child’s case is moved up or down the Continum of Support, 

this information is then relayed to the SENCo and child is added to the corresponding list and 

resources are put in place for student or removed gradually with parents informed at each 

stage. It is the responsibility of the class teacher and the allocated SET to access and update 

the information in the Student Support File and log of actions as is necessary. 

 

 

Support Plans 

We use three different support plans for the three stages of support on the Continuum of 

Support. Sample Available at appendix 3 

 

Stage 1 – Classroom Support  
A Support Plan at stage 1 is a Classroom Support Plan. (CSP) This is a  simple plan which is 

drawn up by the Class Teacher in collaboration with the class SET which outlines the pupil’s 

additional educational needs and the actions, including individualised teaching, differentiation 

and management approaches, which will be taken to meet the pupil’s needs. The plan may also 

include home-based actions to be taken by the pupil’s parents to support their child’s 

development. The Classroom Support Plan should include a review date. This could be at the end 

of a school term. 

 

Stage 2 – School Support  
A Support Plan at stage 2 is a Group or Individual Support Plan. This plan is drawn up by the 

class teacher and appointed SET teacher. It will set out the nature of the pupil’s learning 

difficulties, define specific teaching, learning and behavioural targets and set a timescale for 

review. The plan should, for the most part, be implemented within the normal classroom setting 

and complemented by focused school based intervention programmes. Depending on the nature 

Page 16 of 36 
 



Scoil Phroinsiais Naofa, Clarach                                         Guthan: 057 9331383 

of the needs and on the school context, additional teaching might be within a small group or 

individual or a combination of both either in class or on a withdrawal basis.  Home-based actions 

may also be included. If child access’s SNA support in class this should also be noted in the 

Additional Care Needs section of the plan. After the plan has been drawn up, it should become a 

working document through the careful monitoring of the pupil’s response to the actions taken.  

 
Stage 3 – School Support Plus  
This plan is drawn up by the class teacher and Special Education Teachers, in consultation with 

the child’s parents/guardians, professionals external to the school and (if appropriate) the child 

based on the information gathered. It will set out; 

●​ The nature and degree of the pupil’s abilities, skills and talents 

●​ The nature and degree of the pupil’s special educational needs and how those needs affect 

his educational development 

●​ The present level of educational performance of the pupil 

●​ The special educational needs of the pupil 

●​ The special education and related support services to be provided to the pupil to enable 

the pupil to benefit from including: 

▪​ Strategies for supporting the pupil’s progress and inclusion in the classroom 

setting  

▪​ Individual and/or small group/special class interventions/programmes 

▪​ Specific methodologies/programmes to be implemented 

▪​ Specific equipment/materials and/or IT supports,  if required to support learning 

and access to the curriculum 

▪​ Support required from a Special Needs Assistant (SNA), if appropriate in the 

Additional care needs section 

▪​ The targets which the pupil is to achieve over a period not exceeding 12 months 

▪​ The pupil’s priority learning needs, long and short term targets to be achieved, the 

monitoring and review arrangements to be put in place  

 

SSP meetings are coordinated by the appointed SET.  Parents will be invited to these meetings 

or given an option of a phone/zoom meeting if they are unable to attend in person.  
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SEN Records  

Individual SEN Files  
All pupils’ SEN files are stored in the students Aladdin file. It is the responsibility of SETs to 

update and manage the files of the children on school support and school support plus that they 

support.  It is the responsibility of the Class Teachers responsibility to update and manage the 

SEN files of children on classroom support. The following should be stored  

●​ Student Support File  

●​ Psychological Reports (Stored in Principal’s Office) 

●​ Copy of referrals made to outside agencies  

●​ Copy of reports from outside agencies 

●​ Record of meetings with parents, outside agencies and inter- school meetings  

●​ Record of correspondence between parents, outside agencies and school staff  

●​ Irish exemption applications processed 

 

Communication between SET Team/Principal/Class Teachers 
SET timetables have been organised so that 2.30-3.00 each Friday is our designated 

co-ordination time. This allows all staff the opportunity to attend pupils support planning 

meetings, care team meetings, Team Teaching Planning Meetings and SET 

consultation/planning/review meetings, when necessary. This flexibility ensures adequate cover 

for class teachers and also facilitates regular SET team planning meetings.  

   

Exemption from the study of Irish  

Exempting a pupil from the study of Irish will be considered only in exceptional circumstances 

set out in section 2.2 of the 0054/2022 Circular. The decision to grant an exemption from the 

study of Irish is made by the principal, but it must be made following detailed discussion with 

the pupil’s parent(s), guardian(s), the class teacher, special education teachers and the pupil. 

The decision to grant an exemption should only be considered in the circumstances set out in 

section 2.2.  

● An exemption from the study of Irish may be allowed in the following circumstances, 2.2.1, 

2.2.2, 2.2.3, 2.2.4 or 2.2.5 only in 0054/2022 Circular. See Appendix 2  

Page 3 of 36 
 



Scoil Phroinsiais Naofa, Clarach                                         Guthan: 057 9331383 

● The procedures for granting an exemption from Irish are as follows The steps required for a 

valid application for an exemption from the study of Irish are set out in DES Circular 

0054/2022, see below:  

1.​ A parent/guardian must make an application in writing to the principal of the school for a 

Certificate of Exemption from the study of Irish on behalf of a pupil.  

2.​ The school staff shall mark the date of receipt of the application on the application 

form and issue an acknowledgement letter to the parent(s)/guardian(s) upon receipt of 

the application. (Secretary has a copy of this letter in the office) 

3.​ At the earliest opportunity a school official should contact the applicant(s) and: 

 • discuss the written application with the applicant(s) and confirm the sub-paragraph on which 

the application is based (as outlined in section 2.2 above) N.B. If a parent/guardian does not 

confirm the sub-paragraph under which the application is based or selects multiple 

sub-paragraphs then the application is null and void and no further processing of the application 

will take place. Only criteria contained in this Circular can be considered as grounds for an 

exemption from the study of Irish and no other exceptional circumstances can be considered.  

• advise the applicant(s) of the steps involved in processing the application.  

• inform the parent(s)/guardian(s)/pupil of the implications of an exemption from the study of 

Irish for the pupil while in primary education and into the future. (Contained in receipt of 

application letter) 

4.​ The application should be fully processed and the outcome confirmed in writing within 21 

school days of receipt of the application. (Both successful and unsuccessful letters 

templates available from secretary) 

5.​ Where a decision is reached that an exemption from the study of Irish may be granted 

a signed Certificate of Exemption will be issued to the parent(s)/guardian(s) and a copy 

will be held by the school in the pupil’s file. The record keeping requirements are 

outlined further at 2.3(c) below.  

6.​ The outcome of the application process will be conveyed by the school in writing to the 

applicant Where an application is refused, the principal must inform the applicant(s) in 

writing outlining the reasons for refusal and notifying the applicant(s) that the school’s 

decision may be appealed to the Irish Exemptions Appeal Committee within 30 calendar 

days of the date of the written decision. 

Where an exemption is granted, a Certificate of Exemption, signed and dated by the school 

principal will be issued.  

-The Certificate of Exemption will state the name and address of the school, the school roll 

number, the pupil’s name, date of birth and the sub-paragraph under which the exemption is 

being granted. 

 -The arrangements for the pupil’s learning will be explained to the parent(s)/guardian(s)/pupil.  

-It will be explained to the parent(s)/guardian(s) that incidental learning of Irish language may 

occur through engagement with greetings, phrases, festivals and that a positive attitude to 

Irish should be fostered by the parent(s)/guardian(s). 

 -Parent(s)/guardian(s) and the pupil should be informed of the option not to exercise the 

exemption granted, without any loss of the right to exercise it at a future time. 

 -The application form, all supporting documentation, and a copy of the Certificate of Exemption 

will be retained by the school in accordance with data protection legislation and will be made 

available for inspection by authorised officers of the Department. In maintaining such 

documentation, schools should ensure that they have obtained appropriate parental/guardian 

consent for the retention and use of such records.  

-In addition, where an exemption from the study of Irish is granted, the school should update 

the pupil’s record on the Primary Online Database (POD) and the child’s file on Aladdin as soon 

as possible to include the reason for that exemption.  

Page 4 of 36 
 



Scoil Phroinsiais Naofa, Clarach                                         Guthan: 057 9331383 

-A copy of the whole Irish Exemption should be uploaded to the documents section of the child’s 

profile on Aladdin and the hard copy kept in the child’s file in the Principals office. Parents must 

sign a letter first giving us permission to do so (Secretary has permission letter in the office) 

-where a child receives an irish exemption details on Aladdin and POD must be updated relating 

to an Irish exemption being granted with the date and category 

●​ Where an application is refused, a copy of the application form, together with the letter 

of refusal and all supporting documentation, will be retained by the school in accordance 

with data protection legislation  

●​  To support inclusive practices, a pupil who is exempt from the study of Irish should be 

included in a meaningful way in aspects of Irish language and cultural activities in line 

with his/her ability and interests. It should be noted that pupils have the option not to 

exercise the exemption granted, without any loss of the right to exercise it at a future 

time. 

●​ A pupil who has no understanding of English when enrolled should be provided with 

intensive English as an Additional Language (EAL) in preparation for his full engagement 

with the curriculum at a level commensurate with his ability.  

●​ In order for pupils who are exempt from the study of Irish to be recognised by the 

Department, teacher allocation purposes, schools will be required on a monthly basis to 

record data on pupils who are exempt from the study of Irish and the reason for that 

exemption on the Primary Online Database (POD).  

●​ When a student is transitioning to another school .It is the responsibility of the 

parent(s)/guardian(s) to ensure that a copy of the pupil’s Certificate of Exemption is 

made available to the receiving school. We use the Education Passport developed by the 

NCCA, to provide information on a pupil’s engagement with the study of Irish including 

details of the granting of an exemption from the study of Irish. The passport is 

retained by us until the post-primary school principal or designated person with 

responsibility for initiating pupil information transfers, sends a written request for the 

pupil’s report cards 

 

Transition to Primary  

Transition planning will be undertaken where appropriate when pupils: 

●​ Enter Junior Infants-meetings will take place with our local playschools and parents to 

identify needs so we can plan accordingly and have supports in place to ensure success of 

our new entrants from the start 

●​ Move between classes- handovers between last years teacher and this years teacher 

scheduled through the use of Croke Park hours, same for SET and SNA’s to ensure 

smooth transitions. 

●​ Move to a new school- information shared to new schools via class teacher 

●​ Experience a significant change in educational provision- collaboration between staff to 

ease transition and scaffolded as needed. 

Relevant information will be shared appropriately and lawfully to support continuity of provision. 

Particular attention will be given to pupils with significant or complex needs. 

 

Transition to Post Primary 
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The school uses the NCCA developed suite of materials to support the reporting and transfer of 

pupil information from primary to post-primary schools. The materials are presented under the 

umbrella title of Education Passport and include: 

●​ 6
th

 Class Report Card 

●​ My profile Sheet (for students) 

●​ My Child’s Profile ( for Parents) 

●​ A special educational Needs Summary Form is included to support the sharing of 

information for children with identified learning needs 

 

For a pupil with special educational needs transferring to post-primary school, a transition plan 

may be put in place and may include the following: 

●​ A visit to the new school as part of a large group and a follow up visit in a smaller group. 

●​ A meeting with relevant post-primary staff to communicate pertinent information 

facilitated locally by HSLC and 6th class teacher and SET. 

 
 

Health and Safety Issues 

Every staff member and pupil is entitled to a safe, secure environment and to be treated with 

due respect. All appropriate measures are taken to ensure the safety of each pupil with SEN. 

When a place is offered to a child with SEN, every effort will be made to ensure that the 

supports to which the child is entitled are in place as soon as possible. Staff members will be 

informed of any potential risks and, where necessary, individual plans will be drawn up and 

implemented.  

 

Inclusive Practice 

All children get the chance to participate in all curricular areas, differentiating by task, 

questioning, outcome, extension.  

●​ Inclusion of children from our classes for children with ASD, which is called 

Suaimhneas into age – appropriate mainstream. We value meaningful inclusion. We 

endeavour to include all pupils where possible and where mutually beneficial. Such 

inclusion is a graduated process beginning with inclusion for lunch breaks and then arts 

subjects and academic subjects, or in a subject area a child has a particular strength in. 

Time spent included in the mainstream class increases as appropriate. This process 

requires regular consultation between the Suaimhneas teacher, class teacher and 

parents/guardians.  

●​ All children take part in whole school activities as suits their needs.  

●​ Where the curriculum is adapted to suit individual needs, this is not highlighted, and all 

children are still challenged and given the opportunity to experience perseverance, 

progression and success.  

●​  Children sit in mixed ability groups.  

●​  Buddy System: A buddy system may be operated according to needs arising. Children 

from Suaimhneas or those receiving SET support may have a buddy where it is mutually 

beneficial for both children. Shared activities may include reading, indoor and outdoor 

games, incidental play at break times. We hope to encourage a welcoming and tolerant 

attitude towards difference within the school community. 

●​ Whole activities are used to develop social skills and encourage integration and inclusion 

of all pupils.  

●​ Yard Breaks. All Pupils are entitled to their breaks and playtimes. Pupils with additional 

needs are supported in the following ways: SNA’s and Teachers on yard duty supervise 

diligently, dealing with, recording and reporting any incidents that occur. PECs picture 
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cards and other visual prompts are used by SNA’s to manage particular behaviours. 

Staff will be aware of different behaviour plans and targets that are relevant to a 

child’s yard time if necessary 

 

Supervision/Child Protection 

●​ Where pupils receive support on a one-to-one basis, the SET teacher is responsible for 

ensuring that both themselves and the pupil are visible through the glass panel in the 

door. 

●​ Where the there is no glass panel, the door of the room should remain open. 

●​ Where pupils are withdrawn for support, the SET teacher should collect and return 

children to their classrooms.  

 

Ratification and Communication 

This revised policy was ratified by the Board of Management by 

 

 

 

____________________________ 

 

 

 

 

Implementation and Review 

This policy will be implemented from September 2026. It will be reviewed in September 2027 

by the Special Education Team and all staff at Scoil Phroinsiais Noafa, 

 

 

Signed: _____________________​ ​ ​ ​            Date: ___________ 

               (Chairperson) 

 

 

 

 

 

 

 

 

 

 

 

 

 

Appendix 1: Overview of the SEN year 
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September ●​ SET team updating SEN Register and 

devising timetables 

●​ SET meeting with relevant class 

teachers/SNA’s  
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●​ SENCo and Principal meet with NEPS 

psychologist  

●​ Suaimhneas Teachers liaising with class 

teachers re inclusion plan 

●​ Assessments 

●​ Parent meetings 

●​ Pupil voice (Relate Doc) 

●​ Building relationships 

 

Sept-Oct ●​ School Support Plans devised (Staff, 

Parents/Guardians) liaison with outside 

agencies if relevant  

●​ Additional Care Plans devised for those 

who receive SNA support even without 

SSP  

 

November ●​ Parent Teacher Meetings with Class 

Teachers, relevant SET team member may 

join some of these meetings where 

relevant 

●​ Suaimhneas pupils for next Sept intake 

and decision letters to parents 

 

February/March ●​ School Support Plan Reviews  

●​ MIST (Middle Infant Screening Test) 

assessment Senior Infants  

●​ NNRIT (New Non Readers Intelligence 

Test) 2nd class 

 

May ●​ Standardised Testing (1st to 6th classes 

inclusive) 

●​ Suaimhneas teachers meet with new 

students current teachers 

●​ Test 2 R in Senior Infants 

●​ Transfer meetings with 6th class pupils 

 

May/June ●​ SET and Class Teachers liaising to look at 

test results, review school support plans, 

communicate with parents before end of 

year reports if necessary  

●​ BIAP in Junior Infants 

●​ SEN Co & SET update SEN Register 

●​ Transition to secondary 

passport/communication with secondary 

school.  
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Appendix 2: Criteria for Irish Exemptions 
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●​ Meeting with pupils/ parents of any 

incoming JI with additional needs ahead 

of next academic year. 

 

Monthly SET Team meeting with Principal. 

 

2.2.1(a) 

The pupil is not less than 12 years of age on the day of their enrolment or 
re-enrolment whose education was received outside the State (for a 
minimum period of three consecutive years) where he/she did not have 
the opportunity to engage in the study of Irish. 

2.2.1(b) 

The pupil’s education was received outside the State (for a minimum 
period of three consecutive years) where he/she did not have opportunity 
to engage in the study of Irish and who is enrolling following the 
completion of the full course of primary education recognised by another 
State. 

2.2.2 

The pupil has at least reached second class and experiences significant 
literacy difficulties which are an obstacle to their learning across the 
curriculum and which are persistent despite having had access to a 
differentiated approach to language and literacy learning in all 
subjects/across the curriculum and over time and presents with a 
standardised score on a discrete test in either Word or Spelling at/below 
the 10th percentile.   

2.2.3 

The pupil has at least reached second class and experiences a high level 
of multiple and persistent needs, that persist despite targeted and 
individualised Student Support Plans to address those needs (over not 
less than two years) and which are a significant barrier to the pupil’s 
participation and engagement in their learning and school life and who 
been given every reasonable opportunity to participate in the learning of 
Irish in mainstream classes for as long as possible and the Principal is 
satisfied that the granting of an exemption is in the overall best interests 
of the pupil concerned. 

2.2.4(ii) 
The pupil has a recommendation and has been deemed eligible for a 
place in a recognised special school and/or in a special class in a 
mainstream school 

2.2.5 
The pupil’s parent(s)/guardian(s) is a/are diplomatic or consular 
representatives of another country to Ireland irrespective of age or 
educational history. 
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A Continuum of Support 
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STUDENT SUPPORT FILE 

 

Name of Student  

Date of Birth  

School  

Date File Opened  

Date File Closed  



Scoil Phroinsiais Naofa, Clarach                                         Guthan: 057 9331383 

Developing a student support plan is the outcome of a problem solving process, involving 
school staff, parent(s)/ guardian(s) and the student.  We start by identifying concerns, 

we gather information, we put together a plan and we review it.  
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Student Support File, Log of Actions 

 

Date                  Actions 
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Support Checklist 

 Name:                           Age:  Class:  

General Information 
Date 

Checked  
Comments 

1.​ Parents/ Guardians 

Consulted 

  

2.​ Information from 

previous school/preschool 

gathered 

  

3.​ Hearing   

4.​ Vision   

5.​ Medical Needs   

6.​ Basic Needs Checklist 

completed 

  

7.​ Assessment of learning- 

screening 

 

 

 

Diagnostic and Standardised Tests 

Junior Infants  BIAP Perceptual Progress           Motor Development          Early Learning 

Styles    

   Language & Communication          Social & Emotional              Sum 

Total  

Senior 

Infants 

MIST Listening Skills    /15  Letter Sounds    /26 Written Vocab   

Three-Phoneme Words    /30 Sentence Dictation    /36 Reversals   

/4 

Third Class NVRT        ​ %tile                  Quot. Std Score             Score 

 Micra T   Sigma T   

 Raw Score Sten 

Score 

%tile Raw Score Sten 

Score 

%tile 

First Class       

Second Class       

Third Class       

Fourth Class       

Fifth Class       

Sixth Class       
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8.​ Observation of learning 

style/approach to learning 

  

9.​ Observation of behaviour   

10.​ Interview with pupil   

11.​ Classroom work 

differentiated? 

  

12.​ Learning environment 

adapted? 

  

13.​ Yard/school environments 

adapted? 

  

14.​ Informal or formal 

consultation/advice with 

outside professionals? 

  

15.​ Advice given by learning 

support/resource teacher 

or other school staff? 

  

16.​ Other interventions put in 

place in school? 

  

Action needed   

Helpful references: SEN: A Continuum of Support: Resource Pack for Teachers, pp. 13-16, 18 to 20; BESD: 
A Continuum of Support, p 7;  A  Continuum of Support for Post-Primary Schools, Resource Pack for 
Teachers, pp32-36; Student Support Teams in Post-Primary Schools, pp20 
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       SUPPORT PLAN*                                                           Classroom Support ​

​                                                                                                                       School Support (Support for SOME) ​
​                                                                                                                School Support Plus (Support for A FEW) 

To be completed by the teacher(s). ​
For help, see SEN: A Continuum of Support - Guidelines for Teachers: BESD: A Continuum of Support – Guidelines for Teachers pp.71-74; A Continuum of Support 
for Post-Primary Schools, Resource Pack for Teachers, pp. 51, 53, 54, 57. 

Student’s name  Age  

Lead teacher  Class/year  

Start date of plan     

Review date of plan    

Student’s strengths and interests 

 

Priority concerns 

 

Possible reasons for concerns  

 

Targets for Priority Learning Needs 

 

Target 1 Dates Achieved 

●​       

●​       

●​       

 

Target 2 Dates Achieved 

●​       

●​       

●​       

 

Target 3 Dates Achieved 

●​       

●​       

●​       

 

Staff involved and resources needed 

 

Signature of parent(s)/ guardian(s)  
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Signature of teacher  

*A consultation with a NEPS psychologist/ other professionals may contribute to this plan. 

SUPPORT PLAN CONTINUED: ADDITIONAL CARE SUPPORT TARGETS (where 
additional care needs are identified)1*  

To be completed by the teacher(s) in consultation with parents/guardians and staff supporting the additional care needs of the student. The 

voice of the student should also be captured as part of this process, as appropriate. 

Long-Term Care Goals 

Care Targets(incorporating the voice of the student) 

Strategies to help the student achieve the care targets 

Staff, including support staff, involved: 

Parent/Guardian input 

Frequency of support 

Timeline for achievement of targets: 

Review date 

Signature of parent(s)/guardian(s)  

Signature of teacher  

  

1  * A consultation with a NEPS psychologist/other professionals may contribute to this plan. 
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SUPPORT REVIEW RECORD*                                                                        Classroom Support​

​                                                                                                                            School Support (Support for SOME) ​
​                                                                                                                  School Support Plus (Support for A FEW) 

To be completed by the teacher(s) as a review of the plan and as a guide for future actions.​
For help, see SEN: A Continuum of Support - Guidelines for Teachers; BESD: A Continuum of Support – Guidelines for Teachers; A Continuum of  

Support for Post-Primary Schools, Resource pack for Teachers;  Student Support Teams in Post-Primary Schools. 

Student’s name Class/ Year  

Names of those present at review  Date of Review 

What areas of the plan have been most successful and why? 

 

 

 

 

Since the start of the plan, has anything changed in relation to the original concerns? If so, what are these changes, 

and what have we learned from them? 

 

 

 

Have the student’s needs changed since the start of the plan, and if so how? 

 

 

 

 

Recommended future actions – what, how, who, when? 

 

Any comments from the student? 

 

Any comments from the parent(s)/guardian(s comment? 

 

 

Signature of parent(s)/ guardian(s)  

Signature of teacher(s)  

 

Outcome of review (tick as appropriate) 

 
Revert to previous level of support- Support for 

All/ Classroom Support OR Support for Some/ 

School Support 

 
Progress to next level of support- Support for 

Some/ School Support OR Support for a Few/ 

School Support Plus 

 
Continue at Current Level of Support 

 
Request consultation with other professionals  

*A consultation with a NEPS psychologist/ other professionals may contribute to this review. ​  
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SUPPORT PLAN REVIEW RECORD CONTINUED: FOR 
ADDITIONAL CARE SUPPORT TARGETS (where identified)* 

To be completed by the class/subject(s) when reviewing the Student Support Plan, to inform future targets, in collaboration with 

parents/guardians, the student and staff supporting the additional care needs of the student. 

 

What care targets have been most successful and why? 

Since the start of the Support Plan, has anything changed in relation to the original concerns? If so, 
what are these changes, and what have we learned from them? 

Have the student’s additional care needs changed since the start of the plan, and if so how? 

Feedback from the student re: his progress 

Comments from the parent(s)/guardian(s): 

Recommended future actions–what, how, who, when? 

Signature of 
parent(s)/guardian(s) 

 

Signature of teacher(s)  

Outcome of review 

 
Revert to previous level of 
support–Support for All/Support for 
Some/Support for few 

 
Progress to next level of 
support–Support for all/Support for 
some/Support for a Few 

 
Continue at Current Level of Support 

 
Request consultation with other 
professionals 

 

* A consultation with a NEPS psychologist/other professionals may contribute to this review. 
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Appendix 4: Target setting as part of the problem solving framework 
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