
 

 

 
 
 
 

 
ENROLMENT/ADMISSION POLICY 

 
 
Presentation Senior School serves the people in the Parish of Mullingar.  It is a parish-
based school funded by the Department of Education and Skills.  The school has a 
commitment to diversity and inclusivity while, at the same time, protecting the integrity and 
Catholic ethos of the school.  
 
From September 2013, Presentation Senior School has catered for girls and boys from third 
to sixth class. 
 
This Enrolment Policy has been formulated by Presentation Senior School’s Board of 
Management in accordance with the provisions of the Education Act 1998.  The 
Chairperson of the Board or the Principal will be happy to clarify any matters arising from 
the policy. 
 
While recognising the right of parents to enroll their child in the school of their choice, the 
Board of Management of Presentation Senior School is also responsible for respecting the 
rights of the existing school community and in particular, the children already enrolled.  This 
requires balanced judgments, 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, with due regard for the Patron’s wishes, reserves the right to 
determine the maximum number of children in each separate classroom, bearing in mind: 
 
● Available space in classrooms 
● Availability of grants and teacher resources provided by the Department of Education 

and Skills 
● Educational needs of children of a particular age 
● Multi-grade classes 
● Presence of children with special educational/behavioural needs 
● Department of Education and Science maximum class average directives 

 

Catholic Ethos 
Presentation Senior School is a Roman Catholic school. Catholic images are displayed 
throughout the school and many events linked to the Catholic Faith are celebrated 
throughout the school year e.g. Catholic Schools Week, Presentation Day etc. The Grow in 
Love/  Alive O Catholic faith programme for primary schools is taught in all classes.  
 
The schedule of a Roman Catholic School is displayed in the school which states: A Roman 
Catholic School (which is established in connection with the Minister for Education) aims at 
promoting the full and harmonious development of all aspects of the person of the pupil: 
intellectual, physical, cultural, moral and spiritual, including a living relationship with God 
and with other people. The school models and promotes a philosophy of life inspired by 
belief in God and in the life, death and resurrection of Jesus Christ. The Catholic school 



 
 
 

 

provides Religious education for the pupils in accordance with the doctrines, practices and 
tradition of the Roman Catholic Church and promotes the formation of the pupils in the 
Catholic Faith. 
 
Children from all faiths are welcome in our school and no child enrolled in the school is ever 
discriminated against based on their religious beliefs. Children who are not members of the 
Catholic faith are not required to participate in any event relating specifically to the Catholic 
Faith e.g. Grow in Love/Alive O Catholic Faith Programme, School Mass, Attend Church etc 
 
Children who are not Catholic will not be asked to participate in religious education lessons. 
They will be assigned other appropriate work, which they must do in their classroom, while 
these lessons are underway with their class. The school does not have adequate teaching 
resources to allow these children to leave their class while religious education lessons are 
underway. 
 
 

Application Procedures 
 
Enrolment takes place in the month of February and details of enrolment specific dates are 
publicised on the Parish Bulletin and on the school website - www.presentationmullingar.ie.  
 
Parents seeking to enrol their child(ren) in Presentation Senior School are requested to 
return a completed Enrolment Application Form (available from the Secretary’s office and 
the school website – www.presentationmullingar.ie) together with original Birth/Adoption 
Certificate and Baptismal Certificate (if applicable). Parents/guardians of applicant children 
with special educational needs are required to provide up to date copies of reports relevant 
to the child’s special needs e.g. Medical Assessment Report, Psychological Assessment 
Report, Occupational Therapy Assessment Report, Speech and Language Assessment 
Report etc. All information provided on the Enrolment Application Form should be accurate.  
Applications containing inaccurate information will be rendered null and void.  
 
Decisions to accept or not accept applicants are made by the Board of Management based 
on the enrolment criteria outlined in this document. Decisions will be given in writing to 
parents/guardians within twenty one days of receiving a completed application. 
 
Parents/Guardians of successful applications will be sent an Acceptance/Non Acceptance 
form (Appendix B) which they are required to complete and return to the school on the date 
specified on the form.  
 
Parents/Guardians of applicant children accepting a place are required to complete a 
Registration Form before commencing school.  
 
Parents/Guardians of unsuccessful applicant children will be notified in writing within the 
twenty-one day period. Names of unsuccessful applicants will be retained on a waiting list if 
requested by parents/guardians.  
 
 
 
 
 

http://www.presentationmullingar.ie/


 
 
 

 

 

Code of Behaviour 
 
In Presentation Senior School there is a wonderful atmosphere of respect, empathy and 
trust that we value very deeply. The Board of Management and staff are extremely 
committed to maintaining and nurturing this atmosphere which we feel is most conducive to 
learning and working. For this reason it is important for the parents/guardians of applicant 
children to understand that we follow the school’s code of behaviour very strictly in the 
interests of all our pupils and staff members. 
 
Parents/Guardians of all applicant children are given a copy of the code of behaviour, a 
copy of which is contained in Appendix A. It is assumed that parents/guardians who enroll 
their children in the school are automatically providing a commitment that they will support 
the school in implementing and following this code. Practically, this means that they will 
discuss the code with their child and encourage them to co-operate with school staff and 
fellow pupils by following the code each day. It is important that all parents make 
themselves aware of the strategies used by the school to promote positive behaviour and to 
discuss these strategies with their child. It is equally important that parents/guardians of 
applicant children make themselves aware of the consequences for inappropriate 
behaviour. 
 
 

Enrolment Criteria 
 
There are thirteen mainstream classes in Presentation Senior School. The total capacity of 
Presentation Senior School is therefore 338. The school has one special class for children 
with autism which caters for a maximum of six children. 
 
Mainstream Classes 
In the event that applications for enrolment to mainstream classes exceed available places, 
applicant children will be enrolled strictly in accordance with the following criteria and in the 
following order: 
 

1. Children who have completed second class in Presentation Junior School and who 
have a sibling already enrolled in the Senior School 

2. Children who have completed second class in Presentation Junior School 
3. Siblings of children and stepchildren already enrolled in the Senior School or siblings 

of children who have previously completed sixth class in the school 
4. Catholic children living within the parish boundary 
5. Children of current staff, including ancillary staff 
6. Catholic children living outside the parish boundary who do not have a place in a 

primary school 
7. Other children living within the parish boundary 
8. Other children living outside the parish boundary 

 
In the event that priority is required to be given to children within any one of the above 
categories, older children will be given priority except in the case of no. 3 above 
where priority will be given, in the first instance, to applicant children who have a sibling 
currently enrolled in the Presentation Senior School. 
 



 
 
 

 

 
 
Special Class 
 
The special class caters for a maximum of six pupils. The purpose of a special (autism) 
class attached to a mainstream school is to provide an opportunity for children with autism 
to integrate with typically developing children in mainstream classes. This Autism Unit is not, 
therefore, suitable for children who do not have the potential to integrate into a mainstream 
class for some portion of each school day. 
 
Only children who have a psychological assessment stating that their diagnosis of autism 
falls within a mild range are eligible for enrolment in Presentation Senior School’s special 
class. Applications for enrolment to this class will not be considered unless accompanied by 
a psychological assessment that is less than one year old. 
 
In the event that applications for enrolment to the special class exceed available places, 
applicant children will be enrolled strictly in accordance with the following criteria and in the 
following order: 

1. Children who have a sibling already enrolled in the Presentation Senior School 
2. Catholic children living within the parish boundary 
3. Children of current full time permanent staff, including ancillary staff 
4. Other children living outside the parish boundary 

 
Presentation Senior School’s autism unit is for primary school children only. Children 
enrolled in the unit must, therefore, transfer to post-primary school in the September 
following completion of their primary school cycle or immediately following their twelfth 
birthday. 
 
 

Enrolment of Children with Special Educational Needs to 
Mainstream Classes 
 
Children with Special Needs will be allocated a place in the school based on the enrolment 
criteria outlined in this policy and in some cases depending on the level of resources 
provided by the National Council for Special Education and/or the Department of Education 
and Skills to the Board of Management.  For instance, in some cases it may be necessary to 
delay enrolment until the parents/guardians of the applicant child provide an up to date 
assessment report relevant to the applicant child’s special educational needs 
 
Parents/Guardians of applicant children with special educational needs will be required to 
sign an application for resources to the National Council for Special Education. Enrolment 
offers will not be made if parents/guardians are unwilling to co-operate with this request. 

 
Notwithstanding the availability of adequate resources, parents of children who are 
dissatisfied with the level of educational provision, are advised to consider a special school 
which is designed and has the resources to specifically cater for the needs of children with 
special educational needs. 
 
The Board of Management reserves the right to refuse enrolment in the following 
exceptional circumstances: 



 
 
 

 

 
1. An applicant child has special needs such that, even with additional resources 

available from the DES and/or NCSE, the school cannot meet such needs and/or 
provide the pupil with an appropriate education 

2. In the opinion of the Board of Management, an applicant child poses an 
unacceptable risk to other pupils, school staff and/or school property 

 
 

Enrolment during the School Year 
 
Pupils may be enrolled during the school year if places are available. The enrolment criteria 
outlined in this document will apply. 
 

Transfer from other Schools 
 
Applications for enrolment for children transferring from other schools will be subject to the 
rules governing National Schools and the criteria for enrolment set out in this policy. 
 
Under the terms of the Education Welfare Act (2000), information concerning attendance 
and the child’s educational progress is to be provided by the school from which the child is 
transferring. 
 

 
1. The child transferring should already be enrolled in another school 

 
2. The child should be transferring to an age appropriate class. 

 
3. The school should not be already full. 

 
 

The following documents will be requested from parents/guardians of applicant children who 
have been expelled or encouraged to leave the school from which they are transferring: 
 

1. A copy of the letter received by the parents/guardians from the previous school 
clearly stating the reasons for the expulsion 

2. Details of interventions and other agencies involved with the child 

 
Where the Board of Management is of the view that a student would constitute a danger to 
the safety and welfare of other students, or staff, it will refuse to enroll the child. It is clear, 
therefore, that if a child was expelled from another school on the grounds that she/he 
presented as a danger to the health and safety of other pupils or staff members, the Board 
will refuse to enroll him/her as it will be fairly assumed that the applicant will constitute a 
similar risk in Presentation Senior School. 
 
 

Right of Appeal 
Parents/Guardians of unsuccessful applications will be notified in writing of the Board’s 
decision to refuse to enrol their child. With this notification, parents will be informed that the 
following documents are available on the school website www.presentationmullingar.ie. 

http://www.presentationmullingar.ie/


 
 
 

 

1. Section 29 Information Note for Parents 
2. Procedures for hearing and determining appeals under Section 29 of the Education 

Act 1998 
3. Section 29 Application Form 

 
 

Review 
This policy will be reviewed annually in advance of the February enrolment period. 
 

Approval of the Patron 
This policy was approved by the school Patron, Most Rev. Bishop Michael Smith, on 
___________________. 
 

Ratification 
This policy was ratified by the Board of Management of Presentation Senior School on _ 
February, 2016 subject to approval from the school Patron, Most Rev. Bishop Michael 
Smith. 
 

Communication/Circulation of Policy 
A copy of this enrolment policy is available from the school office. It is also published on 
www.presentationmullingar.ie 
  

http://www.presentationmullingar.ie/
http://www.presentationmullingar.ie/


 
 
 

 

 

Appendix A – Code of Behaviour 
 

Code of Behaviour 
 
 

INTRODUCTORY STATEMENT 
This policy was reviewed and redrafted in October 2016. A committee of five 
teachers was formed to audit the existing code. Two teachers from this group 
formed a working group of children to assist with the review and to provide input for 
the new revised code. Following this work the code was presented to the Board of 
Management for their input. Following this process, the draft policy was published 
on the school website and parents were given a two week period to examine the 
code and send feedback to the principal teacher. This feedback was then brought to 
the Board of Management for discussion. When feedback from all groups was 
received and the contents of the code agreed it was ratified by the Board of 
Management in March 2012. 
 
RATIONALE 
The code of behaviour was reviewed for the following reasons: 

1. To help the school community to promote the school ethos, relationships, 

policies, procedures and practices that encourage good behaviour and 

prevent unacceptable behaviour. 

2. To help teachers, other member of staff, pupils and parents to work together 

for a happy, effective and safe school. 

3. To foster an orderly, harmonious school where high standards of behaviour 

are expected and supported. 

4. To fulfil requirements specified in the Education Welfare Act, 2000 and to 

include the good practices set out in Developing a Code of Behaviour: 

Guidelines for Schools, NEWB, 2008. 

 
RELATIONSHIP TO CHARACTERISTIC SPIRIT OF THE SCHOOL 

The school’s mission statement states our strong commitment to cherishing all 

pupils in a safe, secure attractive learning environment. Our ethos upholds the 

spiritual and moral values of the Catholic Church, whereby the dignity of each 

person is respected and honoured. To foster these values we believe a clearly 

agreed code of behaviour is extremely valuable and important. 
 
AIMS 

1. To ensure an educational environment that is guided by our mission and vision 
statements 

2. To allow the school to function in an orderly way where children can make 
progress in all aspects of their development  



 
 
 

 

3. To create an atmosphere of respect, empathy and trust 
4. To promote positive behaviour and self-discipline, recognising the differences 

between children and the need to accommodate these differences 
5. To ensure the safety and well being of all members of the school community 
6. To assist parents and pupils in understanding the systems and procedures that 

form part of the code of behaviour and to seek their co-operation in the 
application of these procedures 

7. To ensure that the system of rules, rewards, and sanctions are implemented in 
a fair and consistent manner throughout the school 

 
 
STRATEGIES TO PROMOTE POSITIVE BEHAVIOUR 
 
The following strategies will be used in Scoil na Maighdine Muire to promote positive 
behaviour. 

 Classroom rules displayed in all classrooms 
 Provision of Social, Personal and Health Education lessons in all classes 
 Rewards for good behaviour at class level 
 Ongoing work from Brilliant Behaviour Committee (BBC) – Members of BBC 

to visit classrooms or to use intercom to remind children of school rules 
 Discrete time devoted to positive behaviour lessons specifically designed for 

our school context e.g. walking on the right on corridors and on stairways, 
standing back at doorways to let others enter or exit. 

 Standards of behaviour discussed at assemblies 
 Affirming positive behaviour of children at meetings with parents 
 Outlining importance of positive behaviour during registration evening in June 

each year 
 Notice board in school hall showing notices relating to positive behaviour 
 Ensuring that pupils are treated fairly, equally and firmly 
 A quiet word or gesture to show approval 
 A visit to another member of staff or the Principal for commendation 
 A word of praise in front of a group or class 
 Delegating some responsibility or privilege 
 A mention to a parent – written or verbal 
 Teacher records improvement in the behaviour of a disruptive pupil 
 Implementation of S.P.H.E. Programmes such as Circle Time to promote 

positive behaviour. 
 Use of www.classdojo.com to record positive and negative behaviour 

patterns 

 

 

 

http://www.classdojo.com/


 
 
 

 

REWARDING POSITIVE BEHAVIOUR 

Each teacher will reward positive and appropriate behaviour as she/he feels is 
appropriate. Some suggested methods include: 

1. Public and private praise of the pupil – in class or at assemblies 
2. Award/prize/certificate for good/improved behaviour 
3. Golden time 
4. No homework 
5. Stickers, badges or stamps in books/copies 
6. Note home to inform parents of good behaviour 
7. Phone call home 
8. Send pupil to other member of staff for praise 
9. Special privilege e.g. choosing an activity 
10. Party 

 

DEALING WITH INAPPROPRIATE BEHAVIOUR 

Every child has a right to an education but as with every right there is a 
responsibility. The child has a responsibility to behave in an appropriate manner to 
ensure: 

1. The teacher can provide her/him with that education 
2. Her/his behaviour does not prevent other children from receiving their 

education 

 

Examples of inappropriate behaviour include: 

1. Bullying 
2. Endangering other people 
3. Fighting 
4. Spitting 
5. Biting 
6. Intimidating 
7. Pushing 
8. Hitting 
9. Littering 
10. Talking out of turn 
11. Disrupting class 
12. Speaking inappropriately to another person 
13. Distracting others 
14. Passing notes 
15. Stealing 



 
 
 

 

16. Failing to complete work to best of ability 
17. Damaging property 
18. Failure to comply with mobile phone policy 

 
Procedures and Sanctions 
In imposing a sanction, it is the inappropriate behaviour that is unacceptable and not 
the individual. 
Sanctions will be, as far as possible, relevant to the inappropriate behaviour. 
Participation in curriculum subjects e.g. Visual Arts, Physical Education will not be 
withdrawn from a child unless her/his behaviour in such a class or activity is a 
source of danger or disruption to herself or others. 
A whole class will not be punished because of one child’s/small group’s 
inappropriate behaviour. 
 
Step 1 
When an incident of inappropriate behaviour occurs the following procedure is 
followed: 
 
The class teacher/supervising teacher deals with the incident using the following 
procedure: 

1. The teacher explains to the child why her behaviour is unacceptable 

2. The child’s seating arrangement may be changed and the child may be 

temporarily separated from the class group. 

3. A note/comment may be written in the child’s homework notebook to be 

signed by parents/guardians. 

4. A pupil may be given a written assignment relating to her inappropriate 

behaviour to be signed by parent/guardians.  

5. If a pupil’s behaviour is a source of disruption or danger to her/him or others, 

she/he may be removed from the activity in which she/he is involved. 

6. A pupil may be referred to the Principal 

7. If a child damages, loses or steals school property, recompense is expected 

to be made by the pupil/parents/guardians for same. 

8. The behaviour incident will be recorded by the teacher if she/he feels that it is 

significantly serious or if it is part of ongoing inappropriate behaviour. 

If the incident occurs in the yard, the child will be corrected by the supervising 
teacher and separated from the other children if necessary. There is a designated 
area in both yards where a child will be sent to stand or sit for a short period of time 
if she/he is misbehaving: 
 
Back yard – at door into main building 
Front yard – at ‘ramp door’ 
 



 
 
 

 

If the incident occurs during break time the child will be asked to stand or sit for a 
short period of time in a location where she can be supervised by the supervising 
teacher. 
 
If the incident occurs in rooms 11, 12 and 13 during break time the child may be 
asked to stand or sit for a short period of time in the hallway where she/he can still 
be supervised the supervising teacher. 
 
Significant incidents will be recorded by the supervising teacher on an incident 
report sheet. This will be signed by the supervising teacher and the principal. The 
class-teacher will be made aware of the incident and the report will be stored on the 
child’s pupil file. 
 
Step 2 
If the sanctions at Step 1 fail to resolve the problem or if the teacher feels that the 
incident warrants it, she will request the parents/guardians of the child to meet with 
her/him to discuss the child’s behaviour. The teacher will have a written record of 
the behaviour incident(s) to show the parents/guardians. The teacher will inform the 
principal of the behaviour issue and that a meeting with parents/guardians is taking 
place. The class teacher will write a report documenting the issues discussed at the 
meeting with the child’s parents/guardians. This report will be stored on the child’s 
pupil file. If the parents/guardians refuse to meet with the class-teacher the principal 
will be informed and step 3 of the process will be implemented. The class-teacher 
will record this on the pupil file. 
 
Step 3 
If the child continues to behave inappropriately or in the case of serious 
misbehaviour, the teacher and principal will meet the parents/guardians to inform 
them that their child’s behaviour at school is inappropriate and unacceptable. 
If deemed appropriate by the principal and class teacher, a behaviour contract will 
be drawn up which all parties will be asked to sign and adhere to. Adherence to the 
behaviour contract will be monitored by the class-teacher and principal. The class-
teacher, principal and parents/guardians will meet regularly along with the child to 
discuss adherence to the contract. Positive efforts to adhere to the contract will be 
affirmed. 
 
The principal will inform parents/guardians that if the child fails to adhere to the 
behaviour contract the process will have to move to the next stage (stage 4). 
The principal or class-teacher will document the meeting and store records on the 
child’s pupil file. 
 
Step 4 
If the procedures followed in stages 1 to 3 have proved unsuccessful and the child 
continues to behave in an inappropriate and unacceptable manner the principal 
teacher may decide to suspend the child. The procedures for suspension are 
outlined below. 



 
 
 

 

 

 

 

 

SUSPENSION 

The Board of Management (BoM) of Presentation Senior School has delegated this 
authority to the principal, for periods of up to three days. The BoM has also 
authorised the Principal, with the approval of the Chairperson of the Board, to 
impose a suspension of up to five days in circumstances where a meeting of the 
Board cannot be convened in a timely fashion. The BoM has placed a ceiling of ten 
days on any one period of suspension imposed by it. A decision to suspend will be 
taken only in accordance with the Rules for National Schools and the Education 
Welfare Act 2000. 

Immediate Suspension 
 
The Board of Management of Presentation Senior School authorises the school 
principal to impose immediate suspensions in exceptional circumstances. Immediate 
suspension may be warranted in cases such as: 

 The student’s own safety is at risk due to her/his behaviour. 

 The safety of the other children, staff or visitors to the school is compromised 

by the student’s behaviour. 

 The student is unable or unwilling to cease offensive behaviour after repeated 

requests from the school’s teaching staff. 

 Teaching and learning is severely interrupted by the student’s behaviour 

Where an immediate suspension is considered by the Principal to be warranted, a 
preliminary investigation will be conducted to establish the case for the imposition of 
the suspension. If the principal teacher is of the opinion that a student should be 
suspended immediately for reasons of safety she/he will notify the 
parents/guardians so that appropriate arrangements may be made for the collection 
of the student. The student will not be permitted to leave the school on her/his own.  
As soon as is practicably possible following the imposition of the period of 
suspension: 

1. The principal, along with another member of staff, will carry out a formal 

investigation into the incident resulting in a decision being made to suspend 

the student immediately. 

2. The principal will meet with the student’s parents/guardians to discuss the 

incident and offer them an opportunity to respond. 

3. The principal teacher will write to the parents to confirm the following: 



 
 
 

 

a. The period of the suspension and the dates on which the suspension 

will begin and end 

b. The reason for the suspension 

c. The arrangements for returning to school, including any commitments 

to be entered into by the student and the parents 

d. The provision for appeal to the Board of Management 

e. The provision for appeal to the Secretary General of the DES where 

the total number of days for which the student has been suspended in 

the current school year reaches 20 days. 

f. The National Education Welfare Board (NEWB) will be notified if the 

total number of days reached is six. 

The duration of a suspension imposed immediately will not exceed a period of three 
days. 
The Board of Management will be notified of all instances of immediate suspension. 
 
Procedure 
The following procedure will be followed before a decision is made to suspend a 
pupil:  

 An investigation of the facts to confirm serious misbehaviour. The Principal 
and at least one other adult will be involved in this investigation. 

 Parents will be informed by phone or in writing about the incident. 
 Parents will be given an opportunity to respond. 

 
If a decision is made to suspend a child: 

 
 The principal will notify the parent in writing of the decision to suspend. The 

letter will confirm: 
o The period of the suspension and the dates on which the suspension 

will begin and end. 
o The reasons for the suspension.  
o Any study programme to be followed. 
o The arrangements for returning to school, including any commitments 

to be entered into by the student and the parents. 
o The provision for appeal to the Board of management 
o The provision for appeal to the Secretary General of the DES. (Only 

where the total number of days for which the student has been 
suspended in the current school year reaches 20 days.) 

o Where the cumulative total of days reached 6, the NEWB will be 
notified. 

 
Following a period of suspension, the parent/s will be required to give a satisfactory 
undertaking that the child will behave in accordance with the school’s code of 
behaviour and the Principal must be satisfied that the pupil’s reinstatement will not 
constitute a risk to the pupil’s own safety or that of the other pupils or staff. The 
principal will facilitate the preparation of a behaviour plan for the pupil on his/her 



 
 
 

 

return to school. Every effort will be made by the school to support the child in the 
process of re-integration.  
 
When any sanction, including suspension, is completed, a student will be given the 
opportunity to make a fresh start on ‘a clean slate’. 
 
 
Records and reports. 
Formal written records will be kept of: 

 The investigation (including notes of all interviews held) 
 The decision-making process. 
 The decision and rationale for the decision. 
 The duration of the suspension and any conditions attached to the 

suspension. 
 
 

Step 5 
 
EXPULSION 
 
Expulsion should be a proportionate response to a student’s behaviour. Expulsion of 
a student will only occur in extreme cases of unacceptable behaviour. The school 
will take significant steps to address the misbehaviour and to avoid expulsion of a 
student including, as appropriate: 
 

 Meeting with parents and the student to try to find ways of helping the student 
to change their behaviour 

 Making sure that the student understands the possible consequences of their 
behaviour, if it should persist 

 Ensuring that all other possible options have been tried 

 Seeking assistance of support agencies (e.g. National Educational 
Psychological Service, Health Service Executive Community Services, 
National Council for Special Education) 

 
A proposal to expel a student requires serious grounds such as that: 

 The student’s behaviour is a persistent cause of significant disruption to the 
learning of others or to the teaching process. 

 The student ‘s continued presence in the school constitutes a real and 
significant threat to safety 

 The student is responsible for serious damage to property. 
 
There may be exceptional circumstances where the school’s Board of Management 
forms the opinion that a student should be expelled for a first offence. The kinds of 
behaviour that might result in a proposal to expel on the basis of a single breach of 
the cold include: 

 A serious threat of violence against another student or member of staff 

 Actual violence or physical assault 



 
 
 

 

 Supplying illegal drugs to other students in the school 

 Sexual assault 
 
 
 
 
 
Procedures in respect of expulsion. 
 
Step 1 – A detailed investigation carried out under the direction of the 
Principal 
 
In investigating an allegation, in line with fair procedures, the Principal will: 

 Inform the student and their parents about the details of the alleged 
misbehaviour, how it will be investigated and that it could result in expulsion 

 Give parents and the student every opportunity to respond to the complaint of 
serious misbehaviour before a decision is made and before a sanction is 
imposed. 

 
Parents will be informed in writing of the alleged misbehaviour and the proposed 
investigation in order to have a permanent record of having let them know. This will 
also ensure that parents are very clear about what their son or daughter is alleged to 
have done. It serves the important function of underlining to parents the seriousness 
with which the school views the alleged behaviour. 
 
Parents and the student will be given an opportunity to respond to the complaint of 
serious misbehaviour before a decision is made about the veracity of the allegation, 
and before a sanction is imposed. Where expulsion may result from an investigation, 
a meeting with the student and their parents will occur. It will provide the student and 
their parents with an opportunity to give their side of the story and to ask questions 
about the evidence of serious misbehaviour, especially where there is a dispute 
about the facts. It may also provide an opportunity for the school to explore with 
parents how best to address the pupil’s behaviour. 
 
If the pupil and their parents fail to attend a meeting, the Principal should write to the 
parents advising them of the gravity of the matter, the importance of attending a re-
scheduled meeting and, failing that, the duty of school authorities to make a decision 
to respond to inappropriate behaviour. The school will keep a copy of the letter 
written to parents in the pupil file. 
 
Step 2 – A recommendation to the Board of Management by the Principal 
Where the principal forms a view, based on the investigation of the alleged 
misbehaviour, that expulsion may be warranted, the Principal will make a 
recommendation to the Board of Management to consider expulsion. The principal 
will: 
 



 
 
 

 

1. Inform the parents and the student that the Board of Management is being 
asked to consider expulsion 

2. Ensure that parents have records of: the allegations against the student; the 
investigation; and written notice of the grounds on which the Board of 
Management is being asked to consider expulsion 

3. Provide the Board of Management with the same comprehensive records as 
are given to parents 

4. Notify the parents of the date of the hearing by the Board of Management and 
invite them to that hearing 

5. Advise the parents that they can make a written and oral submission to the 
Board of Management 

6. Ensure that parents have enough notice to allow them to prepare for the 
hearing 

 
Step 3 --- Consideration by the Board of Management of the Principal’s 
recommendation and the holding of a hearing 
The Board of Management will review the initial investigation and satisfy itself that 
the investigation was properly conducted in line with fair procedures. The Board will 
undertake its own review of all documentation and the circumstances of the case. It 
will ensure that no party who has had any involvement with the circumstances of the 
case is part of the Board’s deliberation (for example, a member of the Board who 
may have made an allegation about the student). 
 
Where the Board of Management decides to consider expelling a student, it will hold a hearing. 
The Board meeting for the purpose of the hearing will be properly conducted in accordance with 
Board procedures. At the hearing, the Principal and the parents put their case to the Board in 
each other’s presence. Each party should be allowed to question the evidence of the other party 
directly. The meeting may also be an opportunity for parents to make their case for lessening the 
sanction. In the conduct of the hearing, the Board will take care to ensure that they are, and are 
seen to be, impartial as between the Principal and the student. Parents may wish to be 
accompanied at hearings and the Board should facilitate this, in line with good practice and 
Board procedures. 
 
After both sides have been heard, the Board will ensure that the Principal and the parents are 
not present for the Board’s deliberations. 
 
Step 4 – Board of Management deliberations and actions following the hearing 
 
Having heard from all the parties, it is the responsibility of the Board to decide whether or not the 
allegation is substantiated and, if so, whether or not expulsion is the appropriate action. 
 
Where the Board of Management, having considered all the facts of the case, is of the opinion 
that the student should be expelled, the Board will notify the Education Welfare Officer in writing 
of its opinion, and the reasons for this opinion (Education Welfare Act 2000, s24(1)).The Board 
of Management will refer to the National Education Welfare Board reporting procedures for 
proposed expulsions. The pupil will not be expelled before the passage of twenty school days 
from the date on which the EWO receives this written notification (Education Welfare Act 2000, 
s24(1)) 
 
An appeal against an expulsion under section 29 of the Education Act 1998 will automatically 
succeed if it is shown that the Education Welfare Officer was not notified in accordance with 



 
 
 

 

section 24(1) or that twenty days did not elapse from the time of notification to the Educational 
Welfare Officer to the implementation of the expulsion (Education (Miscellanious Provisions) Act 
2997, s4A). 
 
The Board should inform the parents in writing about its conclusions and the next steps in the 
process. Where expulsion is proposed, the parents will be told that the Board of Management 
will inform the Education Welfare Officer.  
 
Step 5 – Consultations arranged by the Educational Welfare Officer 
 
Within twenty days of receipt of a notification from the Board of Management of its opinion that a 
pupil should be expelled, the Education Welfare Officer must: 

 Make all reasonable efforts to hold individual consultations with the Principal, the parents 
and the student, and anyone else who may be of assistance 

 Convene a meeting of those parties who agree to attend (Education (Welfare) Act 2000, 
section 24). 
 

The purpose of the consultations and the meeting is to ensure that arrangements are made for 
the pupil to continue in education. These consultations may result in an agreement about an 
alternative intervention that would avoid expulsion. However, where the possibility of continuing 
in the school is not an option, at least in the short term, the consultation should focus on 
alternative educational possibilities. In the interests of educational welfare of the student, those 
concerned will come together with the Educational Welfare Officer to plan for the student’s future 
education. 
 
Pending these consultations about the pupil’s continued education, the Board of Management 
may take steps to ensure that good order is maintained and that the safety of the pupils is 
secured (Education (Welfare) Act 2000, s24(5)). The Board may consider it appropriate to 
suspend a pupil during this time. Suspension will only be considered where there is a likelihood 
that the continued presence of the student during this time will seriously disrupt the learning of 
others, or represent a threat to the safety of other students or staff. 
 
Step 6 --- Confirmation of the decision to expel 
 
Where the twenty-day period following notification of the Educational Welfare Officer has 
elapsed, and where the Board of Management remains of the view that the student should be 
expelled, the Board of Management should formally confirm the decision to expel. This task will 
be delegated to the Chairperson and the Principal. Parents will be notified immediately that the 
expulsion will proceed. The pupil and their parents will be informed about the right to appeal and 
will be supplied with the standard form on which to lodge the appeal. A formal record will be 
made of the decision to expel the student and stored on the student file. The decision will also 
be recorded in Board of Management minutes. 
 
 
Appeals 
A  parent may appeal a decision to expel to the Secretary General of the Department of 
Education and Skills (Education Act 1998 Section 29). An appeal may also be brought by the 
National Educational Welfare Board on behalf of a student. 
 
The Board of Management will review the use of expulsion in the school at regular intervals to 
ensure that its use is consistent with school policies, that patterns of use are examined to 
identify factors that may be influencing behaviour in the school and to ensure that expulsion is 
used appropriately. 
 



 
 
 

 

 
Children with Special Needs 
All children are required to comply with the code of behaviour. However, the school 
recognises that children with special needs may require assistance in understanding 
the code. Specialised behaviour plans will be put in place in consultation with 
parents, class teacher, Learning Support/Resource Teacher and the Principal. 
Recommendations in psychological assessments will be taken into account when 
developing the behaviour plan. The school will maintain regular contain contact with 
parents in relation to the child’s behaviour patterns. Children will be taught strategies 
to provide peer support to pupils with special educational needs in order to assist 
them to adhere to the school’s code of behaviour. 
Cognitive development will be taken into account at all times as the code of 
behaviour is implemented or followed.  
 
Physical Intervention and Restraint 
 
In the following situations staff must judge whether or not physical intervention 
would be reasonable or appropriate when dealing with inappropriate pupil 
behaviour: 
 
Risk to the safety of staff, pupils or visitors 
Where there is a risk of serious damage to property  
  
Staff will view physical intervention or restraint of pupils as a last resort to 
maintaining a safe environment.  If pupils are behaving disruptively or anti-socially, 
every effort will be made to manage behaviour positively to prevent a deterioration 
of the situation.  
 
Staff intervening with children will seek assistance from other members of staff at as 
early a stage as possible since single-handed intervention increases the risks of 
injury to both parties and does not provide a witness. 
 
Staff will be aware of the need to tell the pupil being restrained, in a calm and gentle 
manner that the reason for the intervention is to keep the pupil and others safe. Staff 
will explain that as soon as the pupil calms down, she/he will be released. Staff 
should take care that their actions should in no way be capable of being interpreted 
by the pupil as aggression. 
 
Physical Intervention/Restraint Approaches which can be regarded as reasonable in 
appropriate circumstances 
 

 Physically interposing between pupils 

 Blocking a pupil's path 

 Leading a pupil by the hand or arm 

 Shepherding a pupil away by placing a hand in the centre of the back 

 In extreme cases using restrictive holds 
 



 
 
 

 

Recording an incident  
All incidents that result in non-routine interventions will be recorded in detail and 
stored on the pupil file. The class teacher, principal teacher and parents will be 
made aware of the incident. 
 
 
 
REVIEW OF CODE 
The code of discipline will be reviewed in the first term of each school year. 
 
 
RATIFICATION 
This code was ratified by the Board of Management on 24th January 2017 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

 

Appendix B – Acceptance/Non Acceptance form 
 
 

 
 

Acceptance  / Non Acceptance for _20___ - 20___ 
 

 
On Behalf of the Board of Management, I am pleased to offer your son/daughter 
________________________ a place in our school for ____________ class for September 20____ 

 
Please confirm your acceptance / non acceptance of this offer by detaching the form below 

and returning it to the Principal by __________________________________. 
 

If you are accepting a place for your son/daughter please send his/her birth certificate and 
baptismal certificate (if applicable) with your acceptance form if not already submitted with 

enrolment form. 
 

……………………………………………………………………………………….............................................................. 

Acceptance 
 

I wish to accept the place for my son/daughter ______________________________________(full name)  
 
in Scoil na Maighdine Muire, Mullingar for September 20___. 
 
 
Signed: ……………………………………………………………… Parent/Guardian 
 
Date: ……………………….. 
 

…………………………………………………………………………………………........................... 
 

Non Acceptance 
 

I do not wish to accept the place for my son/daughter ________________________________(full name)  
 
in Scoil na Maighdine Muire, Mullingar for September 20___. 
 
 
Signed: ……………………………………………………………… Parent/Guardian 
 
Date: ……………………….. 
 
 

It is important to return this form even if you are not accepting a place. 


