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St Philip’s SNS, Mountview, Dublin 15  

September 2019 

Enrolment Policy 

 

Introduction 

 

The Board of Management of St Philip’s Senior National School hereby sets out its Enrolment and 

Admission Policy in accordance with the provisions of the Education Act 1998 and with reference to 

recent legislation (Admission to Schools) 2018. The Board trusts that by so doing, parents will be 

assisted in relation to enrolment matters. The Chairperson of the Board of Management/Principal 

Teacher will be happy to clarify any matters arising from this policy. 

 

Decisions in relation to applications for enrolment are made by the Principal of the school and relayed to 

the Board of Management ie acceptance/refusal.  

 

Mission Statement 

 

St. Philip’s S.N.S. will strive to provide a safe and secure environment for pupils and staff, in which all 

pupils will be nurtured to achieve their full potential, spiritually, morally, physically, emotionally, 

intellectually and socially. The school will aim at all times to create a school climate of trust and love, 

where staff and pupils are mutually respectful of each other. Inclusion in all aspects of school life will be 

promoted, establishing quality relationships within the school and the wider community of Mountview. 

This policy was formulated in consultation with the teaching staff, students, parents, Board and 

approved by the Patron. 

 

General School Information 

 

Name of School: St Philip’s Senior National School 

Telephone No. 01-8216101 

Email : stphilipsenior@yahoo.ie 

 

St. Philip’s Senior National School is a co-educational Roman Catholic school in the parish of St. Philip 

the Apostle, Mountview, Clonsilla, Dublin 15 and is under the patronage of the Catholic Archdiocese of 

Dublin. St Philip’s SNS is a designated DEIS Band 1 school. The school caters for pupils from 3rd class 

to 6th class. The current enrolment is 305 pupils. 

 

Admissions Statement 

 

The school supports the principle of equality for all students regarding access to and participation in the 

school.  The school respects the diversity of traditions, values, beliefs, languages and ways of life in 

society.  The school acknowledges the right of parents to send their children to a school of the parents’ 

choice, subject to the resources available to the school including classroom accommodation, class size, 

teaching resources and financial resources and subject to the capacity of the school to provide for the 

needs of any applicant or student.  The school is staffed in accordance with the standard pupil–teacher 

ratios sanctioned by the DES and any additional teaching hours sanctioned by the Department under the 

NCSE SEN allocation model of 2017.  

The capacity of the school to implement its desired curriculum, its broad range of educational 

programmes, its breadth of extra-curricular activities, its school plan and policies are dependent on the 

resources it receives.  Consequently, in determining its activities and programme for any school year the 

school must have due regard to the teaching, management and administrative resources and the 

accommodation, equipment and funding available to it. 
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Catchment Areas 

 

The school serves the following areas of the community:  

Fortlawn, Whitechapel, Woodvale, Inglewood, Lohunda, Castlefield, Charnwood, Blakestown Cottages, 

Rosevale, Hillbrook Wood, Limelawn, Aspen, Sorrel Park, Shelerin Road.  

 

At present, the teaching staff is comprised of one Principal Teacher, 13 mainstream class teachers , 4 

Learning Support Teachers, 1 EAL teacher, 1 shared Learning Support Teacher, 1 HSCL teacher and 2 

Special needs Assistants.   

 

As a DEIS Band 1 school, we are dependent accordingly on grants and teaching resources as provided 

by the Department of Education and Skills. The current pupil enrolment is 305. 

 

 

Rationale 

 

This policy aims to ensure that the appropriate procedures are in place to enable the school 

• To make decisions on all applications in an open and transparent manner consistent with the 

ethos, mission statement and the school’s admission statement /policy. 

• To make an accurate and appropriate assessment of the capacity of the school to cater for the 

needs of applicants in the light of the resources available to it. 

• To put in place a framework which will ensure effective and productive relations between 

students, parents and teachers where a student is admitted to the school. 

• To establish and maintain an Admissions Policy which provides for maximum accessibility to 

the school. 

• To ensure that policy principles of equality and non-discrimination are adhered to.  

• To acknowledge right of parents to send their children to a school of the parents’ choice.  

 

 

 

Goals 

 

The school shall have in place appropriate channels of communication and procedures 

• to inform parents about the school, its programmes, activities, and procedures. 

• to enable applications for admission to the school to be processed in an open, transparent 

manner. 

• to put in place criteria under which applications shall be considered.  

• To ensure that these criteria are informed by our Ethos, our Mission Statement, Admission 

Statement/Policy & current legislation. 

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

 

Roles and responsibilities in developing and implementing this policy: 

 

Role of Board of Management 

• To ensure that a policy is in place and that it is reviewed annually. 

• To appraise this policy with regard to its suitability and the effectiveness of its implementations 

and to make recommendations for improvement where appropriate. 

• To decide on appeals by parents or students in respect to any decision(s) made by the Principal. 

• To appraise and ratify a statement of strategies regarding attendance.  
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Role of the Principal 

• To formulate draft policy in consultation with the teaching staff, students, parents, Board and 

Trustees. 

• To monitor its implementation and to ensure that it is reviewed annually. 

• To implement the policy and to support other teaching staff in their implementation of the policy. 

• To apply for and acquire such resources as are available in accordance with government policies. 

• To ensure, within the constraints of available resources, that alternative programmes are devised 

where necessary and practical to meet the needs of students. 

• To appraise the policy with regard to its suitability and the effectiveness of its implementation 

and to make recommendations for improvement where appropriate. 

• To ensure a register of all students attending the school is established and maintained on POD.  

• To ensure that a record of attendance or non-attendance is maintained for each student registered 

at this school and, in the case of non-attendance, the reason for same. 

• Prior to registering a child, to provide the parents of an applicant with a copy of the school’s 

Code of Behaviour and ensure that the parent confirms in writing their acceptance of the Code, 

ensuring that they shall make all reasonable efforts in encouraging their child’s compliance. 

• To respond to all parents, who have made an application for Enrolment to the school, within 21 

days of application and inform them of the outcome. 

• Where a child is refused admission, parents will be furnished with the reasons for refusal and be 

informed of their right of appeal.  

 

 

Role of Teaching staff 

• To co-operate with the implementation of this policy. 

• To take the needs of all students into account in the way in which they select textbooks, plan and 

teach their lessons and conduct assessments. 

• To bring concerns about Special Needs curricular matters and information to the attention of the 

Principal, Deputy Principal, Senco and Special Needs Assistants. 

• To keep parents informed through the regular Parent / Teacher Meetings and School Reports and 

by meeting parents from time to time as required.   

• To appraise this policy with regard to its suitability and the effectiveness of its implementation 

and to make recommendations for improvement where appropriate. 

 

Role of Students 

• To co-operate fully with the school in the implementations of the policy. 

• To comply with the school’s Code of Behaviour. 

 

 

Role of Parents 

• To support the policy and to co-operate fully with the school in its implementation. 

• To bring to the attention of the school authorities any concern they may have in relation to the 

school’s provision for the educational needs of their child. 

• To appraise this policy with regard to its suitability and the effectiveness of its implementation 

and to make recommendations for improvement where appropriate. 

 

 

 

 

Policy Considerations 

 

The Principal of St Philip’s SNS National School reserves the right of admission where 

• such admissions contravene Departmental guidelines on class size/ the school is full. 
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(The BOM shall determine that the school has reached maximum capacity when the total school 

enrolment number, divided by the number of mainstream class teachers, equals the relevant 

pupil teacher ratio of 24:1. This is the current ratio applicable to DEIS Band 1 senior schools.) 

   

 

•  parents refuse to undertake in writing their acceptance of the school’s Code of Behaviour. 

 

The school will not refuse a child on the basis of ethnicity, special education needs, disability, traveller 

status, refugee status, political or religious beliefs, family or social circumstances.  

The school will maintain a list of all applicants for each class, their place on that list having been 

determined under the criteria outlined below. 

 

 

Enrolment Procedures:  

 

• Enrolment Forms will be available on the website and from the school office. 

• The registration process is initiated on receipt by the school of a completed application form. 

• This form must be signed and dated by one or both parents or guardians. The form will be date 

stamped on receipt by the school, and is attached as appendix 1 to this policy. Telephone calls or 

personal school visits concerning enrolment will be facilitated, but are not in themselves 

enrolment applications. 

• All relevant information must be completed on application form i.e DOB.etc.. An offer of a place 

may be withdrawn if information is false. 

• Parents who have received an offer must confirm that they have accepted the offer (within a time 

frame of 2 weeks max). 

• All applications for admission will be processed in line with the Criteria as per Enrolment Policy. 

 

 

Following the application process, the Principal will inform the Board, listing proposed enrolments for 

the forthcoming year. Once an enrolment list is approved by the Board, all applicants will be notified in 

writing of the outcome within 21 days of application for a school place. Refusal of enrolment will be 

notified to parents/guardians and the reasons for same ie school at full capacity. Parents/guardians will 

be informed in writing of their place on the waiting list. They will also be informed of their entitlement 

to appeal this decision under Section 29 of the Education Act 1998. 

 

 

 

Enrolment Criteria 

 

If the number of applications for admission to the school exceeds the number of places available, the 

following prioritising criteria are used: 

 

Priority Criterion 

1. Pupils who have completed 2nd Class in St Philip’s JNS Mountview 

Dublin 15 

2. Brothers or sisters of pupils currently enrolled in St.Philip’s  SNS 

3. Brothers and sisters of pupils currently enrolled in St.Philip’s JNS 

4. Children of current staff members 

5. Children who reside in the catchment area but are without a school place, 

6. Siblings of pupils who have attended St. Philip’s SNS in the past 

7. Children of parents who are past pupils of the school. If the class is 

oversubscribed within the application of this particular criterion, then 

those whose primary residence is furthest from the school will be 
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eliminated first. 

8. Children who reside outside the catchment area but have no school place. 

 

9. All other children 

 

Transfer Policy 

 

The following criteria will apply to pupils transferring from another school to St Philip’s SNS from 3rd 

class to 6th 

• Completed application form for a place 

• Places on transfer policy will be offered by date of application should places be available 

at the class level required 

 

Evaluation 

 

The principal will monitor the implementation of all aspects of the Policy and review and amend the 

Policy in conjunction with the BOM as required, with particular emphasis placed upon  

• Effective and transparent management placed on application process 

• Clarity and transparency relating to the process 

• Applicants informed of the status of their application, particularly in the case of refusal to enrol  

• Positive Parental feedback 

 

 

Monitoring Procedures 

 

The implementations of this policy will be reviewed by the Board of Management annually. The 

Principal will report to the Board of Management regarding the process of enrolment each year and 

regularly thereafter until enrolment is complete.  Where the Principal refuses admission to any applicant, 

by the authority delegated to him/her by the Board in line with this policy, any such refusal shall be 

communicated to the Board at the earliest opportunity. 

 

Review Procedure 

 

The policy will be reviewed annually and in line with all current legislation and DES/Patron directives. 

 

 

This policy was approved by the Patron on 7/6/19 and ratified by the Board of Management on 

2/09/2019.  

It was reviewed again in October 2019 and ratified by the Board on 14.10.19. 
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St. Philip’s Senior National School 
Mountview, Clonsilla, Dublin 15 

APPLICATION FORM 

Pupil First Name: Pupil Surname: Male   Female  

Address: 

 

Eircode: 

 

Date of Birth: PPS Number: 

Nationality: Is English spoken in the home?             

Yes                         No   

* Ethnic/Cultural Background:    __________________________________     * Religion:  __________________________________  

* Please sign your consent to share the information in this box with the Department of Education’s Primary Online Database 
(POD) system. 

__________________________________________________ (Signature of Parent/Guardian) 

PARENTS’ DETAILS & CONTACT NUMBERS 

Mother’s Name: 

Mother’s Phone Number(s): 

Father’s Name: 

Father’s Phone Number(s) 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

 

EMERGENCY CONTACT  

Name: 

Phone Number(s): 

Relationship to Child: 

 

1.  ___________________________________     2.   ___________________________________ 

     ___________________________________           ___________________________________ 

     ___________________________________           ___________________________________ 

 

MEDICAL INFORMATION 

Medical Condition/Allergy: 

Medication: 

Child’s Doctor: 

Doctor’s Address: 

Doctor’s Phone Number: 

 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 
 

PREVIOUS SCHOOL 

Name of School: 

Address of School: 

Class: 

 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 
 

SPECIAL NEEDS REQUIREMENTS 

Did your child have access to an SNA? 

Has your child attended Learning Support in Maths or English: 

Has your child had any psychological assessment done? (if yes, please enclose with your application) 

 

Yes        No   

Yes        No   

Yes        No   

 

OFFICE USE ONLY Reports presented for pupils who did not attend St. Philip’s JNS Yes        No   
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Please read our school policies on our website – www.stphilips.ie – before  filling out this section: 

NAME OF CHILD:  Signature of Parent/Guardian 

I have read the school policies on www.stphilps.ie.  

I have read the Code of Behaviour of St. Philip’s Senior National School and I will 
ensure that my child makes every effort to abide by it. 

 

I give permission for my child to be diagnostically tested (for specific learning 
difficulties) if such is required and that my child may attend learning support if 
such is deemed necessary by the school. 

 

I give permission for my child to receive extra school support, if needed.  

If my child needs urgent medical attention I understand that it is school policy 
to call a doctor/ambulance.  If the parent or designated relation/friend is not 
contactable, the child will be accompanied by a staff member. 

 

If my child is assessed by a psychologist or medical professional for educational, 
emotional or behavioural reasons, I give permission to the school 
Principal/Special Needs Coordinator to pass on this report or to discuss this 
report with relevant teachers and agencies.  

 

I consent that information relating to my child will be made available to 
school staff on a need-to-know basis. I also consent that the school may 
transfer this information to another school when my child is moving or to 
other relevant agencies; Department of Education and Skills, including its 
Primary Database, Tusla - child and Family Agency, Health Services Executive, 
and National Council for Special Education. 

 

 

TO BE COMPLETED & SIGNED BY PUPIL & PARENT/GUARDIAN 

I agree to follow the school’s Acceptable Use Policy of the use of the internet.  I 
will use the internet in a responsible way and obey all the rules explained to me 
by the school. 

Signature of Pupil: 

_______________________________________ 

I give permission for my son/daughter or the child in my care to have 
supervised access to the internet.  I understand that internet access is intended 
for educational purposes.  I also understand that every reasonable precaution 
has been taken by the school to provide for online safety.  I support the school’s 
Acceptable Usage Policy on Internet Safety. 

Yes  No      

Signature of Parent/Guardian: 

_______________________________________ 

 

I give permission for my child to partake in educational workshops/trips which 
will involve my child travelling by bus/train or on foot to and from the school. 

Yes  No    

 Signature of Parent/Guardian: 

_______________________________________ 

I give permission for my mobile number to be passed on to www.textaparent.ie 
so that I can receive text messages from the school for the duration of my 
child’s time in St. Philip’s SNS. 

Yes  No      

Signature of Parent/Guardian: 

_______________________________________ 

I give permission for my child’s photograph to be taken and stored on our 
Aladdin system. 

Yes  No      

Signature of Parent/Guardian: 

_______________________________________ 

I give permission for my child’s name to be passed on to Glanmore Foods so 
that lunch can be provided for him/her. 

Yes              No   

Signature of Parent/Guardian: 

_______________________________________ 

In relation to the school website, I accept that if the school considers it 
appropriate, my child’s school work/photo may be included on the website 
from time to time. 

Yes              No   

Signature of Parent/Guardian: 

_______________________________________ 

I give permission for my child to be photographed/videoed by school staff or 
media personnel while participating in school activities (concerts, choir, games, 
projects, drama, class activities, etc.) on a no-name basis. 

Yes              No   

Signature of Parent/Guardian: 

_______________________________________ 
 

http://www.stphilips.ie/
http://www.stphilps.ie/
http://www.textaparent.ie/

