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Enrolment Policy 
in Kilmainhamwood NS 

 
 
Introduction 
The Board of Management of Kilmainhamwood National School has set out this 
enrolment policy in accordance with the provisions of the Education Act 1998 and 
trusts that it will assist parents in relation to enrolment matters.   
 
Furthermore, the Chairperson of the Board of Management,and the Principal, 
Darragh Hourihane, will be happy to clarify any further matters arising from the 
policy. 
 
Aims 
This policy aims to ensure that the appropriate procedures are in place to enable the 
school 

• To make decisions on all applications for admission in an open and 
transparent manner consistent with the ethos, the mission Statement of the 
school and legislative requirements 

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

• 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 

 
General Information 
Kilmainhamwood National School is a Catholic primary school that has been 
established with the Minister of Education and Skills, under the patronage of Dr. Leo 
O’Reilly, Bishop of Kilmore.   
 
It operates under the Rules for National Schools and Departmental Circulars and is 
funded by grants. The staff is resourced by the Department of Education and Skills.  
 
The school is subject to The Education Act (1998), The Education Welfare Act (2000), 
The Education for Persons with Special Education Needs Act (2004) equality law and 
all other relevant legislation.  
 
Kilmainhamwood National School currently has a staff of five mainstream teachers, 
including a teaching principal, 2 SET teachers and 1.5 SNA posts.  It is a mixed, 
vertical school, catering for boys and girls from Junior Infants to Sixth Class.   
 
Kilmainhamwood National School follows the curricular programmes prescribed by 
the Department of Education and Skills, in accordance with Sections 9 and 30 of the 
Education Act (1998). 
 
Within the contexts and parameters of Department regulations and programmes, the 
rights of the patron as set out in the Education Act, and the funding and resources 
available, the school supports the principles of: 

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

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

 
All relevant general information pertaining to the school is in the School Information 
Booklet, which will be made available to every prospective parent. 
 
 

Contact Details 
 

Kilmainhamwood National School, Kilmainhamwood, Kells, Co. Meath. 
Tel. 046 – 9052666. 

kwoodns.ias@eircom.net 
 
 
 
1.  Application Procedure 
Enrolment Week is held in January and is advertised in the school, the playschool, in 
the parish newsletter and on the school website.  Application forms are available 
from the school office.  Parents seeking to enrol children in Junior Infants should 
return a completed application form with an original birth certificate to the school by 
the last day of January.  A copy of the enrolment policy will be given to each parent 
with the enrolment application.  Parents of children enrolled in Junior Infants will be 
invited to an inducion meeting in the school in May/June each year.  
 
2.  Provision of Key Information by Parents 
Certain information will be required when children are being enrolled.  A specific 
enrolment application form is provided by the Board for this purpose. 
Such information includes: 

• Baptismal Certificate (if applicable) and a Birth Certificate if child has not 
been baptised 

• Child’s name, address, date of birth 
• Names and addresses of child’s parents/guardians 
• Contact telephone numbers 
• Contact telephone numbers in case of emergency 
• Details of any medical conditions of which the school should be aware 
• Religion 
• Details of schools attended, if any, and reasons for transfers, if applicable 
• Any other relevant information (including any such other information as may 

be prescribed under the Education Welfare Act 2000) 
• School reports from the child’s previous school, where applicable. 

 
3.  Decision Making 
As a general principle, children will be enrolled on application, provided that there is 
space available.  Pupils may only be enrolled from the age of 4 years and upwards. 
 
Decisions in relation to applications for enrolment are made by the Board of 
Management of the school in accordance with school policy.  (The Education Welfare 
Act 2000 specifies that the Board of Management is required under the terms of the 
Act to notify parents of their decision within 21 days of receiving such information as 
will be prescribed by the Minister under the Act). 
 

mailto:kwoodns.ias@eircom.net
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The Board has regard for relevant Department guidelines in relation to class size or 
staffing provisions and/or any other relevant requirements concerning 
accommodation, such as physical space or the health and welfare of children. 
 
The school will not refuse to enrol a child for reasons of ethnicity, special educational 
needs, disability, language/accent, gender, traveller status, asylum-seeker/refugee 
status, religious/political beliefs and values, family or social circumstances.  
 
In the event of the number of children seeking enrolment exceeding the number of 
places available at the closing date, the following criteria will be used to prioritise 
children for enrolment -   
 

• Brothers and sisters of children already enrolled (including step siblings, 
resident at same address)  

• children living within the parish boundary.  
• Other children living within the parish boundary. 
• Children of current staff, including ancillary staff. 
• Children of parents who are past pupils of the school. 

 
In the event that there are more applicants within any category than there are 
available places, priority will be given to children within the particular category in 
order of age, starting with the oldest. 

 
4.  Admission Day/Date 
Currently, it is the policy of this school to take in children who are starting school for 
the first time during the month of September only. 

 
5.  Enrolment of Children with Special Needs 
On receipt of an application for the enrolment of a child with special needs, the Board 
of Management shall request a copy of the child’s medical and/or psychological 
report or where such a report is not available, shall request that the child is assessed 
immediately. 

 
The purpose of the assessment report is to assist the school in establishing the 
educational and training needs of the child relevant to his/her disability and/or 
special needs, and to profile the support services required. 

 
Upon receipt of the report, the Board will assess how the school can meet the needs 
specified in the report.  Where the Board deems that further resources are required, 
it will, prior to enrolment, request the Department of Education and Skills to 
provide the resources required to meet the needs of the child as outlined in the 
psychological or medical report. 
These resources may include for example, access to or the provision of any or a 
combination of the following - Visiting teacher service, resource teacher for special 
needs, Special Needs Assistant, specialised equipment or furniture, transport 
services or other. 

 
The school will meet with the parents of the child to discuss the child’s needs and the 
school’s suitability or capability in meeting those needs.  If necessary, a full-case 
conference involving all parties will be held, which may include parents/guardians, 
principal, class teacher, learning support teacher, resource teacher for pupils with 
special needs, psychologist, or other specialist as appropriate. 
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Deferral/Postponement of Admission/Enrolment 
As a general principle, enrolment of children with a disability or special educational 
need cannot normally be deferred or postponed until additional resources have been 
approved or allocated by the DES and the SENO. 
 
Exceptional Circumstances 
The school reserves the right to refuse enrolment to any pupil in exceptional cases.  
Such an exceptional case could arise where either: 
 
1. The pupil has special needs such that, even with additional resources 
 available from the DES, the school cannot meet such needs and/or provide 
 the pupil with an appropriate education or 
 
2. In the opinion of the Board of Management the pupil poses an unacceptable 
 risk to other pupils, to school staff or to school property. 
 
The parents of any pupil who has been refused enrolment, for any reason, are 
entitled to appeal that refusal pursuant to Section 29 of the Education Act 1998, and 
in such circumstances, should be advised in writing of their entitlement to such an 
appeal. 
 
6.  Pupils Transferring 
Pupils wishing to transfer from other schools are enrolled subject to the Rules 
governing National Schools, as well as our own school’s enrolment policy. 
 
Pupils may transfer to the school at any time, subject to school policy, available 
space and in some cases the approval of the Department of Education and Skills.  
The school will require information concerning attendance and the child’s educational 
progress from the previous school (Education Welfare Act 2000).   
 
 
7.  Code of Behaviour 
Parents/guardians who apply to enrol their children will be given a copy of the 
school’s Code of Behaviour.  An agreement signed by the parents/guardians to abide 
by the Code of Behaviour must be returned to the school in advance of enrolment. 
 
A parent’s/guardian’s signature on the application form is an indication of 
an understanding of and willingness to support the ethos of the school. 
 
A copy of the school’s Code of Behaviour will be made available to parents who 
request an enrolment form. 
 
8.  Appeals Procedure 
Section 29 of the Education Act 1998 provides for a right of appeal against a decision 
to refuse enrolment.  Parents who are unhappy with an enrolment decision may 
appeal to the Board of Management.  The appeal must be addressed in writing to the 
Chairperson of the Board, stating the grounds for the appeal, and lodged within ten 
days of receiving the refusal.   
 
If unhappy with the result of this appeal, parents may then appeal to the 
Department of Education and Skills on the official form provided by the Department.  
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An appeal form will be issued by the school to the parents/guardians.  This appeal 
must be lodged within forty-two days of receipt of the refusal from the school. 
 
Following a decision of the Supreme Court, in an appeal under Section 29 of the 
Education Act 1998, an Appeals Committee can substitute its decision for that of the 
Board and may make such recommendations to the Secretary General of the DES as 
it considers appropriate. 
 
9.  Review of Policy 
This policy will be monitored and reviewed by the teaching staff and the Board of 
Management annually.  Amendments proposed require the Patron’s approval before 
they become operative. 
 
 
 
 
Signed: ________________________           Signed:_________________________ 
(Chairperson of Board of Management)          (Principal)  
 
Date: ______________                                 Date: __________________  
 
 

 
 

Date of next review 
December 2020 

 
 
 
 
 
 

 
 


