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School Mission Statement   

Loreto Secondary School Balbriggan is a Catholic girls’ secondary school under the trusteeship of the 

Loreto Trust Board. In the spirit of Mary Ward we aim to develop all the abilities of our students in order 

that they realise their full potential and use their talents for the service of others. We also aim to 

encourage self-confidence and self-esteem in a happy atmosphere and structured environment. The 

school community collaborating together in mutual respect strives for holistic excellence.  

Introductory Statement   

The policy is a working document and will be reviewed in light of new developments both internally 

and nationally. 

The principal aim of additional educational support is to provide a positive learning environment, which 

will foster the academic, social and emotional development of students with SEN and will enable them 

to realise their potential.  

SEN Mission Statement   

This policy applies to all students with special educational needs including students with 

exceptional ability. We aim to encourage self-confidence and self-esteem among all our pupils. The 

whole school, The Board of Management, parents/guardians and staff are committed to the creation 

of an inclusive, supportive learning environment for all pupils. All pupils who are recognised as having 

Special Educational Needs are enabled and empowered to:   

● participate fully in the school community. 

● acquire the basic personal, social, literacy and numeracy skills needed for life. 

● experience success. 

● develop a positive self-image and encourage self-esteem. 

Framework 

This policy considers the additional needs provision as outlined in the following acts, circulars and 

guidelines: 

● The Education Act (1998) 

● The Equal Status Act (2000) 

● The Education Welfare Act (2000) 

● The Education for Persons with Special Education Needs Act (2004)  

● The Equality Act (2004) 

● The Freedom of Information Acts (1997 and 2003) 

● The Data Protection Acts (1988, 1998, 2003, 2018) 

● General Data Protection Regulation (EU) 2016/679 and the Data Protection Act 2018 
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● The Disability Act (2005) 

● The Special Needs Assistant (SNA) Scheme Circular 0030/2014 

● Rights of Persons with Disabilities Act (2016) 

● Special Education Circular 0014/2017 

● The Education Admissions to Schools Act (2018) 

● The Guidelines published by the NCSE 

● The Guidelines on the Individual Education Plan Process 2006 

● The Guidelines on the Continuum of Support for Post-Primary Schools (NEPS). 

● The Guidelines published by the Special Educational Needs Support Service (SESS) 

● Looking at our Schools 2022 

● The Education (Provision in Respect of Children with Special Educational Needs) Act (2022)  

● Guidelines for Post-Primary Schools: Supporting Young People with Special Educational Needs 

in Mainstream Classes (2024) 

● Department of Education (Circular 0064/2024) 

Aims of the Policy 

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

● provide a learning environment which will foster the academic, social and emotional development 

and wellbeing of students with additional needs and to enable each to realise their individual 

potential within an inclusive environment. 

● identify students who have additional educational needs. 

● allocate resources available to effectively meet the needs of students with additional needs in 

accordance with the continuum of support. 

● divide the roles and responsibilities among our school community in relation to students with 

special educational needs. 

● track, monitor, review and report on the progress of students with additional educational needs. 

● communicate information between the SET team, Principal, staff and parents/guardians. 
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Roles and Responsibilities  

 

The SEN team comprises the principal, deputy principals, SEN teachers, the guidance counsellors, 

the chaplain, mainstream teachers and any SNAs that have been approved by the Department of 

Education. The team is advised by the SENO and NEPS psychologist as well as other agencies and 

professionals involved with SEN students in the school (Appendix 1). 

Board of Management:   

● oversees the development, implementation and review of school policy on SEN. 

● ensures that adequate classroom accommodation, secure storage space and effective teaching 

resources are provided.   

● promotes inclusion by ensuring that an awareness of SEN is instilled in all of the school community. 

● ensures that a broad, balanced and differentiated curriculum is provided so that students learn the 

necessary skills to participate in society. 

 Senior Leadership Team 

The Guidelines for Post-Primary Schools; Supporting Young People with Special Educational Needs 

in Mainstream Classes state that ‘The principal and other school leaders have the responsibility for 

establishing, promoting and implementing inclusive whole-school policies and procedures, which are 

supportive of the learning of all young people, including those with special educational needs.’ 

 The Senior Leadership Team should:   

 

● promote inclusion by ensuring that an awareness of SEN is instilled in all of the school community. 

● implement and monitor the school’s Special Education Needs policy on an on-going basis.   

● establish and collaborate with a Special Education Teacher (SET) core team in the school with 

responsibility for coordinating SEN support and to ensure identification of needs and support for 

students with SEN.   

● facilitate the continuing professional development of all teachers in relation to education of 

students with special educational needs, and ensure that all school staff (class teachers, special 

education teachers and special needs assistants) are clear regarding their roles and 

responsibilities in this area.   

● allocate time within the school timetable for the SET team to plan and consult with the relevant 

stakeholders.   

● source and interview SNAs who are then appointed by the BOM to be reviewed annually based 

on the needs of SEN students.   

● direct the work of SNAs and manage their timetables. 

● management of teachers regarding communicating the need for SNA in mainstream classrooms 

to support individual students. 

● rectify teachers’ timetabling issues that may arise.   

● facilitate the SEN team weekly meeting. 
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● manage enquiries in-relation to prospective first year students.   

● be available for open night for parental queries.  

● seek information from parent/guardian and previous school (Educational Psychological report, 

School reports, attendance, etc.) when a student is accepted into a year group other than First 

Year.  This information should then be shared with the SET team. 

● inform the Board of Management of issues with SEN. 

 

SET Core Team   

The role of SET Core team is to:   

● communicate with the Senior Leadership Team in relation to SEN matters on an on-going basis.   

● liaise with the NEPS psychologist when necessary.   

● have a representative on the Student support team.  

● engage in regular SET team planning meetings to ensure effective communication and support for 

students with special educational needs.   

● create timetables for additional support classes.   

● ensure that structured student support /care plans are in place for students with SEN  in line with 

continuum of support and maintain continuum of support documents. 

● engage with parents/guardians regarding any concerns about their child, advise parents/guardians 

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

● coordinate information gathering, screening and testing.   

● advise and collaborate with SNAs around the care needs of relevant students.   

● process applications for Reasonable Accommodation at State Examinations (RACE) for students 

that meet the criteria as per SEC guidelines.    

● support the process for DARE by completing the Educational Impact Statement applications for 

students with special educational needs.  

Year Head 

 

The role of the Year Head is to 

● help create and nurture an inclusive school culture which respects the needs of all its students. 

● liaise and work with the SEN team and other relevant parties and departments within the school 

in order to promote student progress. 

● affirm the SEN student through the monitoring and supporting of the student’s progress 

(attendance, academic progress, social development, wellbeing). 

● encourage an awareness of a student’s special educational needs and to advocate for the SEN 

student, when necessary. 

Mainstream Subject Teacher  

Class teachers have primary responsibility for the teaching and learning and assessment of all pupils 

in their class, including those selected for additional educational support. They should:  



 

7 
 

● be aware of the school’s policy and procedures (as outlined in this policy) for dealing with students 

with SEN, and ensure all students' needs are met in line with the Continuum of Support.   

● ensure that each student is taught in a stimulating and supportive classroom environment where 

all students feel equal and valued.  

● create opportunities for success for all. 

● identify and respond appropriately to students of concern, and refer concerns to the relevant Year 
Head using Compass, in line with the school’s agreed referral procedures. 

● use Compass to access and review relevant Student Support Plans, including the coloured dot 
system on Compass, which indicates the student’s current level of support in line with the NEPS 
Continuum of Support.  

● differentiate teaching strategies, approaches and expectations to the range of experiences, 

abilities, needs and learning styles in their class. 

● engage with parents regarding any concerns about a student and update them regarding their 

progress. 

● gather information and assess students presenting with needs to inform teaching and learning 

using the Continuum of Support. 

● ensure that all young people are provided with a learning programme and environment that 

enables them to access, participate and experience success in a broad and balanced curriculum. 

● adapt teaching approaches, as required, to meet individual needs and specifically, to facilitate the 

achievement of targets that are set in Student Support Plans, as appropriate to the subject area. 

● communicate with special education teachers, relevant staff and parents/guardians to review 

Student Support Plans. 

● where applicable, collaborate with the SET team regarding teaching aims and activities for team 

teaching. 

● direct the work of SNAs in the classroom in relation to the needs of the students. 

● when required, provide samples of students' work to the SEN department. 

 

 

Special Needs Assistants   

The SNA acts in a care and support role that is non-teaching in nature and works under the guidance 

and supervision of the principal and/or class teacher. The role and duties of the SNA are outlined in 

DES Circular (0030/2014). The SNA should:   

● contribute to the quality of care and welfare of the students. 

● liaise with the deputy principal responsible for SEN. 

● support the needs of students in effectively accessing the curriculum.  

● support learning and teaching in the classroom. 

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

● liaise with the SEN team regularly. 

● attend student support plan meetings and/or meetings with relevant professionals, when 

necessary. 
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● maintain an observation record / record of support provided to their SEN student   

● assist and escort students on school trips. 

● carry out other appropriate duties as may be determined by the needs of the students and the 

school. 

● facilitate sensory breaks and maintain a record of such. 

● support students with identified intimate care needs, where required, in accordance with the 
school’s Intimate Care Policy. 

● assist with the school classroom assessment, November examination, mock examinations and 
Summer examinations, when appropriate. 

● recognise their role in the health and safety of the student and in their social, emotional and 

educational development, without developing a culture of dependency.   

● engage with parents of students with SEN as required and directed by school management.   

● be reassigned to other appropriate work when students are absent (  or when particularly urgent 

work demands arise. 

● treat all matters relating to school business and their work, as strictly confidential. 

 

Guidance Counsellor   

To work with the other members of the SEN team in facilitating the provision of education for students 

with SEN and their inclusion in the school. The Guidance Counsellor should:  

● provide counselling in personal, educational and career development. 

● organise and administer the CAT4 to TY students. 

● provide career information. 

● consult with parents/guardians students and staff in relation to implications of Irish Exemptions 

(Circular 0053/2019) and subject changes.    

● provide vocational preparation – job search skills, preparation for work experience. 

● work closely with year heads and the SEN team to identify students requiring support. 

● facilitate individual appointments for students in third year, TY and Leaving Cert Year to support 

them in making career decisions. 

● advise students and parents/guardians on subject choice and subject load. 

● liaise with students, parents and the SET team in relation to DARE, RACE and UCAS applications 

and complete the applications where appropriate. 

Chaplain  

● To support the students through collaboration with the SEN Department, Guidance Counsellor and 

school management. 

Primary School Liaison Officer  

The role of the Primary School Liaison Officer is to 

● organise the Cognitive Ability Test (CAT4) for incoming first year students.   

● communicate and liaise with National School principals and sixth class teachers re incoming 

students in the context of the entrance test results and distribute test results to various schools.   
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● compile a personal report on each incoming student to facilitate 1st Year Year Head, Form Teacher, 

parents/guardians, pastoral services, SET team and senior management team to facilitate smooth 

transition for students.   

Parents/Guardians   

Collaboration and sharing of relevant information between home and school are essential elements of 

our SEN 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 up-to-date professional reports should be provided 

to the school at the enrolment stage or as they become available. 

● 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. 

Students   

Students who are in receipt of supplementary teaching should, as appropriate:   

● attend scheduled support classes. 
● be given the opportunity to contribute to the setting of their learning targets. 

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

● develop ‘ownership’ of the skills and strategies that are taught during supplementary teaching and 

learn to apply these learning strategies and skills to improve their own learning. 

● contribute to the evaluation of their progress by participating in appropriate assessment activities, 

including self-assessment.   
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Identifying Pupils with Special 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 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 

students 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.   

Identification of educational needs is central to our SEN policy and to the Special Education Teaching 

allocation model. Through the NEPS Continuum of Support framework, the school identifies students’ 

academic, social and emotional needs, together with needs associated with physical, sensory, 

language and communication difficulties. This allows the school to respond flexibly and 

proportionately, ensuring that students with the highest level of identified need receive the highest level 

of support.  
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Identification of Known, Documented and Emerging Needs 

● The Primary School Liaison Officer will visit or contact feeder primary schools to collect up-to-date 

information. 

● SEN Team will: 

○ liaise with primary school and parents/guardians of students with very specific needs who 

would benefit from more than one visit. 

○ contact the parents/guardians of SEN students. 

● All incoming First Year students sit the Cognitive Ability Test (CAT4) in January/February prior to  

starting first year and the PPAD-E Literacy Test when they are in First Year. These tests can be 

used to identify strengths and needs of incoming students with SEN. This data is used to help 

identify students who may need additional support, including the exceptionally able students. 

● The SEN Team seeks relevant professional reports from parents/guardians of SEN students with 

the acceptance of a place in the school. Copies of SSPs are also requested. 

● The information on the student’s Educational Passport from primary school, if received, is added 

to the data available on the student. 

● If a student transfers during the school year or when a student is accepted into a year group other 

than First Year, information is sought from their previous school (Educational Psychological report, 

School reports, attendance, etc). This is the responsibility of the principal/deputy principal. Any 

relevant information is then passed to the year head and the SEN team.   

● At the beginning of each academic year all students on the Continuum of Support are reviewed 

individually in terms of type of support needed and curriculum load. 

● The Cognitive Ability Tests (CAT4s) are completed by all students in TY to identify strengths and 

to help with areas of need. 

 

For students with emerging needs, including the exceptionally able, the concerns may have been identified 

through the whole school screening and monitoring systems (e.g. CAT4, in-class assessment, informal 

observation, parental concern). Teachers who have concerns about a student’s progress should make 

contact with the relevant year head.  A referral form is available on Compass for year heads. Some 

students will need further diagnostic testing to identify the nature of their needs. Where possible, 

parents/guardians are contacted and consent is sought before the tests are administered. 
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Models of SEN Provision 

 In assessing and deciding which students need to be in receipt of supplementary teaching and which 

students may benefit from support within the mainstream context, the following options are considered:  

● Curricular differentiation 

● Curricular reduction - for students with SEN who experience challenges coping with the breadth 

of the current curriculum, a reduction in the number of subjects taken is considered. This occurs 

after all avenues have been exhausted and there is consultation with parents/guardians and, if 

necessary, the year head and Guidance department. Parents/Guardians must give written consent 

giving permission for reduced subject load. 

● Team teaching/Cooperative teaching  

● In-class support/Differentiation 

● Inclusion of SNA in specific classes 

● Small group withdrawal 

● Individual withdrawal 

● Organisation and Life Skills lessons 

● Level 1 and/or Level 2 Learning Programme (L1LP, L2LP) - a programme that is designed for 

students who are unable to access Level 3 Junior Cycle Curriculum  

 

The period of intervention recommended for each student is dependent on the nature and extent of their 

individual need. The duration of provision is varied and is reviewed throughout the intervention.  There are 

cases where support is needed on a short-term basis, after which the student is in a position to 

recommence with the regular curriculum. All decisions in this regard are discussed with parents/guardians, 

class teacher, the student, principal and, if necessary, the Guidance department. 

Allocation of Support to Students 

Once students’ needs have been identified, additional educational needs teachers are deployed to address 

these needs as required. We deploy SEN Teachers in a variety of ways in order to effectively meet 

students’ needs. We aim to strike a balance between in-class support, group and individual support while 

ensuring that the needs of students with additional needs are met inclusively. 

 

The period of intervention recommended for each student is dependent on the nature and extent of their 

individual need. The duration of provision is varied and is reviewed throughout the intervention.There are 

cases where support is needed on a short-term basis, after which the student is in a position to 

recommence with the regular curriculum. All decisions in this regard are discussed with parents/guardians, 

class teacher, the student, principal and, if necessary, the Guidance department. 

 

In planning the allocation of additional teaching supports, the overriding principle is that resources are 

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

should have access to the greatest level of support. 

 

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

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

 

A Student Support Plan is devised for students with SEN who attend a Special Educational Teacher for 

support, with students who have more complex needs having a more detailed SSP. 

 

Student Support Plans contain the following information: 

● personal/background details 

● educational details - primary school details/assessment and formal testing results 

● categorisation of need based on Assessment Reports 

● general profile based on formal/informal assessment 

● SEN provision 

● Priority Learning Needs are highlighted 

● targets set for each Priority Learning Need through consultation with the student by the SEN 

Teacher 

● strategies to improve learning and resources required 

● relevant documentation 

● date for review - a review occurs each academic year; however, it may occur more often depending 

on student progress and circumstances. 

 

These Student Support Plans aim to include the most relevant information in a clear and concise 

manner.Student Support Plans are documented on the school’s shared systems - Compass and Google 

Docs - to allow for them to be dynamic, working documents. 

 

Reasonable Accommodations for State Examinations (RACE) and In House Examinations   

Applications are made by the SET team for RACE provision for students with SEN sitting a Junior 

Certificate or Leaving Certificate Examination. Information relating to RACE is provided to 

parents/guardians on an annual basis. Accommodations available to students are applied for as per 

circular criteria. Accommodations are granted by the State Examinations Commission. The school will 

make applications for relevant accommodations for students who meet the criteria as laid down by SEC 

at Junior Cycle and these accommodations can be reactivated at Leaving Certificate, with the school being 

satisfied that the student still has a need for the accommodation. Further details are available in the RACE 

Guide for Exam Students 2026 at www.examination.ie.  

If resources permit and when deemed appropriate, readers, scribes and other accommodations are 

available to students who qualify for such accommodations at Mock Exams and other school assessments. 

Parents/Guardians of students who are sitting a differentiated test in non-state examination years will be 

consulted.   

Exemptions from Irish   

Circular 0055/2022 sets out the criteria in which considerations may be given to granting a student an 
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exemption from the study of Irish. The decision to exempt a pupil from the study of Irish is recognised as 

an important decision that has implications for her/his learning now and into the future.   

We at Loreto Balbriggan recognise and support students in maximising their potential for engagement with 

Irish and in experiencing the advantages of bilingualism. Students are encouraged to study Irish and to 

achieve a level of personal proficiency that is appropriate to their individual language learning needs.   

● Incoming First Years with Irish Exemptions are noted   

● Certificates from the study of Irish must be submitted with enrolment application   

● The guidelines set down by the Department of Education and Skills will be strictly adhered to 

(Circular - 55/2022)   

● Where possible, withdrawal for educational support is arranged for students with  SEN, who do 

not study Irish, during Irish time. Allocation of support during Irish times will be adhered to through 

the following guideline, ‘the students with the highest level of need should have access to 

the greatest level of support’, based on the New Model of Allocation   

● Applications for Irish Exemptions on grounds of SEN are made by SET team and signed by the 

principal 

 

Autism Class  

 

Loreto Secondary School Balbriggan established a first Special Class for Autism with sensory room in 

August 2025; a second class has been allocated from August 2026. There are 6 places available in each 

Autism Support Class. Teacher and SNA support in the Autism Class is as per DES guidelines, reflecting 

student needs within a continuum of educational provision which is inclusive for all students. 

 

Special classes are resourced by the NCSE within a continuum of educational provision in mainstream 

primary and post-primary schools. Special classes enable students with more complex / severe special 

educational needs to be educated, in smaller groups, within their local mainstream schools. They offer a 

supportive learning environment to students who are unable to access the curriculum in a mainstream 

class, even with support, for most or all of their school day.  

 

Guidelines for Setting Up and Organising Special Classes for Boards of Management and Principals of 

Primary and Post-Primary Schools 2024 
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Support  

Each Autism Class has a main class teacher, two class SNAs and additional subject support teachers. 

The subjects which the additional support teachers can offer will vary depending on student needs and 

interests and the availability of teachers as determined by the school timetable. 

 

Eligibility  

An enrolled student in Loreto Secondary School Balbriggan who has a formal diagnosis of Autism and 

meets the criteria as set out in the schools Admission Policy, in line with the NCSE Guidelines as outlined 

in circular 0039/2025 

 

Children and young people are eligible for enrolment in a special class for autism when the following 

is provided in support of such an application: 

Professional report(s) outlining: 

Diagnosis of special educational needs (e.g. Autism: DSM IV/V or ICD 10/11 

(psychologist, psychiatrist, multi-disciplinary report) 

AND 

A demonstration of the understanding of complexity of the child’s overall level of 

need/s evidenced in the professional reports 

AND 

Given the severity or complexity of the child’s support needs, a clear professional 

recommendation as to what educational placement type would be most appropriate 

to best meet the child’s needs, along with the rationale for same 

AND 

A letter from the NCSE confirming that the child is known to them and that the child 

has the required diagnosis and recommendation for a special class for (insert 

category of special educational need e.g. autism) 

 

Review  

The NCSE Guidelines (2024) state that a review of enrolment should take place at a minimum, once every 

12 months, as a young person’s needs may change over time. 

 

Circular 0023/2025 sets out the review process for young people enrolled in special classes. 

a child or young person who needs to enrol in a special class at a particular point in time may not always 

require it - as needs may be transient and can evolve and change based on the education the child or 

young person receives. Therefore, what is appropriate at one stage in a child or young person’s 

educational journey may not be appropriate at another stage. Regular review of enrolment in a special 

class is therefore required.  
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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 student with SEN. When a place is offered 

to a student with SEN, every effort will be made to ensure that the supports to which the student is entitled 

are in place as soon as possible. Staff members will be informed of any potential risks and, where 

necessary, student support plans will be drawn up and implemented.   

Data Protection   

As per Data Protection Policy 2018, all SEN files, reviews, correspondence will be retained indefinitely.  

Supervision/Child Protection   

Where students receive support on a one-to-one basis, the SET teacher is responsible for ensuring that 

both themselves and the student are visible through the glass panel in the door.   

Ratification and Communication 

This revised policy was ratified by the Board of Management on 15th June 2026. 

Implementation and Review  

This policy will be implemented from August 2026. It will be reviewed as required by the Special Education 

Team and relevant stakeholders pending a proposed review of the New SEN Allocation Model by the 

Department of Education.   

Signed:     Date: 15th June 2026 

            

 Chairperson, Board of Management        

Signed:                               Date: 15th June 2026 

                    Principal  
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Appendix A: Bodies outside the school 

 

● The Department of Education and Skills (DES)   

● The National Council for Special Education (NCSE)  

● The National Educational Psychological Service (NEPS) 

● The Special Education Support Service (SESS)   

● The National Council for Curriculum and Assessment (NCCA)   

● TUSLA   

● The Health Service Executive (HSE)   

● Child and Adolescent Mental Health Services (CAMHS) 

● Pieta House   

● Jigsaw  

 


