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Operating Context 
 

Type of School 
 

Jesus & Mary Secondary School is a non-fee paying, grant aided co-educational 
Voluntary Secondary School under the trusteeship of The Le Chéile Schools 
Trust.  
 
Principal: Ms. Patricia Melvin. 
 
Management 
 

• The school is run by the Board of Management, which comprises Trustee 
nominees, Parent nominees and Teacher nominees. 

              Chairperson: Mr. Brendan Forde. 
 

• The school is supported in its work by the Parents’ Association and the 
Student Council. 

 
School Ethos 

 
1. Jesus & Mary Secondary School, Gortnor Abbey is open to all.  It is a school 

that respects, values and accommodates diversity across all nine grounds 
in the equality legislation – gender, marital status, family status, sexual 
orientation, religion, age, disability, race and membership of the Traveller 
Community and ensures that no student is discriminated against.  It seeks 
positive experiences and outcomes and a sense of belonging for all 
students across the nine grounds.   
 

2. Our school emphasises the development of the whole person by providing 
for the religious, moral, social, emotional, physical and intellectual growth 
of our students. 

 
3. The Board of management has regard to the principles of a democratic 

society and respects and promotes respect for the diversity of values, 
beliefs, traditions, languages and ways of life in society while it also 
upholds and is responsible for so upholding the characteristic spirit and 
ethos of the school. 

 

4.  It is the policy of the school to continue to maintain the Jesus & Mary 
ethos in accordance with its vision of Christian Education and to strive for 
standards, values and ideals to which they aspire. 

 
5. The school has a special commitment to the development of the spiritual 

dimension of the lives of its members.  To this end, faith formation and the 
Religious Education programme play a key role.  

 
• Students follow the State programme in Religious Education which is 

suitable for students of all faiths and those of no faith.  

• The National Council for Curriculum and Assessment (NCCA) approved 
Religious Education syllabus is a core subject on the school curriculum and 
an integral part of the ethos of the school.  It is an expectation of the school 
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that all pupils will participate in the NCCA Religious Education programme at 
Junior Cycle.  Academic Religious Education is an optional subject at senior 
cycle but all students are expected to attend non exam religion class. 
However, this expectation does not affect the legal rights of parents as set out 
in the Constitution.  Any parent who has a conscientious objection to the 
Junior Certificate Religious Education Syllabus is invited to arrange an 
appointment with the Principal before completing the enrolment process. 
This appointment will provide an opportunity for the both the Principal and 
parents to be clear as to the expectations of the school from the outset.  

 

• The school celebrates the major Christian feasts by means of communal 
prayer and liturgical celebration.  These celebrations are considered an 
integral part school life.  
 

• It is hoped that the gospel values inherent in the culture of the school and in 
the Le Chéile Schools Charter will be internalised in the values, attitudes and 
behaviours of all members of the school community, and will find expression 
in their respect and care for one another.  

 
• Education in issues of peace, justice and morality also form an integral 

part of the school curriculum. 
 

6. Compassion and co-operation are given a high value at Gortnor Abbey.  
Particular care is taken to develop a sense of responsibility in staff and 
students towards the most needy students. 
 

7. (a) We aim to develop diligence, self-discipline and a positive attitude to 
                      work. 

 

(b) We aim to prepare students for further and higher education, the  
       world of work, leisure and the challenges of an ever changing society. 

 
 

While formulating this Admission Policy the Board of Management of Jesus & 
Mary Secondary School, Gortnor Abbey show due regard to the provision of: 
 

• The Education Act, 1988.  
• The Education Act (Welfare) 2000,  
• The Equal Status Act 2000-2015  
• Special Needs Act 2004. 
• Data Protection Act 1988  
• Data Protection (Amendment) Act 2003 

 
 
This Admissions Policy is drawn up with regard to the following context and 
parameters: 
 

• The Department of Education and Skills regulations and programmes. 
• The rights of the Trustees as set out in the Education Act. 
• The religious and educational philosophy of the school as set out in the 

Jesus & Mary Educational Philosophy Statement 
• Le Chéile Charter 
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Funding and Resources 
 

• Department of Education and Skills capitation grants. 
• Other various grants from the Dept. of Education and Skills. 
• Administration Payment 
• Donations and Sponsorship. 
• Voluntary Contributions 

Resources and Curriculum 
 
The curriculum offered at Gortnor Abbey is governed by the regulations as 
stipulated by the Department of Education and Skills, which may be amended in 
accordance with section 9 and 30 of the Education Act. 1998.  
 
 As well as offering the New Junior Certificate and traditional Leaving Certificate 
programmes Gortnor Abbey also offers Transition Year.   

 
Subject to resourcing by the Department of Education and Skills, a learning 
support programme for students with special education needs is offered.  The 
school also provides an ASD Unit (The Claudine Centre) for students diagnosed 
with Autism.  The role of the Claudine Centre is to support students with ASD by 
providing them with strategies so that they can access as much of the 
mainstream curriculum as possible.  The ideal model is two thirds in mainstream 
and one third in the Centre with the supports brought to the classroom setting.  
Parent’s consent for formal and informal assessment is required.  Documentation 
and reports on the students are requested prior to the student being attached to 
the Centre.  All such documentation will be treated confidentially. 

 

 
Extra-Curricular Activities 
 
The school offers a wide range of extra-curricular activities such as sport/ 
games, debates, public speaking, quizzes, school trips, musicals, drama, 
enterprise and other cultural events.  The purpose of such activities is to foster 
and develop social and personal skills not directly addressed in the formal 
curriculum. 
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 Enrolment Procedures and Admission Criteria  

 
This section sets out the policy of the school with regard to enrolment procedures and 

admission criteria for entry into First Year 2017/18. 

 
 Application Procedures: 
 
An enrolment application form must be completed.  These forms are available on 
enrolment day or at other times from the school office. 

 
Completed application forms must be returned to the school office by a date to 
be decided in each calendar year.  This date will be clearly indicated on the 
enrolment form. 
 
A student must be 12 years of age before the 1st January in the calendar year 
following the child’s entry into 1st Year. 
 
 
Required information from Parents/Guardians: 
 

• Pupil’s Name, Address, Date of Birth, Nationality and Ethnicity, 
Religious affiliation, PPS Number, Long form of Birth Certificate, 
medical card if family or pupil is the holder of one 

• Parent(s)/Guardian(s) Names, Addresses and telephone numbers 
(including work numbers) 

• Restrictions regarding pick-up rights 
• Mother’s maiden name 
• Mother tongue 
• Emergency telephone contact number 
• Any special medical condition/need 
• Details of any disability or special educational needs 
• Primary school(s) attended 
• Siblings currently attending Gortnor Abbey 

 
 
Special Educational Needs: 
 
With regard to the special educational needs of students the Board of 
Management will 
 

• Take all necessary steps at the earliest possible opportunity to identify 
children with special needs who may be applying for admission to the 
school and become familiar with their needs. 

• Request a copy of a child’s medical/psychological report. 
• Request a copy of an individual educational report, if available. 
• Do all it possibly can to identify and provide for the needs of a special 

needs or disabled student seeking admission to the school. 
 
The Board of Management hereby states that admission to the school of a 
student with special needs and or disabilities is contingent upon the provision of 
adequate resources to the school by the Department of Education & Science, so 
that the needs of such students can be adequately met. 
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**Please see page 12 for Claudine Centre Admissions policy. 
 
 
 Admissions Criteria: 
 
In the event that the number of students wishing to enrol in the school is greater 
than the number of places available, the Board of Management will apply the 
following criteria: 
 

• Pupils from feeder schools in the catchment area*. 
• Brothers/sisters of current students. 
• Sons/daughters of staff members. 
• Brothers/sisters of past students. 
• Sons/daughters of past pupils. 
• First come first served. 

 
*The Board of Management has defined the catchment area as the 
Crossmolina Parish and areas serviced by Bus Éireann transport to the 
school. 
 
The Board of Management reserves the right to exercise its discretion in 
application of the criteria and will at all times adhere to the guiding ethos of the 
school’s education philosophy. 
 
In deciding the number of students to be enrolled in any class or educational 
programme in any school year, the Board of Management has adopted a policy 
on the maximum number of students to be accommodated in any year group.  
 
In making this decision the school considers the available classroom space, the 
level of equipment available for student use in that subject area, sound 
educational concerns, opportunity for student achievement, experience of best 
practice, special needs facilities, good order, grade and level of subject area, 
health, safety and welfare of students and staff, and a desire for an ongoing calm 
industrial relations climate in the school.  The number of places available will be 
reviewed annually taking the above into consideration. 
 
Places shall be allotted on the basis of available resources sanctioned by the 
Department of Education & Skills and is subject to a maximum ceiling of 100 
pupils.  Any students in excess of 100 will be placed on a waiting list. 
 
 

Assessment Test  
 

An on-line assessment of all incoming 1st Years takes place at a date prior to 
entry.  This date is notified in advance to parent(s)/guardian(s) of children 
accepted for admission.  
 
The assessment test will be used to help the school to identify areas of strength 
and/or whether a student may have special educational needs.  
 
Parents/Guardians should note that the assignment of a student to a particular 
class group is a matter for the school Principal alone subject to the direction of  
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the school’s Board of Management. Students are assigned alphabetically across 
class groups bearing in mind the need to balance out the numbers of boys and 
girls in each class. 
 
The school commits itself to working with the Special Educational Needs 
Organiser (SENO) in ensuring students with special needs are given every 
assistance, subject to available resources, to achieve their educational potential. 
The Board of Management decides on admission in accordance with school 
policy.   
 
 
Transfers from other Schools: 
  
Applications will only be considered subject to: 
 

• The School’s Admission Policy. 
• Available place(s), space. 
• The submission of a fully completed transfer application form which must 

include behaviour and attendance records along with a disciplinary report. 
• A reference from the Principal of the student’s former/current school. 
• Consent being given to permit the Principal of Gortnor Abbey to formally 

contact any/all previous schools. 
• Provision of recent school reports and examination results. 
• The Board of Management being satisfied with the reasons for the transfer. 
• The Board of Management believing that the move will be in the best 

interest of the student. 
• The Board of Management being satisfied that the transfer will not be 

detrimental to the welfare of other students and members of the school 
community. 

•  An applicant who has been excluded from a previous school informing the 

Principal of Gortnor Abbey and forwarding of all relevant information 

regarding this to the school.  

• Consultation with Education Welfare Officer, if appropriate. 
• The Board of Management will, as a condition of such transfer, require the 

parents/guardians to give written confirmation that the Code of Behaviour 
is acceptable to them and that they shall make all reasonable efforts to 
ensure compliance with such code by the student. 

 
Failure to supply complete records as outlined above will prevent the processing 
of the transfer. 
 
The Board of Management reserves the right to refuse an application for 
admittance. 
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Admission to specific programmes or subjects (or levels) 
 

• All such applications will be considered on an individual basis, subject to 
the availability of a place in a specific class or subject area at the date of 
application and the completion and return of all relevant paperwork by 
the stated date.  

• From time to time it may arise that the demand for a particular subject or 
at a specific level for any subject or a particular programme may exceed 
the number of places normally available on that programme.  

 

• The school will make every effort, within the constraints of the teaching 
resources, accommodation and equipment, to accommodate all such 
students.  

 
Where all students cannot be accommodated the following shall apply:  
 

• Priority shall be given to students from the school.  

• Priority shall be given to students who return application forms by the 
final date specified by the school.  

• Meet the school's specific entry criteria.  

• Furnish full and honest reason for seeking such admission.  
 
 
Entry to specific subject levels  
 

• Entry to specific subject levels will be determined by the student's 
previous performance at that subject relative to the other applicants; 
their results in state examinations and standardised testing results where 
available will also be considered.  
 

Entry to specific subjects 
  

• Entry to specific subjects will be determined by reference to the 
preferences indicated by students on their application form and reference 
to the student's previous performance at that subject relative to the other 
applicants 
 

• Their results in state examinations where available will also be 
considered.  Where this does not satisfactorily resolve the issue, the 
school may survey the students' previous teacher(s) about their 
suitability for the subject or alternative subjects and the school may also 
take into account the availability of other suitable subjects available to the 
competing applicants.  
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Admission to repeat a year  
 

• All such applications are subject to Department of Education & Skills 
guidelines.  The Department normally restricts to a maximum of six years 
at second level and does not allow students to repeat a year unless there 
are exceptional circumstances.  

• Applications to repeat a year will be considered in the light of DES 
Circulars and Guidelines.  

• A full and honest reason for seeking a repeat year placement must be 
furnished.  

• Applications will be considered in the light of actual places available on 
the relevant programme and subjects (including appropriate level), class 
size limitations and overall enrolment restrictions set out elsewhere in 
the policy.  
 

• Applications must be in writing and must state the relevant circular and 
the particular clause(s) being invoked in support of the application.  

• Applications must be accompanied by supporting documentation as 
appropriate.  

• Applications will not be considered until the written application and 
supporting documentation has been submitted to the school.  

• The school must be satisfied that the applicant, in light of special 
circumstances that gave rise to the application, applied himself to the best 
of their ability.  

• Students taking a programme for the first time may be given priority in 
terms of subject choices within the programme.  

• Student's previous academic record, application to study and attendance 
will be taken into consideration.  

 
• The applications process is managed effectively each year.  There is 

clarity and transparency about the process.  Applicants are informed in 
good time about the status of their application and, where an application 
is refused in accordance with this policy, has reasonable opportunity to 
make alternative arrangements.  

 
 
Transition Year Programme: 
 
It is the intention of the Board of Management of Gortnor Abbey that as many 
students as possible experience the Transition Year Programme in the school.  
This Programme is designed to broaden the educational experience of the 
student and prepare him/her for the Leaving Certificate programme and later 
life.  A copy of the Transition Year Programme may be acquired by contacting the 
school office. 
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 Procedure for Application for Transition Year Programme: 
 
All students wishing to follow the Transition Year Programme must complete an 
application form (see appendix).  Because of the limited nature of resources it 
may not be possible to accept all students that apply for Transition Year. 
 
In such circumstances the following limits and criteria will apply: 
 

• Class size(s), which in general will not exceed 24. 
• Students will have to have displayed reasonable willingness and 

capability to follow programmes that allow varying levels of supervision 
and will have to have a proven record of co-operation with the school 
Code of Behaviour and policies. 

• Students may be requested to sit an interview to establish suitability for 
Transition Year. 

• Where demands exceed the number of places and all things being equal 
then a lottery system will apply. 

 
Decision Making  
 
In relation to all forms of application referred to above, the Principal in 
consultation with the Deputy Principal and relevant Year Head will make a 
decision on applications subject to the usual rights of parents/guardians to 
appeal to the Board of Management, in the first instance, and to the Secretary 
General of the Department of Education and Skills under Section 29 of the 
Education Act 1998.  Decisions will be notified to parents, in general, within 21 
days of the completion of the application process and the receipt of all relevant 
information and documentation. 
 
 
 Right of Appeal 
 
Where an applicant is refused admission, Parents/Guardians have the right to 
appeal a refusal to enrol a student, at first instance to the Board of Management. 
Such an appeal should be made within 14 days of the date of written notification of 
the refusal.  Thereafter parents/guardians have the right to appeal the decision of 
the Board under section 29 of the Education Act. 
 
 
Data Protection 
 
The school is a Data Controller under the Data Protection Acts 1998 and 2003. 
Personal data supplied on the enrolment form will be used for the purposes of 
student enrolment, registration, administration, parent texting service, child welfare 
and to fulfill any other legal obligations.  While the information provided will 
generally be treated as confidential to the school, from time to time it may be 
necessary for the school to exchange personal data on a confidential basis with other 
bodies including the Department of Education and Skills, Department of Social 
Protection, An Garda Siochána, the Health Service Executive or the National 
Education Welfare Board. Contact details will also be used to notify you of school 
events and activities.  
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Please see our school website at http://www.gortnorabbey.ie for a copy of a 
notice to parents, guardians and students over 18 from the Department of 
Education and Skills outlining how personal data of students in this school is 
returned to the Department of Education and Skills, and how this data is fairly 
processed and in compliance with the Data Protection Acts 1988 and 2003.  

 
 
Parents/Guardians  
 
The school relies on parents/guardians to provide it with accurate and complete 
information and to update us in writing with any changes in the information already 
provided.  Unless and until we are otherwise informed in writing, all 
correspondence in relation to your child will be sent to the address indicated on the 
enrolment form.  In the case of parents who have separated, and where the school 
has been notified of same, the school will arrange for both parties to receive 
correspondence in relation to the child, if requested to do so in writing.  The 
Principal will also try to facilitate involvement by both parties in parent-teacher 
meetings.  Should a parent or student wish to update or access their personal data, 
they should write to the Principal. 
 
 
Review 
 
This policy is operative for the student intake in the school year 2017/18.  
It will be reviewed by the Board of Management for subsequent years. 
 
Ratification: 
This policy was ratified by the Board of Management on ______________ 
 
 
Signed: ________________________               Signed: ___________________________ 
                Mr. Brendan Forde                    Mrs. Patricia Melvin 
                Chairperson                                                           Secretary 
                Board of Management       Board of Management 
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Admissions Policy 
Claudine Centre 

 
 Criteria for Enrolment 
 
• Each child in the class must have a diagnosis of Autism Spectrum Disorder 
(ASD). 
• The unit will only cater for children who are 12 years of age or more and less 
than 18 years of age on the 1st September of the school year in question, unless 
there is specific approval from the Department of Education and Science for a 
particular student who is outside this upper age limit. 
• Under guidelines from the Department of Education and Science the number of 
places in the Autism Unit is limited to six students. 
 
Enrolment Procedure 
 

1. A School Enrolment form, accompanied by an up to date psychological 
assessment and diagnostic report must be submitted. 
 

2. An NCSE special class application form must also be completed and 
forwarded by the school to the SENO for consideration. 

 
If the number of applicants exceeds the number of places available, places will be 
awarded based on a recommendation from the SENO, NEPS Psychologist and/or 
other similar professional stating that the student would benefit from being 
placed in the centre. 
 
Please note that the fulfilling of the enrolment criteria does not necessarily 
ensure enrolment if: 
 
1. Necessary resources pertaining to the enrolment are not available 
 
2. Sufficient classroom space is not available. 
 
The Board of Management of Jesus and Mary Secondary School, Gortnor Abbey 
respects the right of the existing school community and the children already 
enrolled. This consideration is paramount when assessing entry to the Autism 
Unit. 
In certain circumstances and following assessment Jesus and Mary Secondary 
School, Gortnor Abbey may be unable to meet the needs of an applicant on the 
grounds that: 

• They are deemed a risk to themselves or others. 
• Admission of the student would have a serious detrimental effect on the 

provision of educational services to others 
• The individual needs of the student as identified cannot be met within the 

Claudine Centre. 

Signed: ____________________________                                                   Date:____________________ 
 
Proposed date for review: ____________________ 


