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The Autistic Spectrum Disorder (ASD) Class endeavours to empower all pupils with ASD to 
belong to an educational community without prejudice and within which individual 
difference is celebrated. The class reflects the inclusive ethos of St Mary’s CBS 
Portlaoise. and wherever possible the pupils in the ASD Class are integrated within the 
mainstream school.  
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 Mission Statement  
St. Mary’s C.B.S. is a community of pupils, teachers, parents, management and ancillary staff. 
The central purpose of this community is the intellectual, emotional, religious, physical, social 
and moral education of our pupils. The school strives to maintain an atmosphere of respect, 
Christian care and concern in which our pupils can grow to maturity. St. Mary’s C.B.S. promotes 
partnership, excellence in teaching and learning and the development of leadership skills 
across the school community.  
  
Consultation   
This policy was formulated in consultation with the Board of Management (BOM), the 
Principal, the Deputy Principals, the ASD Class Coordinator and the staff of St Mary’s CBS 
Portlaoise.   
   
Rationale  
This policy aims to set out a framework of the school’s provision of additional educational 
support for pupils with ASD. It summaries the philosophy that supports this provision.   The 
policy is in line with the various pieces of legislation listed below. This policy represents the 
practice currently undertaken by the school.  This policy will be reviewed at regular 
intervals.    
   
Association to characteristic spirit of the school   
The primary aim of special education teaching in St Mary’s CBS Portlaoise is to provide a 
positive learning environment, which will foster the academic, social and emotional 
development of pupils with ASD. We aim to empower each pupil to reach their individual 
potential. This will be achieved in line with our ethos, official Department of Education and 
Skills (DES) recommendations and our additional education teaching strategies.  
  
Who the policy is for:   

 All pupils with ASD.  
 The Board of Management.  
 The Principal.  
 The teaching staff.  
 The ancillary staff.  
 The parents.  

  
Legal Background:  
St Mary’s CBS Portlaoise ASD class policy references the following legislation:  

 The Education Act (1998).  
 The Education Welfare Act (2000).   
 The Equal Status Act (2000).   
 The Education for Persons with Disabilities Bill (2003).   
 The Equality Act (2004).   
 The Data Protection Acts (1988, 1998 and 2003).   
 The Freedom of Education Acts (1997 and 2003).  
 The Education of Persons with Special Educational Needs Act (2004).   

   
This policy is written in the context of:   



 

 The guidelines published by the National Council for Special Education (NCSE).  
 The Guidelines on the Continuum of Support for Post-Primary Schools (NEPS).   
 DES Circular Letters.   
 The guidelines published by the NCSE.   
 The guidelines on the Student Support Plan (SSP) formerly Individual Educational Plan 
(IEP).  

Policy Aims.  
The principal aim of this policy is to provide a positive learning environment, which 
will cultivate the academic, social and emotional growth of pupils with ASD and to enable 
each to achieve their individual potential.   

   
Through the implementation of this policy, we strive to:  

 Facilitate pupils to participate in the curriculum to the best of their ability.  
 Develop positive self-esteem and positive attitudes to school and learning.  
 Enable pupils to monitor their own learning and become independent learners within 
their own ability.  
 Involve parents in supporting their children’s learning.  
 Promote collaboration among teachers.  

  
Purpose of the ASD Class.  
The purpose of the ASD class is to assist pupils with ASD to leave school with the skills 
necessary to participate, to the best of their ability, in an inclusive way in society and to live 
independent and fulfilled lives.  
  
Aims and objectives of the ASD Class.  

 To provide a whole school response to the needs of pupils with ASD within the overall 
ethos of the school.  
 To provide a safe, nurturing and happy environment in which pupils are guided and 
supported.  
 To provide a predictable and consistent environment where pupils’ needs are 
implicitly understood and met.  
 To facilitate every aspect of the pupil’s education from his transfer from primary 
school to his transition to college/work upon completion of his education at St Mary’s CBS 
Portlaoise.  
 To identify any difficulty that pupils with ASD are experiencing as early and as 
thoroughly as possible.  
 To encourage parental co-operation and involvement and to keep parents/guardians 
regularly informed of progress.  
 To work in partnership with parents/ guardians, pupils, the Special Educational Needs 
Organiser (SENO) and other outside professionals.  
 To set achievable and manageable targets for pupils attending the ASD Class.  
 To employ a variety of resources, equipment and teaching strategies to enable 
differentiation in the approach to the curriculum.  
 To provide access to an extended curriculum whereby pupils are taught in the areas 
of social skills, life skills training and stress management strategies.  
 To attempt to meet the sensory needs of pupils in ASD Class by providing access to 
sensory and sensory integration rooms.  



 

 To promote and encourage the integration of all pupils in the ASD Class within the 
mainstream school.  

  
Assessment.  
An assessment includes an evaluation of the nature and scope of the pupil’s ASD diagnosis 
and of the services which the pupil needs to be able to reach his potential and fully partake in 
and benefit from education.  
It may also include:  

 Screening tests in literacy and numeracy for all incoming first year pupils who are 
joining the ASD class.  
 Diagnostic and informal testing to clarify and identify the exact areas of strength and 
need.  

All testing is subject to the consent of parents/ guardians. Definitive conclusions will not be 
drawn from these tests. They are, however, used as part of a multifaceted assessment 
involving:  

 Information from primary schools- consultation with class teacher, learning support 
teacher/ resource teacher in the feeder primary schools.  
 Consultation with parents/ guardians.  
 Consultation, where appropriate, with pupils with ASD.  
 Feedback from subject teachers.  
 Consultation with outside professionals that are involved with pupils with ASD.  

All procedures, test results and information received are documented and filed. In addition, 
relevant information in relation to pupils with ASD specific educational needs is brought to 
the attention of mainstream teachers.  
  
Induction.  
It is the objective of the ASD Coordinator, ASD teachers, Class teacher and support staff to 
facilitate the successful transfer of pupils with ASD from their primary school to St Mary’s CBS 
Portlaoise. The ASD Coordinator will visit the pupils in their primary school and meet with 
the pupils’ class teachers and/or resource teachers. The pupils with ASD and their 
parents/guardians then visit the ASD Class and receive a tour of the school prior to 
commencement of new school year.  
  
Curriculum and Integration.  
All pupils attending the ASD Class in St Mary’s CBS Portlaoise attend mainstream classes in so 
far as possible. The ASD Classes will provide the relevant supports for pupils with ASDs to 
enable them to integrate into the mainstream classes, so as they can be taught alongside their 
peers with some/most of their learning taking place there. During time in the 
ASD classes, pupils have access to an extended curriculum (either individually or in a small 
group setting) where they will receive social and life skills training, a sensory programme and 
stress management strategies. Pupils will also benefit from pre and/or post tutoring of 
mainstream subjects.  
  
The Individualised Timetable.  
Pupils in the ASD classes operate from a modified timetable. The number of academic 
subjects undertaken is wholly dependent on their needs and abilities. Activities in the ASD 



 

Class are also individualised. Each pupil’s timetable is constantly under review and changes 
can be made throughout the academic year.  
  
Catering for unstructured time.  
Pupils in the ASD Class are provided with structured lunchtime activities, which are supervised 
by a teacher/ SNA. The majority of these activities are open to pupils in 1st and 2nd Year 
thereby enabling pupils in the ASD Class to socialise and get to know their peers in a 
structured, yet informal setting.  
  
Exams.  
Reasonable accommodations have been put in place in an effort to negate the stress that is 
associated with class tests and exams for pupils with ASD.  
Mainstream teachers are asked to give adequate notice of all class tests. Pupils in the 
ASD classes have the option of completing class tests within the ASD Class with the teacher 
or SNA. Pupils are given extra time (if required) to complete exams and may also be provided 
with appropriate reasonable accommodations if deemed necessary by the State Examinations 
Commission (SEC).  
This process is continued up to and including the Junior Certificate Examination (and beyond 
if necessary) where reasonable accommodations, if deemed necessary, are made 
for pupils with ASD and in consultation with pupils/ parents/ mainstream teachers.  
  
Staff Roles and Responsibilities.  
Special education teaching is a collaborative responsibility shared by all partners in the 
learning experiences. It is important that all partners contribute in the planning and 
implementation of our school plan on special education teaching.  
  

1. The role of the Board of Management is to:  
 Oversee the development, implementation and review of the provision 
of ASD teaching in the school.  
 Ensure adequate classroom accommodation and teaching resources are provided for 
the ASD teachers.  
 Provide a secure facility for storage of records in relation to pupils in the ASD class.  
 Provide financial support for professional development of ASD teachers and special 
needs assistants (SNAs), where appropriate.  

  
2. The role of the Principal is to:  
 Assume overall responsibility for the development and implementation of the school’s 
policy on the ASD class in co-operation with the Board of Management, teachers, parents 
and pupils.  
 Monitor the implementation of the school plan on ASD teaching on an ongoing basis.  
 Facilitate ASD teachers and SNA’s to increase their knowledge and skills by supporting 
attendance at appropriate continuous professional development opportunities.  

  
  
 

3. The role of the ASD Class Coordinator is to:  



 

 Work in collaboration with Senior Management to 
organise the timetables of pupils within the ASD Programme, the ASD teachers’ 
timetables and the SNAs’ timetables.  
 Daily timetable changes & multiple amendments to the timetable throughout the year 
which on occasion involve a complete redo of the timetable.  
 Managing, under school management, staff within the ASD Programme.  
 Liaising with school management, mainstream teachers and liaising with SEN 
coordinator.  
 Liaising with ASD Programme pupil’s taxi drivers and Laois school transport office.  
 Subject selection & in relation to non-curricular - design & planning.  
 Setting up and coordinating key teacher system and ensuring all SSPs/IEPs and subject 
plans are completed and shared with parents. Maintain records of every pupil who is in 
the ASD class and records of the support they are receiving. Have copies of every SSP and 
SSF. Arrange for review of progress for each child as deemed appropriate.  
 Apply for additional supports, for pupils in the ASD class, from the National Council for 
Special Education (NCSE): SNAs, assistive technology etc. / Appeal any decisions for 
current incoming pupils where appropriate.  
 Complete paperwork for Irish Exemptions for pupils in the ASD class 
where applicable.  
 Complete applications for JC RACE and LC RACE for pupils in the ASD class.   
 Arrange reasonable accommodations for pupils during formal house exams.   
 Weekly progress meetings with the ASD teachers and SNAs.  
 Assist the Career Guidance Counsellor when completing DARE for pupils from the ASD 
class, where appropriate.  
 Meeting with relevant professionals, in the pupil’s interest such as psychologists, 
speech and language therapists, occupational therapists, visiting teachers.  
 Support the Career Guidance Counsellor in co-ordinating entrance assessments in 
relation to incoming ASD class pupils.  
 Taking the primary role in the pupil’s enrolment process into the ASD 
Programme. Collating all application materials from 
prospective pupils. Visiting pupils who have applied in their primary/special school, 
observing them in class, completing reports, meeting with staff & ensuring all relevant 
materials are supplied by the schools.  
 Timetabling & running February visit & transition programmes for in-coming pupils  
 Adding to the ASD Programmes resource library.  
 Grant procurement and directing, with school management approval, subsequent 
resource purchasing. Liaising with suppliers re same.    
 Updating material for NCSE/SENO records.  
 Supporting pupils Disability Allowance claims.  
 Meeting and regular communication with parents/ guardians.  
 Respond to any ASD class scenarios that may arise during the year.  
 Create appropriate reporting forms for use by classroom teachers and SNAs.  
 Ensure information on the ASD pupils is regularly updated on Office 365 and made 
available to all teachers.   
 Reviewing weekly ASD Programmes, weekly staff reports, recording actionable 
observations and ensuring they’re followed through on.  
 ASD Programme policy development.   



 

 Liaising with ASD services.  
 Meeting with relevant professionals, in the pupil’s interest such as psychologists, 
speech and language therapists, occupational therapists.  
 Organising and facilitating a range of structured lunchtime activities.  
 Meeting parents of prospective pupils.  
 Liaising with other ASD Programmes/special classes.  
 Transition reports for all pupils graduating.  
 Ensuring the updating of/or new professional reports.   
 Liaising with post-secondary options.  
 Member of school SEN team.  
 Interacting with NCSE/Dept. of Education.  

  
  
  

4. The role of the class teacher:  
The class teacher has primary responsibility for the progress of all pupils in his/her class, 
including those who are part of the ASD class. In supporting the development and 
implementation of the school plan on special education teaching, the class teacher 
should:  
 Implement teaching programmes which optimise the learning of all pupils.  
 For each pupil who is in an ASD class, to collaborate as appropriate with 
the ASD teacher and coordinator in the development of an individual profile and learning 
programme by identifying appropriate learning targets and by organising classroom 
activities to achieve these targets.  
 To adjust the classroom programmes in line with the agreed learning targets and 
activities for each pupil who is in an ASD class.  

  
A key role of successful special education teaching is a very high level of consultation and 
co-operation between the class teacher and the ASD teacher. Central to this consultation 
is the development, implementation and review of individual profile 
and learning programmes.  
  
5. The role of the ASD Teacher is to:  
 Work with the ASD Coordinator to develop a Student Support Plan (SSP), for 
pupils who are part of the ASD class. This is done in consultation with the relevant parties 
e.g. the class teacher, parents, Guidance Counsellor etc. A common school template will 
be provided to complete the SSP (see appendix 1). Provide an electronic copy to 
the ASD Coordinator.  
 Keep daily work records for each individual or group of pupils they are teaching. A 
common school template will be provided to complete these records (see appendix 6)  
 Complete Monthly Plans prior to the month in question for each class and review 
targets at the end of each month. A common school template will be provided (see 
appendix 7).  
 Review targets set for pupils’ achievement at regular intervals during the school year 
and adjust as appropriate based on the evidence in the weekly records and monthly 
plans.  
 Attend scheduled meetings with the ASD Coordinator.  



 

 Liaise with the class teachers in such areas as individual pupil assessment and 
programme planning, as well as approaches to language development, reading, writing 
and mathematics for pupils experiencing difficulties.  
 Contribute at school level to decision making regarding the purchase of special 
education books and materials to be made available to pupils in the ASD classes.  
 To support the delivery of the mainstream curriculum in a way that meets the needs 
of students with ASD and to provide access to an extended curriculum, which will include; 
Social Skills training, Life Skills training, Sensory programme, stress management 
strategies etc.  
 Assessing and recording students’ needs and progress.  
 Direct teaching of the students on a one-to-one basis or group setting within the ASD 
Class.  
 Collaborating with class teachers regarding adapting the curriculum, teaching 
strategies, suitable textbooks, use of I.T. and a range of other related matters.  
 Monitoring and managing student’s behaviour and progress.  

  
6. The role of the SNA:  
 Give general assistance to the mainstream teacher and ASD class teacher, under the 
direction of the Principal, with duties of a non-teaching nature.  
 Attend weekly meeting with ASD Coordinator to discuss progress of student(s). (See 
Appendix 4 for template of Weekly Progress Report Sheet)  
 Duties shall be modified to support the particular needs of each student concerned.  
 
7. The Role of the Parent/Guardian:  

The role of parents supporting special education for their children is vital to its success. 
Specifically, parents contribute through:  

 Regular communication with the ASD teacher and the ASD Coordinator.  
 Creating a home environment where appropriate literature use can contribute to 
helping a pupil reach his potential.  
 Working with the child at home in a positive manner to help improve numeracy skills.  
 Fostering positive attitudes about school and learning in the child.  
 Encouraging the child to visit library.  

  
The Continuum of Support.  
The Continuum of Support is a problem-solving model of assessment and intervention that 
enables us to gather and analyse data, as well as to plan and review the progress of individual 
pupils.  
This problem-solving process is illustrated as follows:  
  
   



 

  

   
Figure 2: Problem solving process (SESS.ie)  
  
Pupils in the ASD classes will be at Stage 3 ‘School Support Plus’. The Continuum of Support 
suggests the following levels of support:  
  
Stage 1: Classroom Support:  
Classroom Support is the most common, and typically the first response to emerging needs. 
It is a response for pupils who have distinct or individual educational needs and who require 
approaches to learning and/or behaviour which are additional to or different from those 
required by other pupils in their class. Problem-solving at this level typically begins when a 
parent or teacher has concerns about an individual pupil. The teacher and parents discuss the 
nature of the problem and consider strategies which may be effective.  Classroom Support 
incorporates the simple, informal problem-solving approaches commonly used by class 
teachers to support emerging needs.   
  
  
Stage 2: School Support:   
In some cases, interventions at classroom support level are not enough to fully meet the 
pupil’s special educational needs. School Support may, therefore, be required. The class 
teacher needs to involve the AEN Coordinator in the problem-solving process at this point and 
it involves more systematic gathering of information and the development and monitoring of 
a School Support Plan. The concern may be identified through the whole school screening and 
monitoring systems (CAT4, in class assessment, informal observation, parental concern). 
Some pupils will need further individual or diagnostic testing to identify the nature of their 
needs (both learning and behavioural).   
  
Stage 3: School Support Plus:   
If a pupil’s special educational needs are severe and/or persistent, they are likely to need 
intensive support. School Support Plus will generally involve personnel outside the school 
team in the problem solving, assessment and intervention process. However, the information 
from Classroom and School Support work will provide the starting point for problem-
solving at this level. Classroom support and school support will continue to be an important 
element of the pupil’s individual education plan.  

  
  
  



 

  
Figure 3: Continuum of Support (NCSE.ie)  
 

A more comprehensive explanation of each stage can be in the Continuum of Support – 
Guidelines for teachers   
 https://www.education.ie/en/Schools-Colleges/Services/National-Educational-
Psychological-Service-NEPS-/neps_special_needs_guidelines.pdf  
  
Models of ASD provision.    
The following are possible models of provision that may be chosen as an option for 
a pupil with ASD after assessment of needs:   

 Curricular differentiation.  
 Team teaching/co-operative teaching.   
 In-class support/differentiation.  
 Inclusion of SNA in specific classes, providing support is approved by the SENO.  
 Small group withdrawal.  
 Individual withdrawal.  
 Organisation skills, social skills and life skills lessons.   
 Level 2 Learning Programmes (L2LP).  
 Curricular reduction – This may apply to a pupil with ASD who experience difficulty in 
coping with the full extent of the mainstream curriculum. This is only to be used as a last 
option after exploring all other possibilities. The principal, parents/ guardian, 
ASD Coordinator and guidance teacher must be involved in this decision and 
parent/guardian approval must be received.  

  
Student Support Files.                              
Under the new provision a file is created for each pupil who is in receipt of special education 
teacher.   
The Student Support File involves:    

 Gathering Information: Personal/ background details.    
 Educational details (primary school details/assessment and learning support details)    

https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/neps_special_needs_guidelines.pdf
https://www.education.ie/en/Schools-Colleges/Services/National-Educational-Psychological-Service-NEPS-/neps_special_needs_guidelines.pdf


 

 Categorisation of need (assessment reports/ information attained from parents 
/ ASD Coordinator/ Guidance Counsellor).   
 General profile based on formal/informal assessment, including classroom teacher 
information.  
 AEN provision.  
 Priority needs(s).  
 Setting targets for each priority learning need.  
 Identifying the strategies and resources required.  
 Relevant documentation.   
 Setting the date for review:  A review occurs at least once for each academic school 
year and may occur more often depending on pupil progress and 
circumstances. St. Mary’s CBS Portlaoise has created a standard SSF document to 
ensure that all available relevant information is included and that the SSP functions 
practically as a working document.   

   
Enrolment.   
The school Admissions Policy outlines the procedures regarding the enrolment of pupils who 
may require access to an ASD class in a secondary school (appendix 5).  

   
Transfer from Primary School.  
The transfer of information from primary level to post-primary level is vital to the successful 
support of pupils with ASD. Following acceptance of a place in the school, parents of incoming 
first years are invited to attend an information meeting outlining practical supports, structure 
of special education teaching, pastoral care structures and information regarding Reasonable 
Accommodations for Certificate Exams (RACE).   

  
The ASD Coordinator will also:   

 Visit or contact the feeder primary schools to collect up-to-date information.    
 Liaise with primary school and parents of pupils with ASD who would benefit from 
more than one visit to the school.    
 Meet with the parent/ guardian of pupils with ASD.   
 Establish communication with the primary school special education teacher.   
 Apply for assistive technology for pupils for where appropriate.   

  
Once accepted to St Mary’s CBS Portlaoise:   
All incoming first year pupils take a Cognitive Ability Test (currently CAT 4). These tests can 
also be used to identify strengths and needs of incoming pupils with ASD.  The ASD team will 
create learning targets for each pupil with ASD These targets are monitored and evaluated at 
regular intervals. Once achieved, new targets are set. At the beginning of each academic year 
all pupils’ places in the ASD class will be reviewed. This review will be used to determine the 
types of support needed and curriculum load.  

  
Resources.   
All mainstream classrooms have PC’s and overhead data projectors including the ASD 
unit which has a range of extra appropriate facilities including Inter Active Whiteboards and 
a Sensory Room.  

  



 

Reasonable Accommodations for State and House Examinations (RACE) .  
 The ASD Coordinator, in consultation with the Guidance Counsellor and 
Principal, applies for RACE provision for pupils with ASD, who meet the required criteria 
set down by the State Examiners Commissioners (SEC).  
 Information relating to RACE is provided to parents of incoming first years.  
 Further details are available in the RACE Guide for Exam Pupils which can be found 
on www.examinations.ie    
 The outcome of all the RACE applications, which have been made by the school, are 
decided by the SEC. Written notification of this outcome will be sent to the school. The 
school will then provide a copy of the written outcome to the parent/guardian and advise 
on the process going forward.   

COMMUNICATION.   
ASD Team:  
•   The ASD Coordinator and teachers of the ASD Department aim to meet formally at 

regular intervals throughout the year. Informal meetings occur daily.    
•   Throughout the academic year the ASD team can meet mainstream teachers formally or 

informally. There may be formal meetings at the beginning of the year between the 
mainstream teachers and ASD Coordinator with regards to incoming first 
year pupils with ASD.   

•   The ASD team members can communicate with each other through email using the school 
system; Office 365. Templates are available for the provision of information in relation to 
the pupils.  

  
Mainstream Teachers:  
 •  At the beginning of each school year, the ASD Coordinator updates a register of 

information focusing on the incoming first years who will be part of the ASD class. This 
information is shared using Office 365, and all teachers are made aware of its existence at 
the start-of-year staff meeting and encouraged to consult it regularly.   

•   ASD will often be on the agenda at staff meetings.    
• Teachers are kept up to date with regards to all pupils from the ASD 

classes through password encrypted email, detailing relevant pupil information.   
•   Information is also communicated via the Year Head and pupils support structures such as 

the Pastoral Care Team.   
  
  
  
Parents:  

 Parent information evenings.  
•    School Open Evening.  

 Parent-Teacher Meetings.  
•    Letters to the parents.   
•    Pupils Journal.   
•    Telephone Calls.   
•    Email.   
•   Meetings with the ASD Coordinator and Principal/Guidance Counsellor/Year Head 

where   relevant.    
  

http://www.examinations.ie/


 

Record-Keeping.   
Student support files and work records are kept electronically in a folder on Office365. Any 
hard copies will be kept in a locked cabinet in the ASD Coordinator’s office. All information 
is held in accordance with the directives of both the Freedom of Information and Data 
Protection Acts.  Pupils’ records will be retained in the school for the appropriate period 
of time, as determined by the Board of Management under the terms of data protection 
acts.      

Child Protection  
Teachers in Solas are aware of their responsibilities as mandated persons as per Children First 
Guidelines. All classroom and office doors in our school have a clear glass panel to allow a view of the 
classroom inside.    

 Where pupils receive support on a one-to-one basis, the ASD teacher is responsible for 
ensuring that both they and the pupil are visible through the glass panel in the door.   
 If the door must be closed, they are advised to sit in front of the glass panel with both 
themselves and the student visible.   

  

    
Exemptions from Irish.   

 In the case of pupils in special schools and in special classes in mainstream schools, and in 
recognising the authority devolved to the management authorities in decision making concerning 
the Irish language learning needs of the pupils concerned, a formal application for a Certificate of 
Exemption is not required. Pupils in special schools and in special classes in mainstream schools 
will therefore be exempt without holding a Certificate of Exemption.  

  
•   Guidelines in relation to Irish exemptions by the Department of Education and Skills can 

be accessed through the following URL:   
  
https://www.education.ie/en/Circulars-and-Forms/Active-Circulars/cl0052_2019.pdf  
  
End of Day Accommodation  
The pupils who are part of Solas are given permission to leave the school five minutes 
early. This is so that the pupils can avoid the crowds that occur at the final bell of the day, 
which may cause distress to pupils with ASD.  
  
This policy should be read in association with the following relevant school policies:  

 AEN Policy  
 Child Protection Policy  
 Data Protection Policy  
 AEN Assessment Policy  
 Irish Exemption Policy  
 Admissions Policy  

This policy has been informed by the following documents;  
 DE Circular 0053/2019 (Irish Exemptions) https://www.education.ie/en/Circulars-
and-Forms/Active-Circulars/cl0053_2019.pdf  
 DE Circular 67/2020 (NEPS Instruments of 
Assessments) https://www.education.ie/en/Circulars-and-Forms/Active-
Circulars/cl0067_2020.pdf  

https://www.education.ie/en/Circulars-and-Forms/Active-Circulars/cl0052_2019.pdf
https://www.education.ie/en/Circulars-and-Forms/Active-Circulars/cl0053_2019.pdf
https://www.education.ie/en/Circulars-and-Forms/Active-Circulars/cl0053_2019.pdf
https://www.education.ie/en/Circulars-and-Forms/Active-Circulars/cl0067_2020.pdf
https://www.education.ie/en/Circulars-and-Forms/Active-Circulars/cl0067_2020.pdf


 

 National Educational Psychological Service (NEPS) publication A Continuum of 
Support for Post-Primary Schools: Resource Pack for 
Teachers https://www.education.ie/en/Schools-Colleges/Services/National-Educational-
Psychological-Service-NEPS-/neps_special_needs_guidelines.pdf  
 DE Circular 12/2005 https://www.education.ie/en/Circulars-and-Forms/Active-

Circulars/sna12_05.pdf  
 DE Circular  30/2014 https://www.education.ie/en/Circulars-and-Forms/Active-

Circulars/cl0030_2014.pdf  

  
The Board of Management of St Mary’s CBs approved this Policy on:  
  
  

Signed:                         Date:22nd June 2021  
                  (Chairperson)  
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https://www.education.ie/en/Circulars-and-Forms/Active-Circulars/cl0030_2014.pdf
https://www.education.ie/en/Circulars-and-Forms/Active-Circulars/cl0030_2014.pdf


 

  
  
Appendix 1  

  

  

STUDENT SUPPORT FILE  
(Profile, Support Plan, Short Term Plan, Support Review Record)  

Name of Pupils    

Date of Birth    

Nature and Degree of SEN    

Assessed by    

Outside Agencies    

School Supports    

Date File Opened    

Date File Closed    

  
A Continuum of Support  

  

ACADEMIC SUCCESS  
  

SOCIAL, EMOTIONAL & 
BEHAVIOURAL COMPETENCE  

  
  
  

Log of Actions  
  
Date                  Actions  

    

    

    

    

    

    
  
  

    
  
  

    
  

 

 

 

 



 

 

 

PUPIL’S PROFILE  
  

Present Level of Educational Performance  
Assessment  

Date  Test  Administered by  Outcome  

  
  

      

  
  

      

  
  

       

  
  

      

  
  

      

  
  Summary of information from School Tests/State Exams  
  

Test  Subjects  Results  

      

      

  
General Information  
  

Attendance:   
    

Hearing:   
  

Vision:   
  

Medical needs:   
  

Motor skills:   
  

Hobbies and interests:   
  

Self-management skills:   



 

  

Concentration:   
  

Social and interpersonal skills:   
  

Self-esteem:   
  

Motivation:   
  

Study skills:   
  

ICT skills:   
  

Classroom work differentiated:   
  

Learning environment adapted:  
  

Yard/School environments adapted:   
  

Other interventions put in place in school:   
  

Approach to learning:   
  

  
Literacy Skills  
Language and Communication  
Receptive (Listening skills included here):   
Expressive:   
Pragmatic:   
Reading and Writing  
Early literacy skills:   
Phonological awareness:   
Phonics:   
Word attack skills:   
Sight Vocabulary:   
Fluency and accuracy:   
Comprehension skills:   
Penmanship:   
Content:   
Spelling:   



 

Numeracy Skills  

Early numeracy skills:   
  

Language of numeracy:   
  

Basic number facts and operations:   
  

Advanced operations:  
  

Problem solving:   
  

Functional numeracy:   
  

  

Strengths and interests  Concerns  

    

    

    

    

  
Priority Concerns  
.   
  
  

  
  
SUPPORT PLAN*Classroom Support   
                                                                                                                      School 
Support (Support for SOME)   
                                                                                                               School Support 
Plus (Support for A FEW)  
  
  

Pupils’s name    Age    

Lead teacher    Class/year    

Start date of plan         

Review date of 
plan  

      

Pupil’s strengths and interests  



 

  
  
  

Priority concerns  
  
  
  
  
   

Possible reasons for concerns   
  
  
  
  

Targets for the pupil  
  
  
  
   

Strategies to help the pupil achieve the targets   
  
  
  
  
   

Staff involved and resources needed  
  
  
  
  

Signature of parent(s)/ 
guardian(s)  

  

Signature of teacher    

  
 
 
 
 
  



 

SUPPORT REVIEW RECORD                                                                        Classroom 
Support  
                                                                                                                           School 
Support (Support for SOME)   
                                                                                                                 School Support 
Plus (Support for A FEW)  

  

Names of those present at review   
  

Date of Review  
  

What areas of the plan have been most successful and why?  
  
  

Have the pupil’s needs changed since the start of the plan, and if so how?  
  
  
  

Recommended future actions – what, how, who, when?  
  
  
  

Any comments from the pupil?  
  
  

Any comments from the parent(s)/guardian(s) comment?  
  

Signature of parent(s)/ 
guardian(s)  

  

Signature of teacher(s)    

  

Outcome of review (tick as appropriate)  

  Revert to previous level of 
support- Support for All/ 
Classroom Support OR Support 
for Some/ School Support  

  Progress to next level of support- 
Support for Some/ School Support OR 
Support for a Few/ School Support Plus  

  Continue at Current Level of 
Support  

  Request consultation with other 
professionals   
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Autistic Spectrum Disorders  
“Autism is not me. Autism is just an information processing problem that 
controls who I am.” Donna Williams, author of Nobody, Nowhere & Somebody, 
Somewhere Jessica Kingsley: London (1998)  
  
Pupils with ASDs are described as sharing a triad of impairments that  affects 
their ability to understand and use non-verbal and verbal communication, 
understand social behaviour – which affects their ability to interact with 
other pupils and adults – and think and behave flexibly, which may be shown in 
restricted, obsessional or repetitive activities. This triad may be described as a 
tripartite cluster of specific abnormal patterns of social, communicative and 
thought behaviours. It has been suggested that an additional dimension related 
to difficulties in processing sensory information might also be added to the 
triad.  
  
Impairments in communication refer to verbal and non-verbal communication. 
Verbal difficulties may include a delay in the development of language, 
comprehension difficulties, literalness, poorly modulated intonation and 
delivery of speech, echolalia (echoing speech), unusual vocabulary and 
repetitive use of language.  
Non-verbal difficulties include difficulty in empathising with others and in 
appropriately interpreting social cues, body language and facial expressions. 
Gestures are often stiff, stilted or over exaggerated.  
Pupils demonstrate a lack of flexibility of thinking and behaviour and one may 
notice poor social imagination, resistance to change, restricted and/or repetitive 
activities and routines, and an obsessional and narrow range of interests.  
Symbolic play and joint attention skills are also impaired in pupils with ASDs. A 
lack of ‘shared attention’ or difficulty participating in the activities or enjoyment 
of others has been highlighted as a particular challenge to teachers as it affects 
the pupil’s ability to share interests, have varied interests, adapt behaviour 
according to the situation, accept changes in rules and routines, engage in 
imaginative play with others, accept others’ points of view and generalise 
learning.  
Furthermore, pupils with ASDs may engage in hand flapping, rocking or 
spinning; demonstrate heightened sensitivity to noise, smell, taste, touch or 
visual stimuli; experience erratic sleep patterns; display unusual eating habits; 
engage in self-injurious or aggressive or hyperactive behaviour; exhibit an 
unusual posture or gait and possess irrational fears or phobias.  



 

Since the 1980s the idea has emerged of a spectrum which acknowledges the 
impact of both the range of general learning disability and level of ASDs for 
the pupil’s learning and teaching programmes.  
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WEEKLY PROGRESS REPORT  
  
Student Name: Date:  
  
Academic  
  
Behaviour  
 
Social:  
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Pupils with ASD  
Tips for Learning and Teaching for Mainstream Teachers  
Impairments in Social Interaction  
• Pupils with ASDs are literal thinkers.  
• Pupils are confused by the rules that govern social behaviour.  
• Pupils require direct teaching in social skills.  
• Be aware of the difficulties for pupils inherent in less structured situations such 
as break, lunchtime, in the corridor and in transitions between lessons.  
• Develop a ‘Buddy system’ with mainstream peers.  
  
Impairments in Language and Communication  
• Pupils require support in understanding the purpose and value of 
communication.  
• Attention needs to be directed to teaching social aspects of language such as 
turn taking and timing.  
• Use visual material and/or signing to support and facilitate pupils’ 
communicative initiations and responses.  
• Provide precise instructions for pupils to follow.  



 

• Always refer to the pupils by name as he/she may not realise that ‘everyone’ 
includes them.  
• Do not expect eye contact and never turn the pupil’s face towards you.  
• Keep verbal instructions brief and simple.  
Impairments in Imagination with a Restricted Range of Behaviours, Activities 
and Interests  
• Pupils must be helped to cope with new and/or varying activities.  
• Pre-empt the pupil’s anxiety that results from being presented with 
unstructured or unfamiliar situations without prior warning/explanation.  
  
Additional Tips for Learning and Teaching  
• Adjustments may need to be made to the classroom to address 
the pupil’s undersensitivity/oversensitivity to noise, smell, taste, light, touch or 
movement.  
• Structure the classroom environment to reduce distractions.  
• Secure pupil’s attention prior to issuing instructions/engaging in 
conversation.  
• Provide structures that assist pupils in understanding the duration of tasks.  
• Make the links between different tasks clear to pupils.  
• Use computers to support the pupil’s learning and teaching opportunities.  
• Disapprove of inappropriate behaviour and not of the pupils.  
  
*This information is from the Special Education Support Service Website 
(sess.ie)  
  
*Further detailed information available from Autistic Spectrum Disorders: A 
Guide to Classroom Practice, Autism Working Group (2003) Belfast: Department 
of Education, Northern Ireland (in March 2004 SESS issued all schools with a 
copy of this booklet, alternatively this booklet can be downloaded from sess.ie).  
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Admission Policy for St Mary’s CBS Solas (ASD Centre)  
Admission to Solas is governed by a policy and procedures additional to the 
Admissions Policy.  
Solas:  
Will give initial priority to applications from students already enrolled in St 
Mary’s CBS who have received their ASD diagnosis after enrolment and have 
been recommended for a place in an ASD classroom.  
Will give subsequent priority to applications for enrolment into First Year 
according to fulfilling the Selection Criteria in Category A in our general 
Admissions Policy.  
Subsequent priority will then be given to applications for enrolment into First 
Year according to fulfilling the Selection Criteria in Category B in our general 
Admissions Policy.  
ELIGIBILITY FOR ENROLMENT IN OUR ASD SUPPORT CLASS  
A student may be accepted for admission into the Solas when all of the following 
criteria have been met:  
The student has a diagnosis of an Autism Spectrum Disorder and is 
recommended for placement in an ASD support class in a mainstream post-
primary school by a psychologist, psychiatrist or multidisciplinary team 
approved by the HSE. St Mary’s CBS requests that such reports with a definitive 
and formal recommendation for a specialised post-primary ASD class must have 
been conducted within the last two years.   
A student who wishes to repeat a year in the school and previously had a place 
in Solas will also have to reapply for a place in Solas.  
Integration of students in mainstream is the priority of the unit. Although 
students attached to the support class have their own base in the ASD 
classroom, they will, when appropriate to the students’ learning, attend 
mainstream classes both with and without SNA support. The student must be 
capable of some level of integration into the whole school environment.  
To ensure our facility best meets the needs of the student, evidence must be 
provided that the student is capable of integration and a multidisciplinary team 
must support this. St Mary’s CBS classes are not high dependency 
unit / class / setting. Each application requires a report from the primary school 
outlining the student’s academic, social, emotional, behavioural and physical 
needs. The needs of the students already enrolled in the unit will also be taken 
into consideration when enrolling a new student.  
By applying for a place in the ASD class, parents / guardians authorise St Mary’s 
CBS to contact the stated primary school in advance of any offer of place to 



 

confirm and assess the information in the submitted educational / psychological 
reports from the parents / guardians with the application form. This is in keeping 
with the NCSE Guidelines for Setting Up and Organising Special Classes for 
Boards of Management and Principals of Primary and Post-Primary Schools 
2016. (Page 4)  
Because of the particular requirements in the running of the ASD class, and as a 
result of the lack of available places in the Portlaoise area, in the event of 
oversubscription for available places from any criteria category (A or B as listed 
above) for our ASD class, places will be determined by a lottery. The lottery will 
take place in St. Mary’s CBS as soon as is practicable after enrolment day. The 
lottery will be overseen by the school Principal and will be witnessed by the 
Deputy Principal, School Secretary, a nominee of the Board of Management and 
two representatives of the Parents’ Association.  
Each student entitled to participate in the lottery for admission to the ASD 
Classes will be typed by the Secretary on identical pieces of paper and placed in 
a drum. The Principal will draw names from the drum, one by one, until the drum 
is empty. The Secretary will record the outcome of the draw. Places will be 
offered in the order in which names were drawn until available places are filled. 
The remaining names will be placed on a Waiting List in the order in which the 
names were drawn from the drum.   
As a place in our ASD class becomes available the school will offer this place to 
the student on the waiting list.  
The available places will be offered and allocated in the waiting list order starting 
with Category A, then Category B until all available places have been allocated.  
Late applications from any criteria category will be processed at the end of this 
process.  
ENROLMENT POLICY FOR ASD SUPPORT CLASS  
The total capacity for the ASD Support Class is restricted to six students per unit, 
as determined by the NCSE (National Council for Special Education) and the DES 
(Department of Education and Skills).  
All applications for ASD Support Class will be considered within the context of 
the school’s Admission Policy.  
APPLICATION PROCESS  
The general enrolment application form is available from the school as per the 
Admissions Notice. All applicants must complete this form.  
Applications to the ASD Centre must be submitted with a completed general 
application form and should be made in line with the School Admissions Policy. 
The application form for a place in Solas is attached as an Appendix. All 
necessary and supporting documentation needs to be submitted to the school 



 

by the date specified in advance. If the documentation is not submitted, the 
offer of the place may be withdrawn.  
Applications for enrolment will be considered for eligibility by the ASD 
Enrolment Committee.  
The completion of a written application form for placement of your child does 
not confer an automatic right to placement in Solas.  
Prior to acceptance, parents/guardians will be asked to attend a meeting with a 
member or members of the Solas Enrolment Committee, to ensure that the 
needs of their child can be met within the resources available to the school.  
ESTABLISHMENT OF THE SOLAS ENROLMENT COMMITTEE  
The Board of Management takes ultimate responsibility for enrolling students 
with ASD in the school.  
The Board of Management will establish the Solas Support Class Enrolment 
Committee to consider all applications made.  
Members of this Committee are nominated by the Board to include the 
Principal, a Deputy Principal, the SEN Co-ordinator in the school and Solas Co-
ordinator.  
The role of the Committee is to advise the Board on matters relating to 
admissions to Solas.  
Where a student leaves Solas, for whatever reason, the ASD enrolment 
committee will make a recommendation to the Board of Management on how 
that place is to be filled.  
The Principal is responsible for implementing these guidelines under the 
direction of the Board of Management  
  
ON GOING REVIEW OF STUDENTS IN SOLAS  
As part of our constant review of the student’s progress and our ASD 
programme’s ability to meet their needs and deliver the most beneficial 
educational programme we follow the following model of evaluation:  
Regular assessing of:  
The academic, social and behavioural benefits of the student being enrolled in 
the ASD programme  
The level and quality of mainstream participation  
Student progress in general  
In cases where it is our professional opinion that a student is not benefiting from 
their place in Solas, and it is believed, with reason, that the student may benefit 
more in a different educational setting, (not mainstream) this will be discussed 
with parents and referred to the Board of Management to assess suitability for 
continuance on the programme. The Board may seek advice from 
the Solas Enrolment Committee.  



 

Students registered in Solas, subject to fulfilling the application criteria, may 
apply for the optional Transition Year Programme.  
  
Circular 14/2017  
St Mary’s CBS acknowledges the aims and objectives of Circular 14/2017.  
In accordance with Circular 14/2017, the management and administration of the 
DES resources is at the discretion of the Board of Management. Circular 14/2017 
does not supersede the Board’s overall responsibility to manage the school.  
St Mary’s CBS will not exceed the sanctioned number of places in the two ASD 
classes.  
It is the school’s position that the application of Circular 14/2017 does not 
equate to using the DES SEN (General allocation model) annual allocation for the 
provision of the supports and resources equivalent to that of a specialized 
setting such as a designated ASD class or other DES recognized special classes.  
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DAILY SCHEDULE -ASD CLASS- Portlaoise CBS  
  

DATE:                         Day: Monday  

1  
  

  
  
  
  

2  
  

  
  
  
  

BREAK    

3  
  

  
  
  
  
  

4  
  

  
  
  
  
  

LUNCH    

5  
  
  
  
  

  

6  
  
  
  

  

  

DAILY SCHEDULE -ASD CLASS- Portlaoise CBS  
  

DATE:                              Day: Tuesday  

1  
  

  



 

  
  
  

2  
  
  

  
  

  

BREAK    

3  
  
  
  
  

  

4  
  
  
  

  

LUNCH    

5  
  
  
  
  

  

6  
  
  

  

  

DAILY SCHEDULE -ASD CLASS- Portlaoise CBS  
  

DATE:                         Day: Wednesday  

1  
  
  
  

                                    
  

2  
  
  
  

  
  

BREAK    



 

3  
  
  
  
  

  

4  
  
  
  
  

  

LUNCH    

5  
  
  
  
  

  

6    
  
  
  

  

  

  
DAILY SCHEDULE -ASD CLASS- Portlaoise CBS  

  
DATE:                                  Day: Thursday  

1  
  
  
  
  

  

2  
  

  
  

  

BREAK    

3  
  
  
  

  

   



 

4  
  
  
  

LUNCH    

5  
  

  

  

6  
  

  

  

  DAILY SCHEDULE -ASD CLASS- Portlaoise CBS  
  

                           DATE:                                      Day: Friday  

1  
  
  

  

  

2  
  

  

  

Break    

3  
  
  
  

  

4  
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Portlaoise CBS-ASD CLASS  
Monthly Plan- Sept  

Subject Area  Target  Strategies  Outcome   

  
  
  
  
  

      

  
  
  
  
  
  

      

  
  
  
  
  

      

  
  
  
  
  

      

  
  
  
  
  
  
  
  

      

  
 


