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Admissions Policy

Colaiste Mhuirlinne/ Merlin College, Doughiska, Galway City is a co- educational, multi-
denominational school and is a college under the patronage of Galway, Roscommon, and
Educational Training Board.

This Admissions Policy is prepared in accordance with the provisions of the Department of Education
and relevant sections of:

(a) The Education Act (1998).

(b) Education (Welfare) Act (2000).

(c) Equal Status Act (2000).

(d) Education for Persons with Special Educational Needs Act (2004).
(e) Disability Act (2005).

Our aim is to foster an environment of respect, integrity and positive learning in a safe and enjoyable
setting.

Mission Statement and Admissions.

Colaiste Mhuirlinne’s/ Merlin College’s Admissions Policy has also been drawn up with regard to the
school’s Mission Statement and Aims. The mission of Merlin College endeavours to foster a holistic

education in a caring learning environment that is inclusive and for all children in the community for
which it serves.

Rationale:

* This policy is aimed at making the enrolment procedures at Merlin College appropriate and
transparent.

* To putin place a consistent framework where all partners in education and the school are
informed and treated equally and fairly.

* Toactin compliance with Educational Legislation.

The Board of Management respects the right of parents/ guardians to send their children to a school
of the parents’ choice, subject to the resources available to the school including classroom
accommodation, class size, teaching resources and financial resources and subject to the capacity of
the school to provide for the needs of those who apply for admission. This policy provides for the
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admission of all boys and girls in the community regardless of religion, social class or educational
need within the limits of available accommodation and facilities.

The school has an open admissions policy that depends on the resources made available to it by the
Department of Education to ensure that an appropriate education may be given to meet the needs
of the child.

Special Education Needs

The Board of Management welcomes pupils with Special Educational Needs. At the earliest possible
opportunity the Board of Management will take all the necessary steps to identify children with Special
Educational Needs and become familiar with their needs. This will be done in consultation with the
school’s SENO.

The Board of Management will request the following information in relation to resources:

* A copy of the child’s Medical/Psychological Report

* A copy of the child’s Educational Plan (if available)

* A Professional Assessment

* Information on previous support structures: > Special needs assistant.
» Special class involvement.
» Specific needs worked on with a resource teacher.
» The requirement of behavioural Management.

* Visual/ hearing impairment.

* General learning disability.

* Travel/Mobility requirements.

Where further resources are required the Department of Education and Science (D.E.S.) will be
requested to provide the necessary assistance e.g. Special Needs Assistant, Specialized Equipment,
Transport, etc. Where such resources are not forthcoming from the D.E.S. the school may have to
postpone admission until the D.E.S. put such resources in place.

* On being offered a place in the school, parents are required to make the school
aware that their child has special educational needs.

* ltis the responsibility of the parents to make known to the school in good time
the special educational needs of their child. Failure to do so may affect the
school’s ability to adequately prepare for the child’s needs.

The Board and school, once aware of the incoming child’s Special needs or learning difficulties may
request the following as it deems necessary:

*  Access to previous Primary school records.

* A meeting with Parents/ guardians.

* Input and meetings with professionals dealing with the child and the child’s
parents.
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» The special needs section of this document needs to be read in conjunction with First Year

>

Enrolment criteria including Catchment Area provisions.

All students wishing to enrol in Merlin College in first year are subject to the Catchment area
provisions.

Enrolment for the ASD CENTRE or Moderate Learning Class will be decided in consultation
between the Parents, the school and other Educational Professionals especially the SENO. It
will be a requirement that Parents/ Guardians sign a consent form allowing the school to

access all Reports/ assessments with relevant professionals and to permit consultation
between such professionals and the school.

Consideration for places into ASD/ Moderate classes will only be made for those parents who
complete the ‘Expression of Interest Form’ into ASD/ Moderate class. Parents will receive
these forms after the child has been offered a place in to Merlin College. The Board of
Management and School management cannot ascertain the needs of the child if parents
have not explicitly expressed them. In other words, it is imperative that the parents make
the school aware of their desire to have their child educated in an ASD/ Moderate setting.

By not returning an ‘Expression of Interest Form’ the Board will consider a place for your
child in a mainstream setting only.

The school has two designated ASD centres which can cater for 6 children per room.
(Maximum of 12) Parents of ASD children naturally have the right for their child to attend as
a mainstream student but no provision can be made for them within the ASD Centre if they
have not been sanctioned a place within the ASD Centre.

Merlin College also has a Moderate Learning Class which can accommodate 8 students only.

Enrolment to both the ASD and Moderate Learning Class is dependent on consultation with
the SENO, availability of places and professional diagnosis and documentation. Students
from the catchment area will take precedence as stated above.

It may be possible to give concessionary places in the Moderate Learning Class to students if
a)Places are available b) Parents sign a consent form which acknowledges that if students
present with a formal moderate diagnosis and documentation their child will have to return
to mainstream.

Concessionary Places are for those students who have difficulty accessing the curriculum and
whose academic needs are great but do not have any formal assessment and/or educational
reports or learning disability.

The policy should be read in conjunction with the following Policies:

The School’s Code of Positive Behaviour.

The School’s Homework Policy.
The School’s Policy on Special Educational Needs.

The School’s Policy on Drugs and Substance Abuse.
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* The School’s Policy on Anti- Bullying.
* The School’s Policy on Accepted Internet Use.

» The School’s Procedures for students applying to repeat any year of any programme within
the school including repeating the Leaving Certificate Programme.

Students from within the school applying for a place on any programme within the school -
Established Leaving Certificate, LCVP & LC.

Important Note:

+ Parents and students wishing to enrol at Merlin College must make themselves familiar with
the Policies of the school. Policies will be made available at the school on request; the
school’s Website and on hard Copy available in the office Parents and students will also be
required to sign up to the school’s Code of Positive Behaviour before enrolment and
acceptance of all school policies.

» Admission to Merlin College, therefore, consists of agreeing to the policies that are put in
place by the school’s partners to ensure the best possible educational and developmental
outcomes for the student. This is acknowledged by signing such policies.

If, for whatever reason, administrative or otherwise, a parent/ guardian does not sign up to
the school’s Code of Positive Behaviour they are still expected to follow and accept these
statutory documents as they have been agreed in consultation with all of our educational
partners including the Board of Management and GRETB.

Curriculum

The curriculum of the school is governed by Department of Education and Skills regulations in
accordance with sections 9 and 30 of the Education Act of 1998. School capacity and the

requirements of the school curriculum inform the enrolment for educational programmes within
each year group
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First Year Enrolment Criteria:

Colaiste Mhuirlinne/ Merlin College is open to all boys and girls who must be 12 years of age
on or before the 1°' January in the calendar year following the child’s entry into first year.

Students must have completed 6 class.

Students from other countries must have reached a comparable standard of education.
Parents may be required to submit documentation/ reports to support the application.

The enrolment process begins when students are in sixth class in primary school.

Enrolment information is distributed to sixth class students in the catchment area schools
each year. (Please read Catchment Area Note) This information is available to others on
request. Information regarding Enrolment night will be advertised in the local press and
media and on our website www.merlincollege.ie and our FB Page.

The Board of Management of Colaiste Mhuirlinne/ Merlin College will determine on a yearly
basis, after consideration is given to demand, resources (Extra tuition/ Learning Support and
rooms needed to carry out such duties, teaching allocations, Optional Subjects etc. and in
consultation with School Management to determine when the 1% Year Group is considered
to be full. Health and Safety will be a priority and will influence greatly such considerations.

Application Process:

The formal application process begins in October, prior to the year of entry, on Enrolment
Night. Application forms will be given to parents on this night. Their application forms will
be stamped and dated. Parents/ guardians will also receive a receipt to state that their
application has been received. It is important that parents/ guardians take responsibility for
holding onto their receipt.

Important: An application form is only deemed valid if it has all requested documentation.
Parents will be advised on Open Night when Application Forms have to be returned.

Documentation:

D NN NN

Signed Code of Behaviour by Parents/ Guardians and Child.
A copy of applicant’s Birth Certificate and two passport photographs.
Completed application form.

Assessments/ Reports.
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v" School Reports if requested.

= Application forms will also be made available at the school office. The application form will
be receipted by date stamping and photocopying form and returning to parent.
+  Application Forms must be returned to Coldiste Mhuirlinne/ Merlin College after Open

Night. The exact date will be given every Open Night. Proof of delivery of application forms
to the college is the responsibility of parents/ guardians.

Late Applications
*  Application Forms received after deadline advised on Open Night are put on a waiting list in
order of the date in which it was received. Parents will receive receipted confirmation of
application. Proof of delivery of application forms to the college is the responsibility of
parents/ guardians.

* Late applications from applicants within the Catchment area will take precedence over
students outside the catchment area.

Colaiste Mhuirlinne/ Merlin College was established in 2013 under the patronage of GRETB taking its
first intake of students in August, 2013.

» The school will serve students in the Doughiska, Roscam, Ardaun (DRA) area.

All three areas within the locality of the school are inside ‘The Good Shepard Parish’. The Good
Shepard Parish was created and defined using the CSO electoral map boundaries. Therefore, the

defining catchment for Merlin College (as seen in the diagram below) is the electoral area for DRA or
the Good Shepard Parish.
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Colaiste Mhuirlinne/ Merlin College Established Catchment Area Data
taken from CSO Census 2011.

Doughiska, Roscam and Ardaun all lay within the Good Shepherd Parish. In respect of small area
profiles as used in the census the profile numbers are : 1001,1002,1003, 1004,1005,

1012,1013,1014,1015,1016,1017,1018,1025, 1026, 1027, 1028, 1029, 1030, 1031,1032,1033,1034,
1035,1036, 1037,1038 and 1039.

Google earth
< "

o

> Enrolments to first year will be accepted from applicants who reside within the
catchment area.
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> Applicants to first years who reside outside the established catchment area will be
accepted subject to the availability of places in the school. Where it is anticipated that the
school will not be able to physically accommodate all the new entrants to first year who
enrol during the enrolment period those applicants from outside the established
catchment will be advised that their application is being accepted only on the condition

that sufficient places/accommodation will be made available. Therefore, they will be put
on a waiting list.

» Where the number of such applicants (who meet the criteria) exceeds the number of
available places, the students to whom confirmed places will be offered will be decided
by lottery to be conducted by the CEO of GRETB or his nominee;

> New applicants to first year who enrol after the enrolment period and prior to the
commencement of the school term in August/September each year will be accepted on a
"first come, first served" basis subject to the availability of places. If there is no places
they will be placed on a waiting list.

» Once the school term has commenced, all applications for enrolment will be dealt with
under the Transfer of Students section.

Literacy and Numeracy Assessment

O An assessment that examines aptitude, literacy and numeracy will be carried out by the
school on students wishing to enrol into 1% Year. This is not an entrance exam.
Instead, it is an assessment that will enable the school to identify the abilities and needs of
the children enrolling. The information will also be used to devise strategies to improve
Literacy and Numeracy in the school for the benefit of the child in line with Department of
Education guidelines.

This assessment will be carried out prior to entering the school but after the child has been
enrolled. Students and parents will be notified of the date for this test.
Note: This assessment may be on a Saturday and is a mandatory requirement to fulfil the
Admissions application process.
The three assessments we carry out are
* Cat 4 (Cognitive Ability Test)
* Ngrt (Natonal Group Reading Test)
*  PMT (Progressive Maths Test)
Parents will receive results of these assessments at a later date.
The WRAT assessment will be carried out in students who are at the end of their 2" and 5% Year for
the purpose of accommodations (RACE) in their state exams. Parental Consent is needed for this
assessment)
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1%t Year enrolment acceptance criteria are as follows:

Strand 1: students from the catchment area of Doughiska, Roscam, Ardun. (DRA) as
defined under Heading Established Catchment Area.

If places are not filled after Strand 1 applicants will be offered a place from Strand 2.

Strand 2: Students who attend Merlin Woods Primary School. As we share the same
campus with Merlin Woods Primary School and share the same desire to educate children in
the area whilst establishing good relationships the school believes it is essential that students
at this Primary School are afforded the opportunity to attend Merlin College and continue
their educational journey in Doughiska.

If places are not filled after Strand 2 applicants will be offered a place from Strand 3.

Strand 3: Applicants who have siblings in the school or children whose parents/ guardians

are staff members in the school.
Thels Year enrolment figuredecided will be based on Department of Education allocations, overall
capacity to cater for the amount of students, provision for accommodation and overall resources and
school structureslt will also be decided on Health & Safety requirements. Students wishing to
enrol into other year groups will be met by the same considerations.

Applicants will be offered a place shortly after Open Night (usually within two weeks). The
completed acceptance form must be returned to the school within 7 calendar days of receiving the
offer. Failure to do so will result with the offer of acceptance being withdrawn.

Decision making:

The Board of Management’s decision will be made in accordance with School Policy, the Education
Act (1998), the Education Welfare Act (2000), the Equal Status Act (2000) and other relevant
legislation.

The Board of Management wishes to clarify that aftéivear, entry into any subsequent year, or any
subsequent course is contingent upon a record of good behaviour aspkecation with the School,
its Mission Statement and Code of Positive Behaviour, and other Policies.

SUMMARY OF ACCEPTANCE

Applicants will be offered a place usually within two weeks of the enrolment deadline. They have 7
(Calendar) days to accept the offer. After this date if they do not accept or respond their application
will be deemed to have lapsed. Their place will then be offered to the next catchment area late
applicant on the waiting list and so on until the first year quota is filled.
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Transfer of Students from another School/College other than 1% year

While it is appreciated that in certain exceptional circumstances transfers are unavoidable (e.g. a
change of residence or a family moving into the area) as a matter of general policy transfers into the
school are discouraged in the overall interests of the continuity of the student’s education.

An application to transfer is defined as one from a student who has previously enrolled in another
school in or outside the catchment area or from a student who makes application after the
commencement of the autumn school term. In general it is not the policy of the Board of Management
to accept transfer applications from students previously enrolled in other local post — primary schools.

Applications from students wishing to transfer into the school should be accompanied by a letter
setting out clearly the reason(s) for the application and the following documentation:

(i) Completed enrolment form
(ii) The two most recent reports from the pupil’s previous school

(iii) A written reference / report from the previous school
(iv) A statement on special needs, if relevant

The college also reserves the right to request a confidential reference from the authorities in
previous school(s).

Having due regard to the statutory and constitutional rights of parents and their children, the Board
of Management reserves the right to refuse any application in particular circumstances, which might
include but is not exclusively confined to the following:

(i) An established prior record of poor behaviour from previous schools
(ii) Lack of adequate resources to cater for particular needs of the student
(iii) Insufficient educational attainment to participate in a particular course
(iv) The Year group is deemed to have reached maximum capacity (This is

determined the same as First Year (See above)

Applications to transfer into the school will be considered having regard to the overall wellbeing of
existing pupils and the availability of physical space and resources. Following consideration by the
School Authorities of individual applications to transfer into the school, where the authorities have
good grounds for forming the fair and reasonable opinion that it would not be in the best interests of
the existing students and/or the applicant to accept such a transfer, it is the policy of the school to
refuse to enrol such applicants.

Applications will not be accepted from students who are the subject of ongoing disciplinary
proceedings in another school which includes any ongoing statutory procedures in accordance with
the Education act 1998 or the Education (Welfare) Act 2000.

In general, it is the policy of the School Authorities not to accept transfers during the school year.
However in the case of students whose family have moved into the catchment area and who are not
enrolled in another post primary school, applications will be considered.

All transfer applicants must be interviewed by the School Authorities.
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As demand for places to Colaiste Mhuirlinne/ Merlin College has increased dramatically in recent
years it will be unlikely to consider applications for transfers as the quota is normally reached.
Even if students leave, it does not necessarily mean that vacancies exist for if the Option Lines are
full the Year Group is full. (Optional Subjects in many cases due to Health and Safety only allow for
24 students per class)

Right of Appeal

An applicant who is refused enrolment has a right to appeal against the decision of the School
Authorities of Coldiste Mhuirlinne/ Merlin College to the Chairperson of the Board of Management.
Such an appeal should be made within 14 days of the date of written notification of the refusal. The
appropriate forms and guidelines are available from the school secretary during normal school office
hours. Intending appellants should contact the National Education Welfare Board who will put them
in contact with their local Educational Welfare Officer who will be able to offer advice and assistance
on the appeal procedure.

Board of Management

Right of Refusal: Ultimately, the right to refuse admission to Merlin College is a matter for the
Board of Management. Their decisions will be based on good faith, natural justice, educational
legal principles, the rights of the child and the rights of the school community that it serves.

The Board of Management reserves the rightefusean application for admission in exceptional
circumstances, e.g. if the school is unable to acquire the resources necessary to meet the needs of
the child and/or provide the student with an appropriate education.

The Board of Management reserves the right to refossmit a student whose behaviour and/ or
attendance record in his/ her previous school has been unsatisfactory and/ or if the student poses an
unacceptable risk to other students, to school staff and property and to health and safety in general.

The Board of Management reserves the right to refuseission if references from previous
school(s) are unsatisfactory. (Including Transfer application Form: Appendix 1.) or ongoing
disciplinary hearings (Read Transfer of Students from another school/ college)

The Board of Management reserves the right to refussission if the parents/ guardians fail to
provide necessary, relevant and requested documentation and/ or fail to attend requested meetings
with Principal and/ or other professionals regarding the child’s admission to the school.

The Board of Management reserves the right to retossimit a student if they fail to follow
Admissions procedures or do not meet the proper criteria.
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{ achieve Create Becop,
S

WHAT YEAR DO YOU HOPE TO ENROL YOUR CHILD? EG 2016/17

STUDENT PROFILE

NAME

ADDRESS

DATE OF BIRTH

AGE

PPS NO.

PASTIMES/
HOBBIES

PRIMARY SCHOOL OR SECONDARY SCHOOL IF APPLYING TO TRANSFER FROM ANOTHER SCHOOL

SCHOOL

NAME OF SCHOOL

CURRENT CLASS

YEAR CHILD BEGAN
IN THIS SCHOOL

DETAILS:

DOES YOUR CHILD
RECEIVE SNA
SUPPORT?

DETAILS:

DOES YOUR CHILD
RECEIVE RESOURCE
HOURS?

DETAILS:

DOES YOUR CHILD
HAVE
EDUCATIONAL
ASSESSMENT
REPORTS?

DETAILS:

DIAGNOSIS IF ANY:

IN WHAT SCHOOL
YEAR DID YOUR
CHILD STOP
STUDYING IRISH?

ONLY ANSWER IF YOUR CHILD DOES NOT STUDY IRISH

EXAMPLE: (2007) FIFTH CLASS..

IS YOUR CHILD
EXEMPT FROM
STUDYING IRISH?

DETAILS OF EXEMPTION: YEAR, BY WHOM ETC.
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FAMILY

FAMILY

MOTHER/
GUARDIAN NAME

MOTHER MAIDEN
NAME

OCCUPATION

MOBILE PHONE

E- MAIL

FATHER/
GUARDIAN

OCCUPATION

MOBILE PHONE

E-MAIL

CHILDREN

NO. CHILDREN IN
FAMILY

POSITION OF
APPLICANT IN
FAMILY

ANY BROTHERS / THEIR NAMES:
SISTERS

ATTENDING

COLAISTE
MHUIRLINNE?

MEDICAL

DOCTORS NAME PHONE:

MEDICAL
CONDITIONS

DOES CHILD HAVE | YES MOTHER/ GUARDIAN MEDICAL CARD HOLDER | YES
A MEDICAL CARD?

NO FATHER/ GUARDIAN MEDICAL CARD HOLDER NO

OTHER

RELIGIOUS AFFILIATION (IF
ANY)

NATIONALITY OF CHILD

NATIONALITY OF FAMILY LANGUAGE SPOKEN AT HOME
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Pl ease enclose copy of childoés birth certificate and

NB: This application form denotes an expression of interest only in a place for your child at Colaiste
Mhuirlinne/Merlin College. It is not an offer of acceptance and must not be considered as such. The enrolment
process begins on Open Night for each academic year.

John Cleary (Principal) Colaiste Mhuirlinne/MerlinCollege,Doughiska, Galiidy091-769 000 e-mail
john.cleary@gretb.ier go towww.merlincollege.ieor facebookmerlincollege

CODE OF BEHAVIOUR/ ANTI- BULLYING POLICY

Please Note: Accepting a place at Colaiste Mhuirlinne/ Merlin College for your son/ daughter infers
compliance with the school’s Code of Positive Behaviour which also includes our Anti- Bullying policy.
Itis available to read on www.merlincollege.ie. A copy of the policy will also be made available to read
at the school upon request.

The Code of Positive Behaviour must be read and the compliance letter signed by you and your child
before your son/ daughter can be accepted in our school.

Once you sign the offer of acceptance form and the Code of positive behaviour form it will be
considered that your child has a place in our school for 2016/17.

Personal Data on this Form

Galway and Roscommon Education and Training board is registered as a Data Controller under the Data
Protection Acts 1988 and 2003. The Personal data supplied on this form is required for the purposes of student
enrolment, registration, administration, child welfare and to fulfil other legal obligations. Contact details may
also be used to notify you of school/ GRETB events or activities. While the information provided will generally
be treated as confidential to GRETB, from time to time it may be necessary for us to exchange personal data on
a confidential basis with other bodies including the Department of Education & Science, the Department of
Social & Family Affairs, An Garda Siochana, the Health Service Executive, the National Educational Welfare Board
or with another school (where the student is transferring). We rely on parents/ guardians to provide us with
accurate and complete information and to update us in relation to any change in the information provided.
Should a parent/ guardian wish to update or access their own or their child’s personal data they should write to
the school Principal.

NOTES: Data supplied in this form comes under the terms of the Data Protection Acts 1988 & 2003
and the Freedom of Information Act 1997. This data is retained for use by the school & the Dept. of
Education & Skills. | have read and understand the Admissions Policy as available on
www.merlincollege.ie . It is my responsibility to ensure the college has up to date contact details for
my family during the duration of my son’s/daughter’s time in the college.

Signature of Parent/ Guardian: Date:
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OFFICE USE ONLY Date & time received

FOR TRANSFER STUDENTS ONLY

This form should be completed, stamped and signed by the Principal of your present school
or last school attended

Student Name:

1. Academic Progress to date: Excellent _Good_ Fair _Poor__ -

2. What is the student’s percentage attendance?

3. Has this student ever been suspended or sent home?

Was the student expelled? (Please give details)

Please comment briefly on each of the seven areas below:

(i) The student’s punctuality

(ii) Respect for teachers

(iii) Commitment to study and completing homework

(iv) Was the student ever found in possession of drugs or alcohol on the school
premises?

(v)

Has the student absented himself/herself from school without permission?
(vi) Has this student ever been cheeky or aggressive towards teachers in class?

(vii)  Has the educative process of other students ever been disrupted by the actions of
this student?
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5. Has the student been in receipt of Learning Support? Yes No If the
answer is yes, please give

details

6. Has the student received EAL support? (English as an additional language) Yes _
No

7. Has the student been granted SNA hours and/ or resource hours by NCSE?

8. Has the student been assessed by an Educational psychologist? Yes__ No
Please attach copy of Psychological Report if available.

General Comment:

Signed: Date:
PRINCIPAL

Telephone:

Appendix 2.

Please write your letter here explaining the reasons why you wish to transfer from the
Secondary school you are currently in to Colaiste Mhuirlinne/ Merlin College, Galway.
Letter to Board of Management

Date:

Dear Board of Management,
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Signed: Date:
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