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1. Introduction /School Context 

Our Lady’s Bower aims to develop the spiritual, intellectual, artistic, moral and social capacity 

of all students. The school is committed to providing an education in a caring and supportive 

environment facilitating each individual student to achieve her personal best. A quality system 

of Special Education Provision is integral to this commitment. Our school aims to create a 

framework where differences between individuals are accommodated and celebrated. All 

teachers are to assume an SEN role within their classes; collegiality and the sense of a shared 

responsibility is promoted. Policy development has an input from all staff and other partners 

within the school community. 

 

The purpose of this policy document is to provide information to school personnel and parents 

on how we organise provision for teaching and support of children with special educational 

needs.  

 

The term special educational needs is broad and includes children who have difficulty acquiring 

literacy and/or numeracy skills, children with difficulties with fine or gross motor skills, 

children who have English as an additional language (if that impacts on their progress) and 

children who have diagnosed disabilities. In this document, SEN can be taken to be special 

educational needs in this broad sense.  

 

The inclusion of students with special educational needs in mainstream schools is guided by 

relevant Legislation:  

- The Education Act 1998,  

- The Education Welfare Act 2000,  

- The Equal Status Act 2000 and 2001 

- The Equality Act (2004) 

- The Data Protection Acts (1998 and 2003) 

- The Freedom of Information Acts (1997 and 2003) 

- The Education for Persons with Special Educational Needs Act 2004, (EPSEN) 

- The Disability Act (2005) 
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Circular Letter 0058/2019 (Revising Circular 0035/2017)- Advice on the use of assessment 

instruments/tests for Guidance or for additional and special educational needs (SEN) in post-

primary schools. 

 

2. Children with Special Educational Needs Act 2022	

The term ‘special educational need’ is defined in the Education for Persons with Special 

Educational Needs Act (EPSEN Act) 2004 as ‘a restriction in the capacity of the person to 

participate in and benefit from education on account of an enduring physical, sensory, mental 

health or learning disability or any other condition which results in a person learning differently 

from a person without that condition...’. 

 

The EPSEN Act states that: The education of people with Special Educational Needs shall take 

place in an inclusive environment with those who do not have such needs. People with Special 

Educational Needs shall have the same right to avail of and benefit from, appropriate education 

as do their peers who do not have such needs. People with Special Educational Needs leave 

school with the skills necessary to participate, to the level of their capacity, in an inclusive way 

in the social and economic activities of society and to live independent and fulfilled lives. 

 

The level of support provided to students with Special Educational Needs is dependent on the 

resources allocated to the school from the Department of Education and Skills (DES) in 

conjunction with the National Council for Special Education (NCSE). 

 

3. Aims of SEN Support in Our Lady’s Bower 

Our school is committed to helping our pupils to achieve their full potential. The provision of a 

quality system of SEN support teaching is integral to this commitment.  

 

Through the implementation of our SEN policy we aim to:  

- support the inclusion of children with SEN in our school  

- develop positive attitudes about school and learning in our students 

- ensure that the Staged Approach/Continuum of Support is implemented (see below)  
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- optimise the teaching and learning process in order to enable students with learning 

difficulties to achieve adequate levels of proficiency in literacy and numeracy before 

leaving post primary school  

- enable students to participate in the full curriculum  

- support appropriate differentiation in the classroom  

- support student’s development both socially and emotionally  

- enable students to understand themselves as learners  

- involve parents in supporting their daughter 

- promote collaboration among teachers on learning support for our students 

- implement early intervention programmes designed to enhance learning and 

prevent/reduce difficulties in learning e.g. SNIP, NCCA Guiding comprehension 

 

 

4. School SEN Procedures  

The Transition Process from Primary School to Post Primary School 

We seek to identify and assess pupils with learning difficulties as early and thoroughly as 

possible and necessary to ensure that we can properly address those needs. This process begins 

with a visit by members of staff to all feeder schools. Primary schools   are informed of our 

Enrolment Night, which occurs each year. 

 

On enrolment night, staff trained in SEN are available to consult with parents/ guardians and to 

advise of the school provision. At enrolment parents are asked to inform the school if their 

daughter has a special educational need, if they have ever had a psychological assessment or 

speech & language report, if they are currently in receipt of learning support and if they have an 

Irish exemption. Parents/guardians of a student with special needs are advised to present 

documentation on enrolment. Students with identified needs are given the opportunity to visit 

the school during the summer prior to their commencement in 1st year. 

 

Primary schools are consulted regarding information on incoming first year students who are in 

receipt of learning support. Previous secondary schools are consulted where students move from 

another secondary school to Our Lady’s Bower. 
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The Identification Process 

Further to the procedures outlined above and in accordance with Section 14.1(e) of the EPSEN        

Act 2004, the school shall ensure that ‘teachers and other relevant employees of the school are 

aware of the importance of identifying children and students who have special educational 

needs.’ 

 

Upon enrolment all first-year students complete the CAT 4 test, which explores four areas of 

ability: verbal, quantitative, non-verbal and spatial. All parents receive an individual copy of 

their daughter’s results of the CAT 4 test.  

 

SEN information received from visits to national schools of incoming first year students   is 

delivered to staff on a class-by-class basis in September of first year. 

 

Test results alone are not considered in isolation but alongside information provided by 

parents, primary school, information from teachers etc. Those identified as having special 

educational needs receive learning support where possible. 

 

Other methods of identification of all students with special educational needs include classroom 

tests, observation by teachers, evaluation of homework, Yearhead academic tracking, language 

development and organisational skills and weekly SEN meetings. Staff always remain informed 

in relation to students with special educational needs. 

 

Teachers have access to the SEN tab on VSware which indicates the student’s assessed need. 

Information is also displayed on the special education noticeboard in the staffroom and on 

Teams in the SEN channel. 

 

The full professional reports are retained on file in the SEN office and are available to staff on 

request from any member of the special education team. 

 

The SEN team meet on a weekly basis and discuss special education concerns.  
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Access to Learning Support 

The NEPS continuum of support is used as a framework to provide support to all students with 

SEN. The support provided is based on the nature and extent of their individual need and is 

reviewed annually. 

 

Stage 1: Class-Room Support 

 It is a response for students 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 students in their class.  

 

Students with learning difficulties are given support by the subject teachers.  This may involve 

differentiated homework, provision of handouts/digital copies of notes, use of assistive 

technology by student.  If insufficient progress is made and the student is still having difficulty 

then Stage 2 (School Support) is implemented. 

 

Stage 2: School Support 

The subject teacher needs to involve the learning support/resource teachers 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 following criteria is used by our school to select children for supplementary teaching in line 

with the new model of Special Education Teaching (Circular No 008/2019) 

1. Children identified by subject teachers and /or who may have scored at or below 89 on CAT4 

assessments.  

2. Children with identified learning need and in need of extra support 

3. Children scoring at or below the 10th percentile and exempt from Irish.  

4. Children who have English as an Additional Language (EAL) and whose English needs 

further support.  

5. During the school year, students who are identified by teachers, parents/guardians, or who  

request it themselves can be accommodated within existing groupings if deemed appropriate 
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Stage 3: School Support Plus  

This stage 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. 

 

The school may formally request a consultation from other professionals outside the school in 

respect of children who fail to make sufficient progress after supplementary teaching or the 

implementation of a behavioural programme, as appropriate. Such professional advice is sought 

from psychologists, speech therapists, audiologists, occupational therapists etc. This is carried 

out in consultation with and with the permission of the child’s parents/guardians. Following the 

consultation, a Learning Programme is drawn up and reviewed periodically. 

 

Modes of Provision of Learning Support  

Provision for all students is based on NEPS continuum of support (as outlined above). Individual 

withdrawal is used only where a student requires specialised individual support. Co-teaching is a 

method of provision used with some students where the learning support teacher goes into the 

classroom and reinforces what the class teacher is teaching.  

 

Withdrawal for small groups usually occurs during subjects where students are exempt. The 

organisation of these groupings is the role of the Principal. Reduced Timetable may be an option 

for a student in keeping with the principles outlined by the Department of Education and Skills 

for reduced timetables.  

 

Informing Staff 

A list of students with identified needs is available on the SEN notice board in the staff room 

and this list is also available on Teams in the SEN channel.  The list is updated throughout the 

year by the SEN coordinator.  In addition, all teachers have access to psychological report 

recommendations and /or speech and language reports and individual student support plans for 

SEN students through VSware. 
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The SEN Coordinator prepares a student support plan for all students who have psychological 

reports.  This document provides background information on the student, her strengths, areas of 

need and sets achievable targets and is available for viewing in VSware for all staff. The profile 

is cognisant of any recommendations contained in their professional reports on file.  A Student 

Support plan is also prepared for students who do not have psychological reports but are in 

receipt of learning support. 

 

Roles & Responsibilities 

The role of supporting learning is a collaborative responsibility shared by all the school 

community: 

 

Board of Management 

 The Board of Management will:  

- be informed of the reviewed SEN policy and any updates to it.  

- ratify the SEN policy.  

- ensure that satisfactory classroom accommodation and teaching resources are available.  

- provide secure facilities for the storage of records relating to children in receipt of SEN 
support. 

 

Principal /Deputy Principal 

They will have overall responsibility for the school’s provision for children with SEN. Records 

are maintained of referrals made to NEPS and other outside services.  

 

At the beginning of each school year, the Principal, Deputy Principal and SEN co-ordinator 

meet with the NEPS psychologist to formulate a plan for the year, including assessments of 

pupils and professional supports for teachers.  

 

SEN Co-ordinator 

- Carrying out diagnostic testing if necessary 

- Meeting with parents of children who are in receipt of support teaching where a concern 
is ongoing.  

- Liaising with external agencies such as speech and language therapists, visiting teacher 
for the deaf etc., and implementing suitable recommendations, wherever possible.  
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- Implementing school policies on preventing learning difficulties, screening children for 

learning difficulties, interpreting the outcomes of diagnostic assessments and providing 

supplementary teaching, where it is deemed necessary.  

- Developing a Support Plan for each child who is selected for supplementary teaching, in 

consultation with students, parents and subject Teachers.  

 

Subject Teacher  

The subject teacher has primary responsibility for the progress of all students in his/her class, 

including those selected for supplementary teaching (Circular Letter 0058/2019).  The Subject 

Teacher will: 

- carry out diagnostic testing if necessary 

- provide effective teaching and learning opportunities  

- support the identification of learning difficulties  

- provide Classroom Support/Stage 1  

- follow guidelines in the Classroom Support Plans  
 

Special Education Teachers (SET)  

The central roles of the SET will be to  

a) support the subject teacher in optimising teaching and learning opportunities and  

b) provide specialised teaching to those children with identified special educational needs.  

 

SET responsibilities will consist of both teaching and non-teaching duties.  

These will include:  

- Carrying out diagnostic testing if necessary 

- Providing supplementary teaching commensurate with the student’s particular and 

individual needs.  

- Researching the child’s learning difficulty/SEN, to become familiar with their needs and 

their preferred learning methods.  

- Being familiar with a wide range of teaching approaches, methodologies and resources 

to cater for particular learning styles and to meet a variety of needs.  
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- Maintaining a Record, or equivalent, for each individual or group of children withdrawn 

for support teaching.  

- Administering a range of formal and informal assessments and maintaining records of 

the outcomes of those assessments. 

- Providing supplementary teaching in English and/or Mathematics to children who 

experience low achievement and/or learning difficulties at School Support/School 

Support Plus.  

- Supplementary teaching will also be provided for students whose social skills, gross/fine 

motor skills and English language skills need further development (EAL).  

- Delivering early intervention programmes.  

- Assisting the implementation of whole-school procedures for the selection of children 

for supplementary teaching. 

- Contributing to the development of SEN policy.  

- Providing advice to the Subject Teacher (if requested).  
 

Role of SNA  

The role of an SNA will be to carry out duties based on the care needs of the child. The tasks 

associated with these duties can be of a primary or secondary nature (Circular 0030/2014).  

The primary care support tasks may include:  

- Administration of medicine.  

- Assistance with toileting and general hygiene.  

- Assistance with mobility and orientation.  

- Provision of non-nursing care needs associated with specific medical conditions.  

- Care needs requiring frequent interventions including withdrawal of a child from a 
classroom when essential.  

- Assistance with moving and lifting of children, operation of hoists and equipment.  

- Assistance with severe communication difficulties including enabling curriculum access 

for children with physical disabilities or sensory needs and those with significant and 

identified social and emotional difficulties. The secondary care support tasks may 

include the following:  
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- Preparation and tidying of workspaces and classrooms or assisting a child who is not 

physically able to perform such tasks; to prepare and tidy a workspace, to present 

materials, to display work, or to transition from one lesson activity to another.  

- Assistance with the development of Personal Pupil Plans (PPP) for children with Special 

Educational Needs, with a particular focus on developing a care plan to meet the care 

needs of the child concerned and the review of such plans.  

- Assistance with maintaining a journal and care monitoring system for children including 

details of attendance and care needs.  

- Planning for activities and classes where there may be additional care requirements 

associated with particular activities.  

- Attending meetings with Parents, Special Educational Needs Co-ordinator (SENO); 

National Educational Psychological Service (NEPS); or school staff meetings with the 

agreement and guidance of subject Teacher/Principal.  

- Assistance with enabling a child to access therapy or psycho-educational programmes 

such as anger management or social skills classes, under the direction of appropriate 

personnel.  

- Assistance to attend or participate in out of school activities: walks, or visits, where such 

assistance cannot be provided by teaching staff.  

 

Role of Parents/Guardians  

The central role of parents/guardians of students with SEN is the same as all parents/guardians, 

i.e. to support the work of the school and to optimise teaching and learning opportunities for 

their child at home.  

 

Role of Student  

The role of the child with SEN will be that of active participant in their own learning; the extent 

and nature of this will depend on their strengths and needs. 
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Links with External Support Agencies 

Our Lady’s Bower has strong links with external agencies, which help support school 

management, staff, parents and students on a continual basis. 

 

National Educational Psychological Service (NEPS) - a meeting with school management 

scheduled annually at the commencement of the academic year to discuss time allocation, nature 

of work for the coming year, provision of professional development, whole school in-service etc 

 

Special Education Needs Organiser(SENO) – the school liaises with the SENO on an on- going 

basis throughout the school year and attends meetings with them when requested. 

 

Visiting Teachers – available on an ongoing basis to support and advise staff on teaching 

strategies, use of assistive technology etc. 

 

State Examinations Commission (SEC) – Deputy principal liaises with the staff in the 

reasonable accommodations section of the State Examinations Commission in support of the 

students with special educational needs applying for reasonable accommodations in the state 

examinations. 

 

5. Continuing and Discontinuing Supplementary Teaching  

At the end of each school year the progress of each child who is in receipt of learning support 

will be evaluated following consultation with the student and their parents/guardian. A decision 

will be made regarding their continued level of support and revised targets will be set in their 

Support Plan if required or continue with targets set if needed.  

 

The school may decide to discontinue supplementary teaching with some children when 

satisfactory progress has been made and targets have been met.  The school may also decide to 

discontinue supplementary teaching with some children who are now performing above the 

percentile laid down in the selection criteria for receiving support; however, if both the class 

teacher and support teacher feel such a child needs scaffolding to maintain this standard then 

continued supplementary teaching may be offered if places are available in the appropriate 

group.  
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6.  Monitoring Progress  

A Support Review Record will be completed by the parents along with their daughter via Teams 

towards the end of the school year. These reviews when completed are kept on Teams by 

management.  

 

7. Record Keeping  

Learning support teachers keep a record of work carried out with students in learning support 

class and these are scanned and uploaded in VSWARE in the docs tab under the relevant 

student. These record how the hours are allocated for each child.  

 

A file for each child is also kept in the filing cabinet in the SEN office. This file contains a copy 

of the child’s psychological report, copies of the Learning support class schemes of work and 

any other relevant correspondence relating to the child. Diagnostic Assessments and other 

checklists administered by the SET will be kept in the SEN office also.  

 

The Standardised Tests currently used in our school are: CAT4 (all incoming 1st years), 

WIATIII Word Reading and spelling diagnostic Assessments, DASH handwriting speed tests.  

School reports are issued to parents/guardians in December and June. These reports are saved on 

VSWARE.  

 

8. Liaising with Parents: 

Our Lady’s Bower operates an open- door policy and parents are encouraged to email or make 

an appointment to meet with school management/Yearhead/SEN coordinator/subject teacher 

should they have any concerns around their daughter’s progress in school. 

 

All application forms for Reasonable Accommodations and applications to the NCSE for 

additional resources are forwarded to parents/guardians for signature and review. 

 

The school may also organise meetings with parents of students for whom they may have 

concerns. If it is felt that a student requires referral for a psychological assessment the 

matter is discussed with the parents by the school management and/or member(s) of the special 

education team. The commissioning of the assessment will be dependent on the NEPS resources 

available to the school at that time. Parents can however at any time pursue an assessment 

privately themselves. 
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Integration of students with Special Educational Needs 

Our Lady’s Bower is committed to the holistic education of all its students. All students have 

equal access to the entire curriculum. Access to transition year is open to all students who may 

wish to opt for it, and a full range of subject choice is available to all students at senior cycle, 

including those with special educational needs.  

 

Differentiated methodologies are employed in all mainstream classes to ensure the participation 

of all students. The guidance counsellor ensures information about career development and 

alternative pathways to further education are explored. If required, the guidance counsellor 

supports a student’s DARE application. 

 

Timetabling for students with Special Educational Needs 

In the last term the special education team and school management discuss and review the 

arrangements in relation to the timetabling of special education during the previous year. The 

purpose of the review is to identify good practice and make recommendations for improvement 

for the new academic year. 

 

A lot of work is done during the summer to ensure that the timetabling of special 

education/resource classes/learning support classes is an integral part of the final timetable 

issued to staff/students at the commencement of the academic year. 

 

Special Educational Needs and the Physical Environment of the school 

Arrangements for the inclusion of students with special educational needs takes account of the 

physical infrastructure of the school and any changes that are required to facilitate the education 

and inclusion of these students. 

 

Physical Disability – As a new building there are no accessibility difficulties and students with 

physical disabilities gain aces to the upper floor of the building using the lift. SNA support may 

be required to accompany the student from class to class. 
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Hearing Impairment – The visiting teacher for the deaf meets the SEN co-ordinator to discuss 

the child concerned at the commencement of each academic year. A demonstration of the use of 

assistive hearing device takes place and any the visiting teacher also makes recommendations 

with regard to strategies for teachers in dealing with a specific child with a specific hearing 

impairment. 

 

9. English as an Additional Language – EAL students 

Our Lady’s Bower provides an education for all, which acknowledges, and is enriched by the 

diversity of ethnicity, culture and faith of its pupils. Equality of access to the curriculum for all 

pupils, including those for whom English is an Additional Language, is ensured not only by 

direct language support from teachers in smaller groups or on an individual basis, but also by a 

whole school approach. This comprises a learning environment that encompasses a varied range 

of teaching and learning strategies, multicultural and multilingual resources and displays, and 

whole school celebrations that embrace a wide range of world cultural events. 

 

EAL students in Our Lady’s Bower are those who are classified as new entrants. These have 

entered the country in the past two years, have an English Language Support requirement and 

have not received more than 2 years EAL support in schools inclusive of primary and secondary 

schools. In addition, the school annually enrols a number of students from other EU countries 

who may have EAL requirements. 

 

The NCCA EAL post-primary assessment toolkit will be used to ascertain student’s level of 

English. The needs of EAL students in accessing the curriculum need to be carefully planned. 

Teachers need to ensure that the language and learning needs of students are clearly identified 

and provided for (age appropriate). 

 

Effective Teaching Strategies may include:  

Pre-teach key words and topics 

Pre-teaching key words and topics allow EAL learners greater access to lesson content. Teachers 

can provide students with keywords in their home language using the translate function of 

Google Slides (or another appropriate medium). Keywords can be displayed in the classroom, 

taken down from the board, printed off or shared on teams to students.  
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Carefully chosen educational videos (in English or native language) will help an EAL learner 

understand the context and make the fullest possible use of their prior knowledge and language 

skills to access the lesson content. YouTube clips can be used to pre-teach a topic, during a 

lesson, to support homework or as a revision tool.  

 

Use simple, short, concise and clear sentences  

Use simple, short, concise, and clear sentences without any unnecessarily difficult words and 

phrases. Classroom instructions often include complex grammar, unnecessarily difficult words 

and phrases, phrasal verbs and idioms an EAL learner must get through to find the actual 

instructions. Typical class instructions can be a barrier to learning for EAL learners. This is even 

more important to remember when giving instructions on Zoom, Teams etc. 

 

Use visuals when explaining  

EAL learners will benefit from being provided with additional contextual support to help them 

make sense of the information conveyed to them in English. The use of images and graphic 

organisers (e.g. diagrams, grids, charts, timelines) are very useful for this purpose. Abstract 

concepts can be a barrier to learning for EAL learners.  

 

Simple highly visual images can provide considerable support. Use concrete rather than abstract 

starters to allow EAL learners greater access at the beginning of the lesson. An EAL learner may 

not know what a teacher is saying but with a carefully chosen visual the student will understand 

the context straight away. The student will be able to make the fullest possible use of their prior 

knowledge and language skills to access the lesson content. If possible, ensure images/ visuals 

are culturally familiar to all students. 

 

Activate prior learning/knowledge 

Activities that enable learners to activate their prior knowledge of the topic of the lesson 

facilitate greater understanding and engagement. Example strategies include taking advantage of 

the learner’s first language and finding out what the learner knows through questioning. 
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Promote bilingualism and use multilingual resources 

Bilingualism and multilingualism are an asset and the ability to use more than one language is a 

valuable skill that learners who use EAL bring with them, regardless of whether they are new to 

English or not. Learners actively use the languages they already know to learn English. 

YouTube clips can be used to pre-teach a topic, during a lesson, to support homework or as a 

revision tool.  

 

It is become increasingly accepted that you don’t need to separate a learner’s languages to 

encourage fluency. Their first language is a useful foundation to build on and gives them an 

opportunity to compare words and sentence structures and understand more quickly. 

 

Allow and encourage group work 

Group work increases students’ engagement and gives EAL pupils a chance to practice speaking 

in a less intimidating context. They might feel able to contribute to a small group discussion. 

This should be done with peers who are supportive and good language role-models to be in a 

group with EAL students. This will also help to facilitate friendships, giving the students further 

opportunities to develop their language outside the classroom. 

 

The independence of learners who use EAL can be fostered by developing their organisational, 

thinking and social skills (for instance, working co-operatively with others, taking turns and 

asking for help). In terms of organisational and thinking skills, teachers can provide learners 

with opportunities to model and extend what has been taught and support them in developing 

note taking and summary-writing skills. 

 

Teacher differentiation  

Differentiated learning includes modifying tasks, texts, homework and assessments. This 

approach requires the teacher to create completely different tasks, giving EAL students a 

different text to read or even a different assessment to help the students access the content using 

vocabulary that fits their level. 
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Formative Feedback 

Providing feedback, both positive and corrective, is extremely important. It shows the learner 

what they are doing right, building on their self-esteem, and gives them models for what they 

should improve. Strategies for giving feedback on spoken language include: 

- Informing the student of the correct sentence structure or pronunciation. 

- Talking about how to structure similar sentences to the one the student said, without 

directly correcting them.  

- Praising them for good attempts at difficult structures, or trying something new, even if it 

isn’t quite right. Don’t feel the need to correct every error. 

 

Strategies for giving feedback on written language include: 

- Acknowledging their effort and what they have done well. 

- Giving marks for good content, even if there are grammar, punctuation or spelling errors. 

- Writing clear examples of sentence structure that the learner is struggling with so that 

they can practice. 

 

Useful resources for teachers 

- The NCCA EAL Post-Primary Assessment toolkit  

- The NCCA Post-Primary intercultural guidelines 

- https://flashacademy.com 

- http://www.onestopenglish.com 

- https://www.pdst.ie/post-primary/literacy/eal/language-support 

- https://www.bell-foundation.org.uk/eal-programme/guidance/effective-teaching-of-eal-

learners/ 

 

 


