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Ref: NCSE 02/06

To: The Management Authorities of Secondary, Community and Comprehensive Schools, and the Chief Executive Officers of Vocational Education Committees

	The National Council for Special Education
Information and Guidelines for Second Level Schools in Processing Applications for Resources for

Pupils with Special Educational Needs




NCSE 02/05 and DES Circular PPT 01/05 set out the position regarding the submission of applications for resources (additional teaching support, SNA, assistive technology and transport) to the Council in relation to pupils with special educational needs. Schools should also refer to these guidelines when submitting applications.

Applications for resources may be submitted in accordance with the guidelines below.
1. Applications Process – Submission of Applications by School/VEC for Resources for the 2006/07 Academic Year

The applications process, which will apply in both mainstream and special classes is set out below

Applications may be submitted on receipt of these Guidelines.

1 (a) Merging of the SN1 and SN2 Processes: Schools/VEC to forward Details of 

        Existing Pupils with SEN and of Pupils for Whom Applications are Now Made
· The NCSE is introducing slightly modified SN1 and SN2 forms to correspond with our own recording requirements.

· Schools can now forward the NCSE SN1 (see Appendix 1) and NCSE SN2 (see Appendix 2) forms to their SENO at the same time rather than on two different dates as was the case last year.

· A new form (NCSE SN3) is being introduced and should be used for pupils enrolled in a special class(es)/Group.


Mainstream Classes
· Schools should list the pupils with SEN arising from a disability for whom they are applying for resources together with the list of such pupils already accessing resources, in one group to their SENO, rather than as two separate exercises, as was the case last year. As in 2005, the new applications should be accompanied by the relevant professional reports, as appropriate. 

· The group of applications for mainstream classes should be listed on the form NCSE SN1 06/07, a copy of which is attached (see Appendix 1).

· Schools should also list those pupils who are already accessing resources in mainstream classes and who will be still enrolled in September 2006 on form NCSE SN2 06/07, a copy of which is attached (see Appendix 2). 

Special Classes in Mainstream Schools
· Schools with special classes should list pupils who are enrolling in a special class on form NCSE SN3 06/07, a copy of which is attached (see Appendix 3). This form will also enable schools to list those pupils already enrolled in special classes. 

When this form is received, the SENO will make arrangements to contact the school to determine precisely the position in relation to the level of resources applicable.

1 (b) Use of Professional Reports
It is very important, when submitting the group of applications, that the most recent professional reports are used. However, in the case of the following disabilities, reports prior to January 2002 will need to be supplemented by additional information.  

· Borderline Mild Learning Disability

· Specific Learning Disability

The supporting information required is set out in Appendix 4.

In the case of a pupil with a Mild General Learning Disability, a report prior to 1st January 2002 may be used, providing the report was used to enable the pupil to access resource teaching at primary level.

1 (c) Information on Pupils with SEN Currently Accessing Resources Who will 

Continue to be Enrolled in September 2006.

· Under section 23 of the EPSEN Act 2004 the NCSE is required to prepare an implementation report to the Minister by the autumn of 2006 outlining how all provisions of the Act will be implemented.  An integral part of that report will be  addressing Section 41 of the Act by identifying persons to whom special educational and support services are provided and the planning of future provision.  In order to meet these requirements it is vital that up-to-date accurate data is available.

As stated above, schools should list those pupils with SEN currently enrolled in the school who are accessing resources and who will still be enrolled in the school in September 2006 on Appendix 2 or 3 as appropriate. It is important to note that the school is not making a fresh application for these resources but is setting out how such resources are accessed.

· Schools should submit a NIL return if there are no pupils with SEN in the school at present by 24 April.

· The following information is required in respect of each pupil with a disability with SEN currently enrolled in the school, by class. 

This form will list

· the name of the pupil

· PPS Number where available 

· date of birth 

· the disability category/code (as per Appendix 5) 

· the resources the pupil is accessing (Teaching Support Hours, SNA, Transport, Assistive Technology). 

1 (d) Schools with No Current SENO – Applications Process
Since the transfer of functions from DES to the Council in January 2005, all primary schools, special schools and second level schools are situated in one of 80 districts in which they submit applications for resources to the relevant SENO. 

At present there are a number of such districts where a vacancy has arisen or where the SENO is on extended leave. The relevant schools in these districts have been requested to forward any applications for resources to the Council head offices in Trim and in this regard, applications should be forwarded to

Marian Rodgers, Operations Section, NCSE Head Office, Mill Street, Trim, Co Meath

Every effort will be made to ensure that these applications are dealt with promptly in order that schools may plan for the 2006/07 academic year.

1 (e) Submission of Applications Where the Pupil Does Not Meet the Criteria for the Allocation of Resources
In 2005, approximately 40% of applications submitted from second level schools did not meet the criteria for the allocation of resources under the criteria as set out in DES Circular PPT 01/05. On an initial examination of these applications, it would appear that the majority would have been submitted in respect of pupils with a Specific Learning Disability or pupils with emotional disturbance and/or behaviour problems. 

Schools should take particular care that the DES criteria in this regard, which are referred to in DES Circular PPT 01/05 are met before submitting applications.

1 (f) Supplementary Applications 

While schools should endeavour to forward applications in one group, it is understood that in a small number of cases, applications may be submitted after the initial group has been forwarded to the SENO e.g. because professional reports are now only to hand. Similarly in September next, it is likely that schools may only then be aware of the special educational needs of a number of pupils who have enrolled in the school.

In such circumstances, a supplementary group form should be submitted, which supplements the original group of applications. This form will not require you to list the existing pupils but will permit you to list those pupils for whom professional reports are enclosed. It will also enable the school to list any changes in enrolment since the previous application for resources e.g. as a result of a child with SEN leaving the school. The relevant supplementary applications form for mainstream schools is attached (see Appendix 6).  In the case of Special Classes schools may use Appendix 3.

1 (g) Application Process – Future Developments
In this regard, the administration of the applications process is still evolving and will take account of future developments, including, where feasible, the electronic transfer of information. 

It is also likely that from September next, schools will submit individual application forms in order that the individual needs of the child might be better identified and recorded in line with the child-centred approach provided for in the Act.

Further information/guidelines will issue from the Council as appropriate.

2. SENO Decision – Schools 
As was the case in 2005, the SENO will allocate resources to the school, taking into account the additional resources requested and the resources freed up as a result of pupils leaving the school.

2 (a) Allocation of Additional Teaching Support in Respect of Pupil with 

    High/Low Incidence Disabilities
· Low Incidence Disabilities: Additional teaching support will be allocated to schools in respect of pupils with a low incidence disability on the same basis as is currently applied with regard to pupils in primary schools (ie. in line with DES Circular PPT 01/05)

· High Incidence Disabilities: In general an additional 1.5 hours teaching support will be allocated to schools in respect of each pupil with a high incidence disability in order that the pupil will access 2.5 hours additional teaching support. This approach takes into account a number of factors such as the impact of a group teaching approach, the socialisation needs of the pupil etc. 

For example the pupil might receive additional teaching in a group of 3 pupils for 35 minutes, 3 times per week and also receive one individual session of additional teaching for 45 minutes one day per week.

Schools should manage the overall level of high and low incidence additional teaching support hours allocated in the best interests of the pupils concerned. For example, where feasible a pupil with access to 3.5 hours additional teaching support might access one of these hours in a group teaching environment where the school considers this to be feasible. However the overall allocation of such additional teaching support is directed at those pupils with diagnosed special educational needs and schools should ensure that each pupil can access the appropriate additional teaching support.

2 (b) Capacity of School to Act on the Decision of the SENO
It is important to note that the DES Circular PPT 01/05 authorises the school to act immediately on the decision of the SENO where additional teaching support or special needs assistant resources are approved. Section 8 of this Circular, sets out the position in relation to the appointments of additional teaching support and special needs assistants. Where a school is not within quota as provided for in section 8 (ii) of Circular PPT 01/05, they should make contact with the Post-Primary Teachers Section of the Department for clarification on the matter before making any appointments.
3. Role of the SENO – Recommendations on Applications for Assistive Technology/Special Equipment
While the SENO is not currently responsible for deciding on applications for assistive technology/special equipment, the Department of Education & Science will wish to draw on the local knowledge of the SENO as part of the decision-making process.

In this regard, a revised application should now be completed and forwarded to the SENO who will in turn forward it to the Department with a recommendation regarding the application. The revised application form for special equipment is attached (see Appendix 7). 

In the case of applications for special equipment for visually or hearing impaired pupils, the school should include the recommendation of the appropriate Visiting Teacher and any relevant professional report before submitting the application to the SENO.

Schools should note that only applications for assistive technology/special equipment for pupils  who have an assessed/diagnosed disability which meets the criteria as per DES Circular PPT 01/05 and for whom a relevant professional has identified the necessity for such equipment should be forwarded to the SENO. 

For example applications for laptops/word processors for pupil with a Specific Learning Disability can only be made to the SENO where they are of average intelligence or higher and have a degree of learning disability specific to basic skills in reading, writing or mathematics, which places them at or below the 2nd percentile on suitable, standardised, norm-referenced tests.
Should you consider that a pupil who does not meet the criteria requires assistive technology special equipment, you should contact, Dept of Education & Science, Qualifications, Assessment and Policy Unit in Dublin.  
4. Role of the SENO – Applications for Transport
Similarly, a revised application should now be completed and forwarded to the SENO who will in turn forward it to the Department with a recommendation regarding the application. The revised application form for Transport is attached (see Appendix 8). 

5. Review of Decisions
In the absence of a formalised appeals process, the NCSE will undertake to review the relevant decision on teaching or SNA supports on foot of a request from the school or parents/guardians, when accompanied by relevant additional information, which may not have been to hand at the time of the decision. Any such information should be forwarded to the SENO as appropriate.
6. Applications for Resources for Schools in the Current Academic Year  (2005/06)

While SENOs will in the main be engaged in processing applications for resources for schools, which will take effect from September 2006, it is recognised that a small number of applications for resources in respect of pupil with special educational needs will be submitted by some schools where the resources are required before the end of the current school year. This will generally arise where a professional report is only now available.

In cases of mainstream schools NCSE SN4 (Appendix 6) should be used. In the case of special classes NCSE SN3 (Appendix 3) should be used  In these cases, it is essential that they are identified as applications where the resources are required in the 2005/06 academic year.

	An Irish language version of these guidelines and the relevant forms will shortly be available to schools.

Both the Irish and English language versions of the forms and guidelines will be available on the NCSE website www.ncse.ie 




Sé Goulding

Principal Officer

National Council for Special Education
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Appendix 1
Mainstream classes: Group application form for NEW 

NCSE SN1 06/07
applications for pupils enrolled in mainstream classes in the 2006/07 academic year.

Appendix 2
Mainstream classes: List of pupils who are currently 

NCSE SN2 06/07
in mainstream classes and in receipt of SEN resources in the school who will still be enrolled in September 2006.

Appendix 3 
Special classes in mainstream schools 

NCSE  SN3 06/07
Group application form for NEW applications for new pupils with SEN who will enrol in a special class in a mainstream school AND a List of Existing pupils who will continue to be enrolled in a special class in September 2006.

Appendix 4

Use of professional reports
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Report GLD 06/07

Appendix 5                List of Disability codes

Appendix 6
Supplementary application form which can be used for both the 2005/06 and 2006/07 academic years. 

Appendix 7
New application form for Assistive Technology

Appendix 8
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