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1. Purpose of this document 
This document has been initiated in order to implement a Whole School Policy for students with 
Additional Educational Needs (formally Special Educational Needs) at Belvedere College S.J.  
 
In the academic year, (2019-2020), we replaced all references to students with 
Special Educational Needs with the terminology of Additional Educational Needs. 
This is to follow best practice guidelines, to be more inclusive and to take away from the possible 
stigma, relating to the terminology of being “special.” This policy document will contain Special 
Educational Needs when referring to legislation and Guidelines from the Department of Education 
and Skills, but will replace the term, “special” with, “additional”, where possible, in line with these 
changes.  
 
This document is grounded in the context of The Ignatian Approach to teaching whereby: 
 
 
‘Because the Ignatian way of teaching always begins with the life experience of the learner, the 
teacher needs to understand as much as possible about the context in which the learning and 
teaching of their students takes place.’ 
(Paragraphs #33-41) 
 
 
Therefore, all teachers within the College should understand the importance of a whole school 
response to supporting students with additional educational needs  
 
2. Belvedere College S.J.  Vision, Mission and Values  
Belvedere College S.J. supports the principle of inclusiveness, which underlies any policy for 
additional educational needs  
 
The College Ethos, as laid out in the College Enrolment Policy, states the College supports the 
principles of: 
 

• “Cura Personalis” – This is a key characteristic of Jesuit education. 
This document, (September 2005), indicates some of the implications for college teaching 
staff.  

 
• Inclusiveness, particularly with reference to the enrolment of children with a disability or 

other special educational need. 
 
• Parental choice, subject to equality of access and participation in a single-sex, fee-paying, 

Catholic school. 
 

• Respect for the positive values and traditions and ways of life in modern Ireland. 
 
The Mission Statement indicates that the College curriculum promotes academic excellence and lifelong 
learning, and students are encouraged and challenged to realise their unique potential as human beings. 
 
The College ethos, Vision, Mission and Values all include provision to meet the needs of students 
with AEN at Belvedere College S.J. 
 
3. Jesuit education 
The four Cs of Jesuit education, Competence, Conscience and Compassionate 
Commitment, emphasise, in summary form, that to which all Jesuit education aspires: 
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Competence embraces a broad spectrum of abilities – academic proficiency (including the ability 
to reason reflectively, logically, and critically), technological and vocational skills, an appreciation 
of creative arts, sport and leisure, and effective communication skills. 
 
A person of conscience discerns what is right, good and true and has the courage to do it, takes a 
stand, when necessary, has a passion for social justice and is an influential leader in the 
community. 
 
A compassionate person responds to those in greatest need and walks with others to empower 
them, in solidarity and empathy; such a person manifests a preferential love for the poor, which 
“ought to manifest itself in deeds rather than words” 
 
A person of commitment lives out Jesuit values in the wholeness of life. 
 
(Spiritual Exercises, no.230) 
 
 
As a Jesuit College, we adhere to this approach and are required to provide the opportunity for all of 
our students to benefit from it.  This is in line with our Vision, Mission, and Values as below: 
 
Our Vision is to form men for others - compassionate, discerning people in pursuit of a just 
and sustainable world.   
Our Mission is to provide an education which promotes academic excellence, life-long 
learning, spiritual growth, and the pursuit of social justice rooted in a meaningful 
relationship with Jesus Christ.   
The four key Values which characterise our culture are Community, 
Jesuit Tradition, Justice, and The Magis (The More).  
 
4. Legal Context 
Legislation has changed the provision for students with AEN in the Irish education system. This 
document forms the basis to meeting these legislative requirements. 
 
Section 9 of The Education Act (1998) states that a school must “ensure that the educational 
needs of students, including those with a disability or special needs, are identified and 
provided for” 
 
The Education for Persons with Special Educational Needs Act (2004) sets out to make “further 
provision” for the education of people with additional educational needs.  
 
Section 13 states, ‘the objective of the educational provision made by this Act is to ensure that 
children with special educational needs have the same right to avail of, and benefit from, 
appropriate education as do their peers who do not have such needs.’ 
 
5. Inclusive education 
Section 2 of the Act makes inclusive education a right, ‘a child with special educational needs shall 
be educated in an inclusive environment with children who do not have such needs.’  
 
However, the law states this may not be possible if ‘the nature or degree of those needs of the child 
is such that to do so would be inconsistent with 
(a) the best interests of the child as determined in accordance with any assessment carried out 
under this Act, or 
(b) the effective provision of education for children with whom the child is to be educated.’ 
 
The Act states that one of the responsibilities of the Board of Management of a school is to ‘ensure 
that Section 2 is complied with, as respects that school.’ 
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These two acts, together with the Education Welfare Act (2000) and the Equal Status Act (2000), 
have considerable impact on how AEN students are to be catered for in the coming years. 
 
The Board of Management for Belvedere College S.J. recognises the legislative requirements of 
these Acts and the appointment of a specialist AEN teacher was made in September 2004 to assess 
the current demand and provision for students with AEN and to draft a whole school plan for 
students with additional educational needs in line with this legislation. Furthermore, the post of 
AEN Co-ordinator was created in September 2005 as a College paid post. This has been a DES paid 
post since 2017. In order for us to meet the needs of our students with AEN, the College will strive 
to provide a minimum of six specialist qualified AEN teachers in the AEN department. Other 
members of the teaching staff & the AEN team also provide extra support periods for students with 
AEN. 
 
6. Definition of Additional Educational Needs 
The Additional Educational Needs policy at Belvedere College S.J. complies with the following 
definition:  

 
“Special educational needs means in relation to a person, 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…”  
Education for persons with Special Educational Needs Act (2004) 
 
7. Aims of Additional Educational Needs policy 
 

1. To fulfil the central aim of the College – to provide an education based on the 
characteristics of a Jesuit education 

2. To provide a framework for best practice 
3. To fulfil legislative requirements in accordance with resources available 
4. To consult and inform interested parties 
5. To facilitate the all-round development of students with AEN within the College 
6. To review and evaluate the Whole school plan for students with AEN regularly 

 
8. Objectives of Additional Educational Needs policy 
 

1. To provide a policy to support students with AEN, which can be fully implemented 
within Belvedere College S. J. 

 
2. To provide a document, which outlines the whole school response towards students 

with additional educational needs at Belvedere College S.J. 
 

3. To create a policy which formalises the inclusive approach for students with AEN 
within Belvedere College S.J. 

 
 
9. Model of allocating Special Education Teachers to Mainstream schools  
From September 2017, Circular 0014/2017, “Special Education Teaching Allocation” 
https://assets.gov.ie/12734/fa931838eef742f095d1c2c7b0aa6bcf.pdf  introduced a 
revised model for allocating Additional Educational Needs (AEN) resources to schools. This 
document and the “Guidelines for Post Primary Schools Supporting Students with SEN 
in Mainstream schools”, produced in May 2017, by the Department of Education and Skills 
(DES), are now the guiding principles that form the basis for support for students with AEN within 
the College: https://www.gov.ie/en/publication/56c43-supporting-pupils-and-students-with-
special-educational-needs-guidelines-for-schools/ 
Belvedere College S.J. is allocated a specific number of additional teaching support hours per week 
(SET teaching allocation) by the DES, to cater for all students with an identified additional 
educational need. These hours are to be used to provide support, based on the principles laid down 
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in the above documentation so that the students with the greatest need, have access to the greatest 
level of support. This has been our normal practice to date.  
 
The Special Education Teacher (SET) hours are based on a school profile. As we are a fee-paying 
Post Primary school, we are not entitled to the additional allocation of a DES paid Learning 
Support teacher, which was previously based on enrolment figures. This additional resource is 
available to recognised schools in the free education scheme or block grant scheme. Therefore, our 
SET teaching allocation of hours is based on our previous resource allocation alone. For example, 
in the year 2021-22, we were allocated 134.48 hours per week for SET teachers to provide for the 
needs of all of our students.  
 
Within the AEN Department, students are provided with support based upon their individualised 
needs. This support involves liaison with the student themselves, their form tutor, and other 
members of staff. Parents play an integral part in this support system. This support is based on the 
Continuum of Support framework set out by the Department which, “recognises that special 
educational needs occur along a continuum, ranging from mild to severe, and from transient to 
long term” so that students will, “require different levels of support, depending upon their 
identified need”. (DES, May 2017, p.6) 
 
The subject teacher has been explicitly recognised as having the primary 
responsibility for the progress & care of all students in their classroom in the DES 
Circular 0014/2017 and the Post Primary Guidelines. As this now specifically includes 
students with additional educational needs, collaboration between the AEN department staff and 
subject teachers is invaluable in supporting these students. Support for staff, working with students 
with AEN in their classroom will be provided though the information above and through continued 
collaboration throughout the academic year.  
 
10. The Continuum of Support framework: 
The Continuum of Support framework is used to enable us to identify and respond to our students’ 
needs in a flexible way, which has also been our normal practice to date. It enables us to continue 
to gather and analyse information and to put supports in place, where necessary. This support will 
then be reviewed for individual students by their AEN contact person and other interested parties.  
 
Support is based on the identification of an additional educational need, which can include 
academic, social and emotional needs, physical, sensory or language and communications 
difficulties, or for students whose education has been significantly interrupted.  
 
There are three levels of support: 
 
Level One: SUPPORT FOR ALL: Whole school and Classroom support - this will focus 
on preventative and proactive approaches though testing, providing information for students, staff 
and parents, alongside whole class support. 
 
Level Two: SUPPORT FOR SOME: This will focus on providing school support for small 
groups and some individuals on a weekly timetabled basis, or short-term intervention. 
  
Level Three: SUPPORT FOR A FEW: This will provide individualised and specialist 
support for a number of students on a regular timetabled basis. This will include regular 
meetings with the individual student’s AEN contact teacher.  
   
From September each year, the AEN team meet our students, who have already been identified as 
having an additional educational need. We review their support from the previous year and begin 
planning for the current year, as necessary. Individual AEN support timetables are issued to those 
students who fall under the Level Two and Level Three of the Continuum of Support framework 
as indicated above. 
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The Circular and the Post Primary guidelines indicate that there is no longer a requirement to have 
an educational assessment from a psychologist to identify if a student a has a specific, academic 
based, educational need, to receive school support.  
 
The AEN team use the NCSE Tool Kit, devised to support students with additional educational 
needs to plan, implement, and review support that will be put in place each academic year. 
Following good practice, we will continue to provide support for those students with the greatest 
need, who fall under the Continuum of Support framework.  
 
Ideally, the Core AEN team take on specific responsibility for a year group, each year. This will 
mean that this AEN teacher will be the first point of contact, providing support for parents, form 
tutors, year heads and subject teachers, concerning a student with AEN, in a particular year. The 
AEN Coordinator is also available, along with the Leadership team, as necessary. Members of the 
Core AEN team have the opportunity of working with a specific year group in order to build up a 
rapport and understanding of specific student’s needs and the year groups’ educational needs. This 
leads to greater consistency and support for the students, their parents and guardians, mainstream 
staff, and management. Ideally, the plan is for this qualified AEN contact teacher to follow the year 
group through to sixth year in order to support the students with AEN within it, by knowing and 
working with these students over a significant period of time to provide continuity of support to 
enable these students to reach their potential within Belvedere College S.J. 
 
 

 
 
 



 8 

11. Identification of students with AEN at Belvedere College S.J.  
The family is the primary educator therefore, the parents of students with AEN, play an essential 
role in identification and support of their son. All parents of students who apply to the College are 
requested to provide key information during the admission process. As part of this information, 
parents of students who have been identified as having additional educational needs are requested 
to provide details of any learning or physical needs and copies of psychological/educational 
assessments, as appropriate, in order to support their son within the College. The latest SET model 
is considered to be a more equitable process of providing support to students with additional 
educational needs so we no longer require additional assessments to be carried out in order to 
access support, though support should be based on identified needs.  

 
As part of the admission process, the College may meet with parents to discuss their son’s additional 
educational needs and the school’s suitability or capability in meeting those needs. Given that 
students at this College are not entitled to certain services available in other schools, parents should 
be made aware of this situation. This is with the aim to ensure that the parents are informed of what 
support is available within the College, for them to make an informed decision regarding the 
education of their son.  
 
In order for the AEN department to apply for some additional supports from the Department of 
Education & Science, or the National Council for Special Education (for SNA support), parents who 
require this type of support must inform the College during the admission process, if their son has a 
diagnosed additional educational need. 
 
The Circular No 0014/2017, provides additional information concerning the identification of 
students for support. In Belvedere College S.J., we continue to utilise the following documents: 

 
A Private & Confidential Register of Students with AEN for Staff (Appendix 1) is provided 
by the AEN department staff, once parental permission has been obtained, to all teachers at 
the College at the beginning of each academic year. This is to aim to ensure that all teachers are 
aware of students who have been identified with an additional educational need in the College. This 
register is updated regularly. The provision of AEN support is prioritised for students who are on this 
register and who fall within the Support for Some, and Support for a Few, continuum of support 
framework. Additional information concerning each student’s individualised needs is available, on 
the College Management system (Compass) under the AEN tab for teachers to refer to, in order to 
support differentiated learning in the classroom situation (from September 2021). All Core AEN 
teachers are available for further discussions regarding students on the AEN register, within the year 
group they are responsible for. 
 
A Teacher referral form - AEN Record of Concern (ON-LINE) document (Appendix 2) is 
available to all staff members who feel that a student may have an additional educational need, which 
may not have been previously diagnosed. This is to be completed and passed on to the AEN 
department staff so that, after parental consent, an initial meeting, testing and further support may 
be provided, if necessary. This is available in print and in on-line format. 
 
There are two methods of identifying students with AEN in the College who may be entitled to 
receive support from the AEN department. Firstly, students who enrol with an identified need and 
secondly, those students who are identified after they join the College. 

 
A member of the AEN Core team meet students who have an identified need once parental 
permission has been given. This is to discuss any concerns and to identify the level of support. A 
Junior AEN meeting form (Appendix 3) is completed. This provides information relating to the 
student’s needs, study habits, background to additional support, student’s targets, review and 
collaboration with other departments and parents. This will form the basis for the Student Support 
Plan, where appropriate. A meeting may also take place with parents and form tutor to provide 
background information. 
 



 9 

Students who have received AEN support in previous years, will be met at the beginning of each 
year by the AEN Core team to identify the support they may require for the current academic year. 
Students from First to Fourth year complete the Junior AEN meeting form, A Senior AEN 
meeting form (Appendix 4) is completed for those students in Fifth and Sixth year.  
 
Support is based on those with the greatest need, receiving the greatest level of 
support. 

 
Students who are identified with an additional educational need after joining the 
College will be met, after consultation with parents. Testing is carried out to see if there may be 
underlying literacy, or numeracy needs, if relevant. If testing suggests specific additional 
educational needs, further assessments may be recommended. A Junior or Senior AEN 
Meeting form (Appendix 3 or 4) is completed, along with literacy and/or numeracy testing. 
Information relating to base-line literacy and numeracy testing is also considered, along with the 
scores for the Cognitive Ability Testing (CAT4) scores, which would have been completed, after a 
student receives their place in Belvedere. Discussions will take place with the student, their parents 
and form tutor to find ways of providing additional support. If deemed necessary, parents may be 
provided with recommendations to access additional assessments. 
 
12. In practice  

§ Once a student has been identified with an additional educational need, the AEN core team 
will use the Student Support File, provided by the NCSE as part of the Tool Kit that was 
introduced in 2017. This will replace the Confidential Background to AEN support 
document, which was previously used.  

§ The Student Support File is kept securely in the AEN Coordinator’s office. This contains 
pertinent information for each student with additional educational needs from all 
interested parties such as parents, form tutors, teachers, and outside agencies in line with 
the school’s Data Protection Policy.  

§ The Student Support Plan (Appendix 5) will replace the Individual Education Plan, 
(IEP) previously used for students who received additional teaching support hours in the 
past. This document will identify the student’s strengths and interests, priority concerns, 
targets, and strategies to support the student in achieving the agreed targets. The Support 
Plan will be available to staff working with the student and on the College management 
system (Compass). It is the responsibility of all Form Tutors and Subject teachers, to access 
this information. 

§ A Student Support Review Record (Appendix 5) is available as a review of the plan 
and as a guide to future actions.  

 
Student Support Plans are provided for students who fall under the Support for Some & Support 
for a Few, Continuum of Support framework. 
 

§ All documentation concerning the student support is kept in the student’s personal file in 
the AEN Coordinator’s office in a locked cabinet. Information concerning a student’s 
identified needs will also be found in their personnel file in the headmaster’s office, 
depending upon the nature of the report.  

 
§ The AEN core team will then work in collaboration with the AEN Coordinator to establish 

and provide interventions to support the students under their care. This may be 1 to 1 
support, regular timetabled small group support periods, rolling interventions, intermittent 
meetings, in-class support or co-teaching. This support is reviewed during the year and 
further support may be required, depending upon the student’s individualised needs. 
  

§ Co-teaching has been introduced in the College in different year groups whereby members 
of the AEN team work in mainstream classes alongside subject teachers to support students 
with AEN in-class, for a number of subjects. This incorporates another of the 
recommendations from the post-primary guidelines on inclusion and the recommendations 
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from the National Council for Special Education and the Guidelines for Post Primary 
schools (2017).  

 
§ The College assigns AEN support periods to existing members of the staff to provide 

learning support in their specific areas of expertise. (Appendix 6) Members of the College 
staff also volunteer to assist individual students and to act as supervisors for special centres 
for the State examinations for students with AEN. 
  

§ In light of Junior Cycle reform and the emphasis on CBA’s, subject teachers can access AEN 
team support during periods when students require additional support for examination 
purposes. 
 

§ Literacy testing is also carried out for all First years during the academic year. This is for the 
College to have a baseline assessment for all incoming students. This testing will be used in 
conjunction with individual scores from the assessment for incoming students, Cognitive 
Ability Testing (CAT4), which is completed after students receive a place in Belvedere. The 
scores from the CAT4 are primarily used to make sure classes are of mixed ability within the 
College. The baseline testing, information from the student’s primary school, parents and the 
CAT4 results, is then used to identify if a student has any particular difficulties in literacy or 
numeracy. This information will be available for staff as requested.  

 
§ Significant changes have taken place since the last Whole School Plan for students with 

AEN, in relation to schools being required to complete testing regarding Reasonable 
Accommodations for State Examinations (RACE). The State Examinations Commission 
(SEC) has strict guidelines concerning the criteria which schools must use and there must 
be an evidence of need which has been identified as ongoing. "The expectation is that RACE 
applications will be made on behalf of candidates whose special needs have already been identified 
and who have been provided with appropriate learning interventions on an ongoing basis as part of 
the continuum of support in school". (RACE Guidelines for schools 2021-2022). There is no longer a 
need to have additional assessments in place, in order to access reasonable accommodations. 

 
§ Irish exemptions at Post Primary level should only be made on an exceptional basis, 

according to the latest DES Circular 0052/2019. There are significant procedures which 
must be followed before an Irish exemption is allocated, which are indicated in Circular 
0052/2019.  
 

§ Students with Irish exemptions, based on a learning difficulty are entitled to a Modern 
Foreign Language (MFL) exemption, through the DES, although the College policy is for 
students to continue with a modern language up to 5th year, if possible. In order for a 
student to become exempt from MFL at senior cycle, the College policy is that the 
parents/guardians apply for Third level MFL exemption, to the National University of 
Ireland (NUI) http://nui.ie/ and obtain a Third level MFL exemption certificate. 
Parents/guardians must complete the application form and pass on the NUI MFL 
Certificate to the College before a student withdraws from an MFL subject. It is the 
responsibility of the parents/guardians to follow this process. This normally takes place in 
Fourth year.  

 
§ As DES guidelines state, a private assessment which recommends a specific course of action 

e.g. RACE or an Irish exemption, is not sufficient evidence for a student to be withdrawn 
from a subject or make an application for reasonable accommodations. Testing must be 
carried out by the core AEN team before any timetabled changes or applications take place. 
 

§ Students with a diagnosis of Developmental Coordination Disorder and Dysgraphia, who 
have recommendations for the use of a laptop to assist them in school from professional 
reports due to the significance of their needs, complete our Additional Assistive Technology 
Policy for students with Additional Educational Needs (Appendix 7) which outlines the use 
of additional keyboards for iPads in junior cycle and/or the use of personal laptops in senior 
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cycle. Applications for assistive technology through the DES scheme have to be processed 
by the SENO, assigned to the College. 
 

§ Students who are experiencing significant difficulties over a sustained period of time, who 
have a clear history of need but are not exempt from Irish or a Modern Foreign Language, 
may be offered additional support.  The opportunity, to drop a subject, after discussions 
with all interested parties, may be considered, in order to receive additional educational 
support as part of the curriculum.  
 

§ Students with significant needs and a diagnosis, who are not exempt from a subject, need to 
be met on a regular basis by the AEN core team. Further intervention may be required 
whereby a student is supported on a regular basis as part of the curriculum. 

 
 

13. Level of support for students with AEN in Belvedere College S.J. 
 
Additional Educational Support personnel:  
There is a core AEN team. They work with different year groups and are employed to meet the SET 
allocation of the additional teaching hours for students with AEN each academic year.  AEN Core 
teachers also undertake the additional testing that is now required to be completed by the DES for 
reasonable accommodations, the Disability Access Route to Education (DARE) programme and for 
Irish/Third language exemptions, along with teaching mainstream classes. 
 
Special Needs Assistants (SNAs) are allocated to students with significant primary care needs.  Our 
allocation is provided by the National Council for Special Education, who review applications for 
this form of support for individual students.  
 
The AEN Coordinator undertakes the responsibility for ensuring that administration and 
correspondence relating to students with additional educational needs on behalf of the headmaster, 
is dealt with.  In practice, the responsibilities of the headmaster relating to AEN are delegated to this 
person. The AEN Coordinator is also responsible for working with students with AEN for specific 
year groups.  
 
14. Roles and Responsibilities of Board of Management, Headmaster, 
Management personnel, Subject teachers, AEN department staff    
  
14.1 The Board of Management  
 
▪ Oversees the development, implementation, and review of the whole school policy for AEN 
which formalises an inclusive approach for students with AEN within Belvedere College S.J.  
▪ Ensures that adequate classroom accommodation, secure storage space and effective teaching 
resources are provided.  
▪ Promotes inclusion. Aims to ensure that the Belvedere College community recognises and 
supports all students with AEN within the College. 
 
14.2 The Headmaster (referred to as Principal below) will adhere to the legislative 
requirements as laid out in various acts relating to students with additional educational needs and 
with guidance from the Department of Education and Skills and the National Council for Special 
Education (NCSE). Section 18 of the EPSEN Act (2004) indicates that the principal of a school may 
delegate the performance of any of the functions conferred on him or her by the Act to other 
members of staff in the school, as the principal considers appropriate.  
 
The NCSE Guidelines for Post Primary School, Supporting Students with Special Educational 
Needs in Mainstream School (2017), outlined that the school Principal has the overall 
responsibility for AEN procedures and practices in school. The SET Allocation Model states the 
school Principal’s leadership role is central, and includes the following: 
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▪ Promotes inclusion. Aims to ensure that the Belvedere College community recognises and 
supports all students with AEN within the College. 
 ▪ Delegates and assigns responsibilities concerning AEN practices and procedures to the AEN 
coordinator, to implement and monitor the school’s Additional Educational Needs policy on an on-
going basis.  
▪ Collaborates with all staff and leadership to support students with AEN, with the aim to ensure 
that their needs are met in line with the Continuum of Support guidelines and Whole School Policy 
for students with AEN. 
▪ Ensures that there is an Additional Educational Needs core team in the school to support 
students with AEN. 
▪ Facilitates the continuing professional development of all teachers in relation to education of 
students with additional educational needs, and aims to ensure that all school staff (subject teachers, 
additional educational needs teachers and special needs assistants) are clear regarding their roles 
and responsibilities in this area.  
 ▪ Supports the allocation of time within the school timetable for the AEN team to plan and consult 
with the relevant stakeholders.  
 
14. 3 The AEN Coordinator: 
Along with being a member of the AEN team, the AEN Coordinator is a full-time SET teacher with 
additional Assistant Principal 1 responsibilities which are:  
 
▪ To fulfil the central aim of the College – to provide an education based on the characteristics of a 
Jesuit education. 
▪ To assume responsibility for the AEN department as delegated by the headmaster.  
▪ To collaborate with all staff and leadership to support students with AEN, with the aim to ensure 
that their needs are met in line with the Continuum of Support guidelines and Whole School Policy 
for students with AEN. 
▪ To undertake the duty for ensuring that administration and correspondence relating to students 
with additional educational needs is in accordance with current legislative requirements.   
▪ To aim to ensure that the AEN department works collaboratively in order to achieve a significant 
impact in supporting students with AEN within the College.  
▪ To plan the AEN timetable with the AEN team and the AP1 for timetabling, taking into 
consideration timetabling constraints, exemptions from certain subjects and consistency of 
provision for students previously receiving support. 
▪ To monitor, review and revise AEN timetables, for all students with AEN who are in receipt of 
support and for those who may receive limited support, as far as resources allow. 
▪ To be involved in the recruitment, induction, and day to day organisation of Special Needs 
Assistants (SNAs) assigned to the College. To be responsible for SNA timetables and duties 
throughout the academic year. 
▪ To oversee the induction of new members of the AEN team and provide support during the 
academic year. 
▪ To liaise with outside agencies such as the Department of Education & Skills, N.E.P.S, the 
Visiting teachers service and the designated SENO for the College, as required, to provide support 
for students with AEN within the College. 
▪ To take overall responsibility for the collation of information required for reasonable 
accommodations applications for state examinations, to make sure applications are submitted in a 
timely manner and appeals dealt with, on behalf of the College. 
▪ To support the organisation of individual timetables and the resources required for each student 
receiving reasonable accommodations that have been sanctioned special centres for the state 
exams and aims to ensure that all necessary arrangements are put in place for supervision and 
invigilation for all students requiring special centres for their state exams. 
▪ To support the co-ordination of examination arrangements for all students with AEN who are in 
receipt of reasonable accommodations during a number of in-house examinations as staffing 
resources allow.  
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▪ To collate information and provide support for students with AEN processing applications for 
DARE, who are on the AEN register 
▪ To work collaboratively with the Career Guidance department & the AP1 for Raising 
Achievement, to support Literacy/Numeracy testing for incoming 1st years, CATS assessments for 
incoming 1st years & to work with colleagues to establish ongoing testing for all students within the 
College throughout their 6 years, as advised by the DES. 
▪ To oversee the testing, compile essential documentation and complete administration required 
concerning Irish and Third language exemptions.  
 
 
14.4 The AEN team: 
  
The post primary guidelines on inclusion (DES, 2007) lays out the role of the AEN support team ‘to 
work collaboratively to develop, implement and review policies and procedures to meet the needs 
of students with AEN’. As the AEN team we aim: 
 
▪ To fulfil the central aim of the College – to provide an education based on the characteristics of a 
Jesuit education 
▪ To collaborate with all staff and leadership to support students with AEN to aim to ensure that 
their needs are met in line with the Continuum of Support guidelines and Whole School Policy for 
students with AEN. 
▪ To provide teaching support for students with AEN and to take specific responsibility for a year 
group to aim to ensure that the staged approach to identification and provision for students with 
AEN takes place. This support should also take cognisance of each teacher’s chosen subject areas. 
▪ To support the creation & management of additional support timetables with the AEN 
coordinator for students with AEN each term. To review support with the AEN coordinator and 
students & implement changes as necessary and aim to ensure that structured student support plans 
are in place for students with AEN as applicable.  
▪ To monitor and update pertinent information concerning students with AEN under their care is 
available on the College management system (Compass) and communicated to staff.  
▪ To engage in regular timetabled AEN team meetings, to be involved in screening/diagnostic 
testing, CATS testing, subject choices for students with AEN and reasonable accommodations for 
both junior and senior cycle students. 
▪ To be available to staff for structured timetabled team meetings/case conferences to discuss 
specific students with AEN. 
▪ To work with the library staff to do everything we can so that the library is providing a service 
for students with AEN. 
▪ To coordinate with outside agencies as required and to advise and collaborate with SNAs around 
the care needs of relevant students. 
▪ To regularly communicate with parents/guardians regarding concerns about their son, advise 
parents/guardians on procedures for availing of additional educational needs services and update 
them regarding their progress. 
 
14.5 Special Needs Assistants (SNAs):  
SNAs act in a care and support role that is non-teaching in nature and works under the guidance 
and supervision of the AEN Coordinator and/or subject teacher. The role and duties of the SNA are 
outlined in DES Circular (0030/2014).  
 
The SNA should:  
▪ Collaborate with all staff and leadership to support students with AEN to aim to  ensure that 
their needs are met in line with the Continuum of Support guidelines and Whole School Policy for 
students with AEN. 
▪ Liaise with AEN coordinator responsible for AEN concerning duties, timetabling and support for 
students with AEN. 
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▪ Support the needs of students in effectively accessing the curriculum in relation to primary care 
needs.  
▪ Contribute to the quality of care and welfare of the students.  
▪ Support learning and teaching in the classroom in relation to primary care needs.  
▪ Attend, where possible, training courses/workshops.  
▪ Liaise with AEN team regularly.   
▪ Attend student support plan meetings and/or meetings with relevant professionals, when 
necessary.  
▪ Maintain an observation record/record of support provided to their AEN students.   
▪ Assist and escort students on school trips.  
▪ Carry out, other appropriate duties as may be determined by the needs of the students and the 
school.  
▪ Facilitate sensory breaks and maintain record of such.  
▪ Be reassigned to other appropriate work when SNAs are absent or when particularly urgent 
work demands arise.  
▪ Recognise their role in the health and safety of the student and in their social, emotional, and 
educational development, without developing a culture of dependency.   
▪ Engage with parents of students with AEN as required and directed by the AEN coordinator 
▪ Be available for Induction week at the beginning of the academic year and the month of June, as 
required, according to the Croke Park Agreement - 12 days outside the academic school year (72 
hours) in AEN related tasks. 
▪ Treat all matters relating to school business and their work, as strictly confidential. 
 
The AEN team work collaboratively in order to meet the needs of students with AEN 
within the College. 
 
14.6 Role of Subject teachers:  
 
The role of the subject teacher in the Circular 0014/2017 re-iterates Section 22 (1) of the Education 
Act (1998). This states that: 
 

§ The classroom teacher is responsible for educating all students in his/her 
class including any student with a special educational need. 

 
§ The classroom teacher has a central role in identifying and responding to 

students with additional needs, including differentiating the curriculum as 
appropriate. (DES, Circular 0014/2017, p17) 

 
§ The classroom teacher should consult with the AEN core team to consider ways in 

which the curriculum can be differentiated or adapted to suit the needs of 
individual students. 

 
Teachers in Belvedere should also continue to:  
 
▪ Fulfil the central aim of the College – to provide an education based on the characteristics of a 
Jesuit education. 
▪ Collaborate with all staff and leadership to support students with AEN to aim to ensure that 
their needs are met in line with the Continuum of Support guidelines and Whole School Policy for 
students with AEN. 
▪ Promote an inclusive environment for students in the classroom and create opportunities for 
success for all. 
▪ Provide a stimulating and supportive classroom environment where all students feel equal and 
valued (Circular 0014/2017). 
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▪ Develop differentiated teaching methods and teaching resources which employ a variety of 
teaching strategies in order to facilitate the range of experiences, abilities, needs and learning styles 
in the classroom, with the support of the AEN team, as necessary.  
▪ To be familiar with the Private & Confidential Register of students with AEN for staff. 
(Appendix 1) which identifies students with AEN in the College within the Continuum of Support 
guidelines and the information available concerning a student’s individualised additional 
educational needs available on the College management system (Compass). 
▪ Identify, respond to, and refer students of concern to the AEN core team member, responsible 
for that year group. 
▪ Raise concerns relating to students in their care, who may have an additional educational need 
with the AEN team by using the Teacher Referral form – ON-LINE AEN Record of 
Concern document. (Appendix 2) 
▪ Gather information and assess students presenting with AEN to inform teaching and learning 
using the Continuum of Support guidelines to participate in the planning and implementation of 
the Student Support Plan where necessary. 

 
▪ Develop classroom support plans for students with additional educational needs who require 
Level one:  SUPPORT FOR ALL: Whole school and Classroom support from the 
Continuum of Support guidelines. 

 
▪ Collaborate with AEN Team to develop and review Student Support Plans or Group 
Support Plans for students who require Level Two: SUPPORT FOR SOME from the 
Continuum of Support guidelines. 

 
▪ Collaborate with AEN team to develop and review Student Support Plans for each student 
who requires Level Three: SUPPORT FOR A FEW from the Continuum of Support guidelines. 

 
▪ Collaborate with the AEN team regarding teaching aims and activities for co-teaching as 
applicable. 
▪ Support the role and responsibilities of the SNA in relation to the needs of students with AEN in 
their class(es). 
▪ Be available, where possible, to attend timetabled meetings/case conferences, regarding specific 
students with AEN as required. 
▪ To develop agreed teaching strategies with colleagues teaching their subject and include 
evidence of taking into account students with AEN, in subject teaching plans. 
▪ To identify any AEN training requirements in their annual subject plan. 
 
15. Communication with Parents of students with AEN 
The tradition of keeping parents informed regarding their son’s development in all aspects of 
school life at Belvedere College S.J. has always been met by the staff at the College, both formally 
and informally. The Form Tutor plays a pivotal role in this, as they have an overview of each 
student and know them well. 
 
As already stated, the family is the primary educator therefore communication with parents is an 
essential element of the Whole School Policy for students with AEN. 
 
▪ Parental permission is sought before any information regarding students with AEN is compiled 
for the Private & Confidential AEN register of students with AEN for staff (Appendix 1). 
 
▪ Any formal testing of students, who have been identified as having an additional educational 
need, is only completed when parental permission has been obtained, the results are then 
discussed with parents before any further action is taken. 
 
▪ Parents are contacted on a regular basis concerning their son by members of the AEN team in 
terms of planning, supporting, and reviewing their care. 
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▪ The Student Support Plan (Appendix 5) if applicable, is completed and reviewed with 
parental involvement. 
 
▪ Staff within the AEN team can be contacted during school hours and the core AEN teacher 
responsible for a particular year group, is available to discuss student’s additional educational 
needs at parent-teacher meetings.  
 
 
16. Provision for staff development   
Belvedere College S.J. recognises the importance of trained personnel and the need for staff 
development in dealing with AEN issues within the College. 
▪ Members of the AEN Core team have completed specialist training and have gained additional 
qualifications in this area. 
 
▪ AEN staff attend various AEN conferences provided throughout the academic year with approval 
from the College.  
 
▪ The AEN core team offer a number of resources, which are available to all as background reading 
material to assist professional development.  
 
▪ As part of the annual planning process for AEN provision, the leadership team consult staff to 
establish whether in-service staff development is required, relating to AEN issues. In-service is 
organised through a number of AEN support services and through members of the AEN core team.  
 
▪ The College may provide financial support for further study.  
 
▪ The College Management is supportive in encouraging and facilitating In-service development. 

 
17. Strategies for Monitoring and Evaluation 
 
The Whole School Policy for Additional Educational Needs is a working document. As the policy is 
a guide to practice, the monitoring of it and methods of evaluating its effectiveness, must be put 
into place. AEN departmental planning and review meetings with the Leadership team will form 
part of the continuing implementation of the policy. 
  
Feedback is essential regarding this document, as supporting students with AEN is a whole 
school responsibility, which therefore requires a whole school response. This 
documentation has been reviewed by the Leadership team, the AEN Core team, subject teachers, 
and parents so that full implementation of this policy takes place.  
 
Review and modification of the Whole School policy for students with AEN will be required as 
changes in legislation in relation to students with AEN take place and additional guidelines are 
provided by the DES and the NCSE.  
 
18. Appeals 
 
An appeals procedure has been set up so that any person who may consider that this document 
does not adhere to the requirements of a Whole School Policy for Students with Additional 
Educational Needs at Belvedere College S.J. is entitled to appeal.  
 
Queries, comments, and proposals should be addressed initially to the AEN Coordinator. If they 
are unresolved, appeals should be directed to the Headmaster as Secretary of the Board of 
Management. 
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The AEN coordinator should also be consulted initially with regard to additional supports for 
students with AEN within the College in relation to reasonable accommodations appeals to the 
State Examinations Commission. 
 
19. APPENDICES 
 
Appendix 1: Template of Private & Confidential Register of Students with AEN for staff in 
Belvedere College S.J.  
 
Appendix 2: Template for Teacher Referral Form - AEN Record of Concern document 
(On-line document). 
 
Appendix 3: Template for Junior AEN Meeting Form – pages 1 & 2 
 
Appendix 4: Template for Senior AEN Meeting form – pages 1 & 2 
 
Appendix 5: SAMPLE: Student Support File template, including Student Support Plan and 
Review documents 
 
Appendix 6: AEN Learning support Record of Work Template 
 
Appendix 7: Additional Assistive Technology Policy for students with Additional Educational 
Needs  
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APPENDIX 1: Template for Private & Confidential Register for students with AEN 
for staff in Belvedere College S.J. 
 
Each student in a particular year group is identified, using the table on page 20. 
 
 

 

BELVEDERE COLLEGE S.J. GREAT DENMARK STREET DUBLIN 1 
Ms Val Hamilton  
AEN Coordinator 
vhamilton@belvederecollege.ie 
Tel: 01-858 6684 
Additional Educational Needs Department 
 

 
                            February 5th 2021  

 
CONFIDENTIAL Memo 
 
To: All Teaching Staff 
 
From: Val Hamilton, AEN Coordinator 
 
Subject: UPDATED Private & Confidential Register of students with Additional Educational 
Needs (AEN) for staff: 2020-2021 
 
Please see below the updated list of students on the Private & Confidential AEN register, 
2020-2021. We now have …..students on the Register, who fall under the model of support 
guidelines this academic year. Students have been identified in terms of the level of support, in 
relation to the significance of their needs at this time of the year.  
 
Please note that we have not taken any students off the register at this time but have added any 
students with new reports or AEN supports. If you have any concerns about students you are 
working with, please pass your concerns on to the relevant AEN contact teacher, who is 
responsible for that year group. Unfortunately, we cannot complete additional testing during 
lockdown, but we will test students of concern when we return to school.  
 
The information contained in this email only provides a list of students in each class; it does not 
refer to specific needs for individual students. Teachers are asked to look at individual AEN 
profiles, using the AEN tab on Compass, to get more information concerning the students 
in their classes.  
 
This is particularly important for Leaving cert. students who have just been allocated 
reasonable accommodations for their Leaving Cert. If there is no indication that a student has 
received RACE on Compass, please do not consider that they have an accommodation. We will 
have a number of late applications to process, when we return to school, but the RACE allocation 
letters have just been received. Those students receiving RACE in Leaving Cert are indicated 
on the register.  
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It is essential to be aware of all students’ additional educational needs in each form to establish 
those who require differentiated materials in order to access the curriculum as the latest guidelines 
concerning support for students with AEN indicates.  
 
We have continued to update Compass information, as it becomes available throughout the year. 
Supplementary information, regarding specific recommendations from reports and possible 
suggested strategies for in-class support, have continued to be added during the year. Please refer 
to the information on Compass and contact to the AEN contact teacher concerned, regarding 
specific issues for students on the Register. The latest guidelines from the DES indicate that   
A significant number of staff have been allocated Special Education Teaching hours, this academic 
year, and the timetables for those who we were able to match with students who were available at 
the same times have been organised. Obviously, the remote learning timetable has altered this 
availability at this time, so we are significantly below utilising the periods that have previously been 
set up. Thank you to all of you, who have offered to re-assign other periods, to support our 
students during the remote learning timetable.  
 
As you know, we are now working with the SET Allocation Model of Support to provide additional 
support to students who have a recognised additional educational need. Following our normal 
practice to date, this means that the students with the greatest need should have access to 
the greatest level of support. Educational planning & intervention should reflect the 
additional need(s) of an individual student at a particular time; therefore, the level of 
timetabled support is also fluid and may be subject to change during the year.  The level of support 
reflects the Continuum of Support framework set out by the Department:  
 
Level One: SUPPORT FOR ALL: Whole school and Classroom support - this will focus on 
preventative and proactive approaches though identification via the AEN Register and Compass, 
testing and providing information to staff and parents. As the DES Circular 0014/2017 and the Post 
Primary Guidelines, 2017, indicate, the subject teacher has been recognised explicitly as 
having the primary responsibility for the progress & care of all students in their classroom. 
Collaboration between the AEN department staff, form tutor, subject teachers, and the students 
themselves, will form the basis of supporting students who fall within the Support for All-Level 
One.  
 
Level Two: SUPPORT FOR SOME: This will focus on the providing school support for small 
groups and some individuals on a weekly timetabled basis or short-term intervention. 
Continued collaboration with all members of staff working with these students will be essential, 
particularly form tutors, year heads and parents. A support plan should operate for these students 
for an agreed period of time and will be subject to review. 
 
Level Three: SUPPORT FOR A FEW: This will provide individualised and specialist support 
for a number of students on a regular timetabled basis. This will include regular meetings with 
the individual student’s AEN contact teacher. Students who fall under this level of support will 
have a Student Support File, which will involve longer term planning and significant consultation 
with form tutor, year head, parents, and outside agencies, as required. The Student Support Plan 
for these students will be reviewed during the year. 
 
The Core AEN team continue to take on specific responsibility for a year group this academic 
year. This will mean that this AEN teacher will be the first point of contact, providing support 
for parents, form tutors, year heads and subject teachers, concerning a student with AEN, in 
a particular year group. The AEN Coordinator is also available, along with the Senior Leadership 
team, as necessary. Members of the Core AEN team have the opportunity of working with a 
specific year group to build up a rapport and understanding of specific student’s needs and the 
additional educational needs in the year group. The plan is for the core AEN teacher to follow the 
year group through to the next academic year. This leads to greater consistency and support for 
the students, their parents and guardians, mainstream staff, and management.  
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Please continue to contact the following Core AEN team member, if you have a concern about a 
student in a particular year: 
 
First Year: Mr. Noel McKenna at noelmckenna@belvederecollege.ie 
Second Year: Ms. Sarah Dunne at sdunne@belvederecollege.ie  and 
Mr. Noel Mc Kenna at noelmckenna@belvederecollege.ie 
Third Year: Ms. Val Hamilton at (8586684) or vhamilton@belvederecollege.ie 
Fourth year:  Ms. Nuala Sheridan at nsheridan@belvederecollege.ie 
Fifth Year: Ms. Nuala Sheridan at nsheridan@belvederecollege.ie 
Sixth year: Ms. Val Hamilton at (8586684) or vhamilton@belvederecollege.ie 
Both the Core AEN team and the Learning Support staff continue to work with individual students, 
who they have been working with previously, as appropriate, and within the confines of the overall 
AEN timetable, as well as being responsible for a specific year group.   
 
As always, please respect the information that is provided concerning each student. Most students 
are very sensitive to their needs and do not like them being exposed, either to their peers, or, in 
many cases, even to their teachers. It is essential that this information remains 
CONFIDENTIAL and the SEN/AEN tab should never be left open in the classroom situation. 
Obviously, this list should also be kept in a CONFIDENTIAL manner. 
 
As usual, you will be receiving this information as an attachment by email only, which is password 
protected.  We have asked that you provide me with a ‘read receipt’ so that I can make sure that 
all staff have had access to this updated information. Parents expect that ALL relevant staff 
will be aware of their son’s Additional Educational Needs, using this Register. 
 
With many thanks, 
Val 
 
 
NB: If a teacher is requested to complete information for reports, they should do so, in 
conjunction with core AEN contact teacher for that specific year. This is because this 
information forms the basis of a possible diagnosis, which can have far-reaching effects, both for 
the students concerned and their parents’ expectations in the future. PLEASE DO NOT 
COMPLETE FORMS, WITHOUT CONSULTING the AEN CORE CONTACT teacher. 
 
 
 
 
 
 
 
 
 
        
 
 
 
 
 
 
 
 
 
 
 
 
 

KEY: PLEASE NOTE the COLOUR on OUR REGISTER, MIRRORS the CONTINUUM of SUPPORT 
GUIDELINES, in relation to LEVELS 2 (SOME) & LEVEL 3 (FEW)  
 
Support for SOME (LEVEL 2)              Support for a FEW (LEVEL 3)       Support for ALL (LEVEL 1) 
 
 
**: Access to SNA support       (IE): Irish Exemption      (FE): French Exemption   
New report                        (OP): Out of option 
 
 
(IE): Irish exemption (FE): French exemption      
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APPENDIX 2: Template for Teacher Referral Form - AEN Record of Concern 
document (On-line document). 
 

AEN Referral Form 
Please fill out some details below if you are concerned about a student in your class 

 
When you submit this form, the owner will see your name and email address. 
Required 
1. Name of student 

 
2. Year and form 

 
3. Subject 

 
4. Is the student already on the AEN register? 

Yes 

No 
5. In my subject, the student demonstrates the following strengths: 

 
6. Area of concern 

No concern 
Some concern  

Significant concern 
Reading 

 
 
 

Writing 

 
 
 

Comprehension 
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Concentration & attention 

 
 
 

Organisation 

 
 
 

Homework 

 
 
 

Speech and language 

 
 
 

Social communication 

 
 
 

7. Comments, if any, to accompany above selections: 

 
8. I have tried the following to assist them in my class 

 
9. Did it work? 
Please enter if you feel your intervention worked or not 

Yes, but I still want to note my concern 

Sometimes 

No 
10. If you answered no or sometimes to Question 9, please indicate why the 
intervention did not work 

 
11 Any other comments to accompany this referral 
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12. Name of teacher referring student 
 
 
 
APPENDIX 3: Template for JUNIOR AEN Meeting Form – pages 1 & 2 
(Resized- normally in Landscape) 
 
 

 

BELVEDERE COLLEGE S.J. GREAT DENMARK STREET DUBLIN 1 
Additional Educational Needs Department 

 

JUNIOR AEN MEETING FORM:  Name: __________Date: ________                                                                                                                          
Form: ____ Form tutor: ________ DOB: _________ Age:_____ 

Position in family: 
________________________________________________
Activities/Interests: 
________________________________________________ 
 
Subject  
& 
Level: 

Teacher: Most 
Recent 
Exam 
results: 

Strengths/abilities:             Areas for 
Development: 

Individual 
SUBJECT 
targets: 
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Previous AEN support  
(if applicable) 
 
 
 
Study/Planning: 
 
 
Outside support / grinds etc. 
 
Other activities outside school: 
 
 

Targets/focus this term? 
 
 
 
 
 

 

Suggested areas to support 
learning: 
 
Language/Option Exemption  
 
1to1 /small group support      
 
Rolling Intervention  
 
Intermittent Meetings   

 
 
Periods to support learning: 

• Monday:  
• Tuesday: 
• Wednesday: 
• Thursday: 
• Friday: 

 
Possible Reasonable 
accommodations: 
 
 

Collaboration with other 
departments: 
 
 
 
Collaboration with parents: 
 
 
AEN follow up: 
 
 
 
 
AEN review: 

 
V. A. Hamilton, AEN Coordinator: amended October 2019 
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APPENDIX 4: Template for SENIOR AEN Meeting Form – pages 1 & 2 
(Resized- normally in Landscape) 
 
 
 
SENIOR AEN MEETING FORM:  Name: __________Date: ________                                                                                                                          
Form: ____ Form tutor: ________ DOB: _________ Age:_____ 

 
Position in family: _____________ Activities/Interests: ______ 
________________________________________________ 
Possible areas of interest/career options: __________________________ 
________________________________________________________ 
________________________________________________ 
 
Subject  
& 
Level: 

Teacher: Most 
Recent 
Exam 
results: 

Strengths/abilities:             Areas for 
Development: 

Individual 
SUBJECT 
targets: 

 
 
 
 

     

 
 
 
 

     

 
 
 
 

     

 
 
 
 

   
 

  

 
 
 
 

   
 

  

 
 
 
 

      

 
 
 
 

     

 
 
 

      



 26 

 
 
Previous AEN support  
(if applicable) 
 
 
 
Study/Planning: 
 
 
Outside support / grinds etc. 
 
Other activities outside school: 
 
 

Student’s targets/focus this term: 
 
 
 
 
 

 

Suggested areas to support 
learning: 
 
Language/Option Exemption  
 
1to1 /small group support      
 
Rolling Intervention  
 
Intermittent Meetings   

 
 
Periods to support learning: 

• Monday:  
• Tuesday: 
• Wednesday: 
• Thursday: 
• Friday: 

 
Reasonable accommodations: 
 
 

Collaboration with other 
departments: 
 
 
 
Collaboration with parents: 
 
 
AEN follow up: 
 
 
 
 
AEN review: 

 
V. A. Hamilton, AEN Coordinator: amended October 2019 
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APPENDIX 5: Student Support File template, SAMPLE Student Support Plan & 
Student Support Review Record documents  
 

  
                                                                                        

SAMPLE STUDENT SUPPORT FILE 
 

STUDENT SUPPORT FILE 
 

Name of Student 
 

 

Date of Birth 
 

 

School 
 

Belvedere College SJ 

Date File Opened 
 

6/1/19 

Date File Closed 
 

 

 
A Continuum of Support 

 

 
 

Developing a student support plan is the outcome of a problem solving process, 
involving school staff, parent(s)/ guardian(s) and the student.  We start by 
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identifying concerns, we gather information, we put together a plan and we 
review it. 
 

SAMPLE: Student Support File, Log of Actions 
 

Date                  Actions 
 
1/4/19 
 

 
Information received from parents and Primary school 

 
1/5/19 
 
 

 
SENCO & SET visited Primary school setting for observations and meetings with 
teachers and SNAs 

 
3/9/19 
 

 
Meeting of SENCO, SET and FT to discuss STUDENT’S needs 

 
Weekly 
 

 
Meeting with SENCO and parents to discuss STUDENT’S progress 

 
Weekly 
 

 
Meeting of SENCO and SET 

 
4/10/19 
 

 
SENCO, SET and LT met with FT and class teachers to discuss STUDENT’s needs and 
explain route forward in terms of in and out of class support 

 
Weekly 
 

 
Meeting of SNA and SET 
 

 
18/11/19 
 

 
Meeting of SET and FT to discuss STUDENT’s progress 

 
10/12/19 
 

 
Meeting of SET, SENCO and SNA to put support in place for Christmas house exams 
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SAMPLE: Support Checklist 

 Name:      Age:  Class: 

General Information 
Date 
Checked  Comments 

1. Parents/ Guardians Consulted FROM 
09/18 

ONGOING consultation 

2. Information from previous school/preschool 
gathered 

1/5/19 SENCO & SET visited Primary school for observation and 
meetings with teachers and SNAs 

3. Hearing n/a  

4. Vision n/a  

5. Medical Needs 1/9/19 Student takes medication on a daily basis  

6. Basic Needs Checklist completed 1/8/19 Completed by SENCO 

7. Assessment of learning- screening 12/11/19 Assessment using NGRT, Progress at Maths and CAT IV 

8. Observation of learning style/approach to 
learning 

1/10/19 In class by SET & SNA 

9. Observation of behaviour 1/10/19 In class by SET & SNA 

10. Interview with pupil Ongoing Weekly meeting with SET and SENCO 

11. Classroom work differentiated? Ongoing At times – SET teacher and SNA support in the classroom 

12. Learning environment adapted? 1/9/19 Student sits at the top of the class, an exit strategy is in 
place, if needed 

13. Yard/school environments adapted?   

14. Informal or formal consultation/advice with 
outside professionals? 

 

1/9/19 

 

Reports on file 

15. Advice given by learning support/resource 
teacher or other school staff? 

1/10/19 SENCO, SET and LT met with FT and class teachers to 
discuss student’s needs and explain route forward in terms 
of in and out of class support 

16. Other interventions put in place in school?  Application was made for SNA support in school 

Action needed 

 

 

 

  

Helpful references: SEN: A Continuum of Support: Resource Pack for Teachers, pp. 13-16, 18 to 20; BESD: A Continuum of Support, p 7;  A  Continuum of 
Support for Post-Primary Schools, Resource Pack for Teachers, pp32-36; Student Support Teams in Post-Primary Schools, pp20 
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SAMPLE: STUDENT   SUPPORT PLAN:                                                                                              
 

Classroom Support  
                                                                                                                       School Support (Support for SOME)  

                                                                                                               School Support Plus (Support for A FEW) 

To be completed by the teacher(s).  
For help, see SEN: A Continuum of Support - Guidelines for Teachers: BESD: A Continuum of Support – Guidelines for Teachers pp.71-74; A 
Continuum of Support for Post-Primary Schools, Resource Pack for Teachers, pp. 51, 53, 54, 57. 

Student’s name:  Age:  

AEN Support: Mr McKenna/Ms Hamilton/Ms Sheridan Class/year:  

Start date of plan:  September 2019   

Review date of plan: September 2020   

Student’s strengths and interests: 
Student is polite and mannerly 
Student works well with staff who he feels understand him and support him 
Student is very interested in ……. He is very focused concerning ……… 
Student likes…... He is enjoying ……… 
 

Priority concerns: 
• Student finds concentration and participation in learning challenging  
• Student needs support in…………. 
• He needs short, clear instructions & re checking for understanding  
• He needs clear time frames in ……… 
•  

Background to need: 
• He has a history of significant Additional Educational Needs ……..Student has been diagnosed with 

……. and ……... Student has been attending CAMHS since…….., on an ongoing basis. The report from 
……..  

 

Targets for the student: 
• To participate in class discussion on three occasions before ………. 
• Be able to answer a question from a teacher once a week for ……… 
• To achieve a pass in English and Maths studies by ………  
• …… 

Strategies to help the student achieve the targets:  

• Student has a reduced timetable and attends support lessons with …….  
• Student will be supported in some mainstream classes with an SNA  
• In terms of increasing independence, student will attend some classes, without SNA assistance by……  
• Class teachers will know student’s targets and how to support him in achieving them 
• An Exit Strategy is in place if student feels the need to leave a class, if …..  
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• SENCO will check in with student and his parents ……..  
Review after…….. 
 

 
 

Staff involved and resources needed: 
•  Mr McKenna (SET)  

•  (Form Tutor) 
• Ms Hamilton (SENCO) 

•  Ms Sheridan (SET) 

• Subject teachers 
 

Signature of parent(s)/ guardian(s): 

Date: 

 

Signature of student: 

Date: 

 

Signature of AEN core teacher: 

Date: 

 

Signature of Form tutor: 

Date: 

 

*A consultation with a NEPS psychologist/ other professionals may contribute to this plan. 
 
Adapted from the NCSE Tool kit (2017) 
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STUDENT SUPPORT REVIEW RECORD*                                                                        Classroom Support 
                                                                                                                            School Support (Support for SOME)  
                                                                                                                  School Support Plus (Support for A FEW) 

To be completed by the teacher(s) as a review of the plan and as a guide for future actions. 
For help, see SEN: A Continuum of Support - Guidelines for Teachers; BESD: A Continuum of Support – Guidelines for Teachers; A Continuum of Support for 
Post-Primary Schools, Resource pack for Teachers; Student Support Teams in Post-Primary Schools. 

Student’s name Class/ Year  

Names of those present at review  Date of Review 

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

Since the start of the plan, has anything changed in relation to the original concerns? If so, what are these changes, and 
what have we learned from them? 
 
 
 

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

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

Any comments from the student? 
 
 

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

Signature of parent(s)/ guardian(s)/ student  

Signature of teacher(s)      (as above)  
 

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  

*A consultation with a NEPS psychologist/ other professionals may contribute to this review.  
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Adapted from the NCSE Tool kit (2017) 
APPENDIX 6: AEN Learning support Record of Work Template (Resized from 
Landscape) 
 

 

BELVEDERE COLLEGE S.J. GREAT DENMARK STREET DUBLIN 1 
Ms Val Hamilton  
AEN Coordinator 
vhamilton@belvederecollege.ie 
Tel: 01-858 6684 
Additional Educational Needs Department 
 

 
Learning Support Record of Work 
 
 
Teacher: ________________________ 
 
Student(s): ______________________________________________________________  
 
Form(s): ______________________________                                                  
 
 
Termly Objectives:  
      
To provide additional support in particular areas of difficulty through literacy or numeracy 
To review material covered in class and to focus on areas requiring additional 
comprehension to aid  
understanding 
To respond to student’s individualised needs 
 
 
 

Date Subject Area / Topic Covered Remarks 
 
 
 

  

  
 

 

Date Subject Area / Topic Covered Remarks 
 
 

  

 
 

  

 
 

  

 
 

  

 
V. Hamilton, AEN Co-ordinator, September 2020 
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APPENDIX 7: Additional Educational Needs Assistive Technology Policy 
agreement 
 
 
UPDATED use of the additional Assistive Technology Policy for students with 
Additional Educational Needs (JUNE 2021) 
 
We now have a significant number of students in the College who require the use of additional 
assistive technology, based on their additional educational needs. This document lays out the 
terms of use of additional assistive technology supports. This document takes into account the ICT 
acceptable use policy in the College, which all students and their parents have signed up to, before 
being allowed to use any additional assistive technology in school. 
 
Support from the AEN department concerning the use of additional assistive technology currently 
uses specific diagnostic criteria for students who have been diagnosed with Developmental 
Coordination Disorder (DCD)/Dyspraxia and Dysgraphia or assistive technology 
based on significant physical or learning difficulties. 
 
If a student meets the criteria for additional support in terms of assistive technology, 
based on their diagnosed needs, we would ask that the student be given the opportunity to use his 
iPad, (or laptop - for senior cycle students only) under the following conditions. 
(Students in junior cycle & fourth year, will only be allocated a laptop in exceptional 
circumstances).  

1. Working on long pieces of script in the classroom situation - if the student is not 
managing to take the information down from the board in a timely manner (a photograph 
of the work on the board may also be allowed, if necessary) or if they have been given a 
significant piece of writing within a specific timeframe.  

2. The student should be given the opportunity to type long pieces of work, then 
use Microsoft Teams/One Note to share work with their teachers, once this has 
been agreed by them. The typed script, replaces the written script and enables the 
student to perform in a similar manner to his peers, typing, rather than writing his answers. 
It is no longer necessary for students to print out their work and put it into a copy book to 
present to their teachers. Both staff and students are now generally familiar with using 
Microsoft Teams & One Note particularly taking into account recent periods of on-line 
learning. 

3. The student should continue to write, both in the classroom and for 
homework for shorter pieces of work as we do not know what the criteria for Reasonable 
Accommodations for Certificate Examinations (RACE) for a student diagnosed with 
additional educational needs will be, until applications for RACE are made. The criteria to 
access the use of assistive technology may change in the future, depending upon the nature 
and significance of an additional educational need.  

4. Any student who has been granted assistive technology at primary school, may 
not necessarily be entitled to receive the same, at post primary level. The SEC 
indicate, on page 42 of their latest Guidelines for 2021, 'Candidates who have been granted 
the use of assistive technology by the DES, must meet all the relevant criteria in the same 
way as all other candidates'. "They do not have an automatic right to use same in 
examinations."  This means that new applications for exam support will be made in their 
Junior Cert year, following the guidelines laid down by the SEC at this time. 

5. We may, at times, ask for students to handwrite some exams so we have 
samples of their work during in-school examinations. This is to provide an 
evidence of need for reasonable accommodations and, depending upon the year group, they 
may be given the opportunity to re-type what they have written, after the exam so their 
handwriting will not put them at a significant disadvantage for their in-house exams. 



 35 

6. Once it has been established that the student meets criteria for RACE, and he has been 
using this method to access the curriculum at post primary level, a student should be able to 
use assistive technology, whenever possible, following 1, 2, & 3 above.   

7. As writing is a lifelong skill and there are some materials that have to be handwritten, it is 
still very important for a student to continue to write, even if he has a very 
significant need. A student may also have to continue to write some of his in-house 
exams during exam periods as we cannot guarantee that the use of a word 
processor/laptop/iPad will be available for all in-house exams. This would put him at a 
disadvantage, if he was not continuing to write as well, given this situation.  

8. Further support will be provided with the AEN support team to set up a student’s iPad, 
utilize apps etc. and create folders on his iPad/laptop to save the work for each subject into 
it. Further supports may be put in place for the student regarding support in terms of 
becoming proficient using assistive technology. 

 
Please sign below to indicate you have read the ICT Acceptable Use policy and understand its 
contents. You are also signing below to indicate that you understand the current practice for any 
student who has been allocated additional assistive technology (as above) and what your son (and 
you) can ask teachers to agree to, in the mainstream classroom situation. 
 
 
Student’s name and form: 
_______________________________________________________ 
 
Parent(s) signature and date: 
____________________________________________________ 
 
Student’s signature and date: 
________________________________________________ 
 
AEN contact teacher and date: 
___________________________________________________ 
 
 
 
Please return this document for our records. 
  
A student will only be allowed to use additional assistive technology in the classroom, once the ICT 
Acceptable Use Policy and this document has been signed off. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
V. A. Hamilton, AEN Coordinator, November 2021 


