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Welcome to the Primary Online Database Landing Page

The POD application supports the exchange of primary pupil data between the school and the Department of Education & Skills. POD
- will provide support for maintaining pupil and new entrant data, automated Interface for existing school software to synchronise, and
support for the National School Annual Census retums process,

School Details
Name Test Special School
Roll No 184081
Academic Year 2015/2016

Prior to adding any pupil information, if your school offers any post primary
level courses to your pupils please indicate this in POD. To do this, please go to
Your Options Menu on the left hand side of the screen and under school, select
Update School Details. This will bring up your school details and you will notice
on the right hand side of the page it will say offering Second level programme.
If your school offers any second level programme to any pupil please tick this.
Then click Save School details. A message will then appear in green saying Save
Successful.
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niine Data > Update School Details

Update School Details oo s
m Address  BOM-Chairperson  Miscellaneous  Default  School/DES Commeni s
General

School Roll No 184081

Official Name [Test Special School School Type Special Education

Local Name Test Sp School Fax 011234567

Principal * [Ms Walpole Phone * 011234567

Email of Principal lewaipole@eiroom net Email for National School Census.

Email * laddress@eircom net Website fourstte e

Irish Classification Some subjects through Irish i
Date Opened 01/0011960 8 Offering Second Level Programme

IR EX3

The fields that are grey can not be edited by the school user. To request an amendment to Information In these flelds please contact POD Helpdesk email: pod@education.gov.le Tel: 01
8802311
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You are now ready to enter pupil information into POD. To do this, go back to
Your Options menu on the left hand side of your screen and under Pupil,
please click Add new Entrants.
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ne Data > Update School Details

184081, Test Special School, 2015/2016

* Indicates required information

Update School Details

m Address  BOM-Chairperson  Miscellaneous  Default  School/DES Commeni s

General
School Roll No 184081
Official Name [TestSpecial School School Type Special Education
Local Name Test Sp School Fax 011234567

[Ms Walpole Phone * 011234567

ewalpole@eircom net

National School Census
fourstte ie

[Mixed

aqdress@eircom net
Some subjects through Irish
Date Opened 01/0011960 8

N s Groupings
epor
- i Save School Details m

Upload Excel Template

nd Level Programme M

The fields that are grey can not be edited by the school user. To request an amendment to Information In these flelds please contact POD Helpdesk email: pod@education.gov.le Tel: 01
8802311
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This will bring up a blank screen to add information on your pupil. Firstly add in
forename, then surname. Please note the red asterisks, this indicates
information must be added. Next information needed is PPSN or Mothers birth
surname, which also means mother’s maiden name. One or the other or both
of these pieces of information have to be entered. Next is the date of birth,
you can this in manually or click on calendar. Gender is next and this is the final
piece of information needed in the top section.

Below you need the name and address and the county where the pupil resides.
You will be asked for nationality and you can select this from drop down menu.
The next question is Ethnic or cultural background, this requires parental or
guardian consent before you return this information to the Department. If
you don’t have parental or guardian consent or the parent refuses to give you
this information please select option at the end of the drop down menu which
says “no consent”. Note that these categories are based on the census of
population in 2011 and will also be asked in the census of population in 2016.
Religion also requires parental or guardian consent. If you don’t have consent
please select “no consent”. When you are finished on first page please click
Next.
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Primary Online Data > Add New Entrant Perscnal Details
+ Online Submissions - Primary 184081, Test Special School, 2015/2016
Online Data New Entrant -> New Enrolment :
Indicates required information
Forename * Samantha Surname * Levingstone
PPSN * 75975460 ==or=- Mother's Birth Surname Smith
DOB * 01032006 = Gender * Female
Personal
Birth Certificate Forename Samantha Birth Certificate Surname |Levingstone
Address 1 * 15 The Wood
Address 2 * Clontarf
Address 3
Address 4
County * Dublin
Nationality * Dual Nationality (Ireland and Other)
Ethnic or cultural background White Irish
Religion Buddhist
L
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This will now bring you into the enrolment details of the pupil in your school.
The year will automatically default to the current year. You will be asked for
the enrolment date of the pupil, this is the enrolment date of the date the
pupil first enrolled in your school. It is not the date they start each year.

Next is the source of the pupil, where did the pupil come from before they
enrolled in your school. Next question is what standard your pupil is in. This
will depend on how your school is set up. In some special schools all the classes
are just special classes or in other special schools they have them in standards,
ie. Junior, Senior, First Class etc. There is also a category for post primary
classes for schools that offer this.

The next question is capitation category. This is compulsory. This is to assist
the Department in paying the appropriate capitation to your school. If you click
on the drop down menu there are three capitation categories and they’re
based on different rates. See below table for more information.
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Under 12 | 12 years &
Capitation Category years over

Mild General Learning Disability
Category 1 544 819
Specific Learning Disability

Visual Impairment

Hearing Impairment

Moderate General Learning Disability
Category 2 819 819
Emotional Disturbance

Physical Disability

Specific Speech and Language Disorder

Profoundly Deaf

Severe/ Profound General Learning Disability

Category 3 Severe Emotional Disturbance 840 840

Autism/Autistic Spectrum Disorders (ASD)

Multiple Disabilities

Next question is a teacher/class name. If you’ve set up your class groupings a
list of all your class groupings will be here and you select the appropriate
teacher. If you haven’t set up your class groupings this drop down menu will
be blank and you can come back to it after you have set them up.

The next question asks about programme details. As your school offers a post
primary course you will be asked if the pupil is following any of these
programmes. If they are, then drop on the drop down menu and select
appropriate programme. If your school offers an alternative type of post
primary qualifications then click on second category and indicate which level
the programme is at.

Now you have entered all the pupil details you click save.
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184081, Test Special School, 2015/2016

o Add New Entrant
onlin

» POD

i Forename [Samantha Surname Levingstone pupil 1n (7787
a

» School

ate Schaol Details .
Casfine Fuhon! Barie Enrolment Details

Current Academic Year 20152016

School Enrolment Summary

¥ Class Groups

Maintain Class Groups The following refer to when the pupil first started in your school
» Pupil Enrolment Date * 26082013 o8
Add New Entrants i = -
PR Pupil Source @ Childcare Setting/Pre-Primary Education X v

Pupil Batch Update

The following refer to the current academic year
Historical Search

Standard * First Class
» Rollover
itation C. - apitath ategol et oo/ X v
Mext Years Closs Groupings Capitation Category Capitation Category 1 (under 12 544 eurofover 12
Latest Progression Report Teacher/Class Name Mr Breen x

* Upload
Upload Excel Template
Programme Details

Junior or Leaving Certificate Programme

Other programme on the National Framework of Qualifications

A message will then appear saying you have created the pupil successfully and
an option appears asking if you want to review the pupil and look at their
details or add another pupil.

If you have any queries on this, please contact POD helpdesk on (01) 8802311



