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	School Mission Statement and Ethos


The Mission Statement of De La Salle College, Macroom is 
“Our community aims to assist our pupils to develop their full potential in a Christian Environment.  In our school this vision will be achieved by mutual respect and co-operation amongst all the partners in an open and caring atmosphere.”

De La Salle College Macroom operates on the philosophy that students perform best in an environment where they feel valued.  All students are treated as individuals with unique strengths.  The philosophy of the school demands high standards of work, personal behaviour and respect of self and of others.  The Guidance plan reflects this respect for the individual in its student centred holistic approach.  The enhancement of self-esteem and life skills and the development of potential - academic, personal and emotional - leading to greater personal autonomy for all students are its central goals. 
	Background to the Guidance Plan


This plan is not a rigid template and reflects the uniqueness of De La Salle in its own particular context and circumstances.  This Guidance plan refers to the ‘subject’ guidance as it is delivered to students cognisant of their needs and mindful of the available resources. 
The school guidance plan is a structured document that describes the school guidance programme and specifies how the guidance needs of students are to be addressed.  It includes reference to personal counselling, an integral component of the work of the Guidance Counsellor.  This plan forms part of the Whole School Guidance plan.
What is guidance in schools?

Guidance counselling and Guidance and counselling refers to a range of learning experiences provided in a developmental sequence, designed to assist students to make choices about their lives and to make transitions to these choices.  These choices may be categorised into three distinct but interlinked areas: 

· Personal and Social, Educational and Career
Guidance activities that assist students make informed choices include:

· Personal counselling

· Assessment using psychometric instruments and inventories

· Career information (classroom, personal vocational guidance interviews, attendance at career events…)

· Use of information technology e.g. Qualifax

· Personal and social developmental programmes

Counselling is a key part of the school guidance programme, offered on an individual or group basis as part of a developmental learning process and at moments of personal crisis.  Counselling may include personal counselling, educational counselling career counselling or combinations of these.

	Rationale for the Guidance Plan


Section 9(c) of the Education Act (1998) requires schools to   “..ensure that students have access to appropriate guidance to assist them in their career choices….”.  The provision of guidance is a statutory requirement for schools under this Act.  

The Education Act refers to access (to school resources, physical and personnel…) and appropriate guidance (i.e. whole school response to meeting the guidance needs of all its students).  Guidance is a core requirement of the school’s overall programme: this requires that it is an integral part of the school plan.  The mission statement and the school ethos are reflected in the guidance plan. Reference to the Framework for Considering Provision of Guidance in Post Primary Schools Revised –August 2017 was also conducted.
	Aims and Objectives of the Guidance Plan


Aims

The Guidance Plan aims to:

· Provide a framework for the delivery of the school’s guidance programme

· Ensure a structured response to student’s personal, social, educational and career guidance needs by ensuring that all members of the school community are respected, supported, cared for and educated in a holistic manner ensuring the development of the whole person spiritually, emotionally, socially and academically.

· Be inclusive; providing for the junior, senior, minority, special education needs etc., of all students.

· Bridge the difficult periods of transition faced by our students, from National School to second level and from second level to adult life by providing appropriate guidance and support structures (e.g. our First Year induction programme)
· Include all guidance activities: classroom sessions, Vocational Guidance Interviews, attendance at career exhibitions, open days etc., meeting with management, support agencies etc., personal counselling etc.

Objectives

· To outline current guidance practice

· To clarify specific roles and responsibilities where appropriate, but also to promote guidance as the responsibility of all members of the school commodity

· To ensure ongoing monitoring and reviews of procedures in the areas of policy development, student development and staff training

· To help students to develop an awareness and acceptance of their talents and abilities and identify their key motivating factors

· To help students to identify and explore opportunities and to grow in independence and take responsibility for themselves

· To help students develop the skills to become independent and self motivated learners

· To help students to develop the use of research and ICT skills so that they can be self-directed in their career exploration and development
· To help students to make informed choices about their lives and follow through on these choices

	Whole School Approach to Guidance


The following demonstrates the whole school dimension of Guidance and the collaboration between the whole school community and the Guidance Counsellor.  In the delivery of the school guidance service, the Guidance Counsellor, Mary O Connor, links with: 

· School Management 

· Year Heads

· Class Teachers

· Teaching staff

· SPHE teachers

· Pupils / Prefects and Student Council

· Parents 

· Past pupils

· Pastoral Care Team

· Special Education Needs Co-ordinator & teachers 

· LCVP and TY Co-ordinator

· SNAs 

· Canteen / School Maintenance Staff
Outside Agencies

· NEPS

· Social Workers

· Employers

· Colleges/Admission Officers

· Solas

· Failte Ireland

· Colleges of Further Education

· Community – Gardaí and Defence Forces

· DES - examination commission/home school tuition
	Guidance Provision in De La Salle College Macroom– Roles & Relationships


Guidance Counsellor:
Ms. Mary O Connor
Subject Coordinator:
Ms. Mary O Connor 

Role of Subject Coordinator

The delivery of a comprehensive Guidance Programme is the responsibility of the Guidance Counsellor but a whole school approach is essential to realise this objective.  A holistic approach to Guidance provision is essential to ensure all students have “access to appropriate Guidance” (9 (C) Education Act.1998).  Guidance planning is to be considered a process, to evolve over time, reflecting the needs of all students, available resources and contextual factors. 

Time Allocation, Option Structures and Timetabling

6 hours 40 mins class contact.  15 hours 20 mins allocated to counselling and one to one work with students and parents

The Guidance Counsellor works as part of the school staff team.  It is the role of all members of staff to promote the holistic development of all our students as outlined hereunder. 
The Board of Management
The Board of Management have a responsibility to ensure that the underlying principles of the school ethos and mission are reflected in all areas of guidance, formal and informal. 
Principal / Deputy Principal
The Principal/Deputy Principal takes the role of ensuring that guidance is an integral part of everyday school life. 
Middle Leadership 
Middle leadership staff are also an integral part of the promotion of guidance and pastoral care in our school.  The Heads of the Junior and Senior School in conjunction with the SENCO, Principal & Deputy play a particularly important role in leading guidance and pastoral care in our school, to that end this team has a timetabled weekly meeting.
Class Teachers
Class Teachers are assigned to each class throughout the school.  They play a key role in the pastoral care system and are often the first point of call for students in need. 
Parents 
Parents are encouraged to become involved in school life through the Parents Association and regular contact with the school.  As partners in education we will work together to encourage the personal, social, spiritual and academic development of their sons. 
Students 
Students themselves are also encouraged to take responsibility for their own development and progress.  All members of the school community are encouraged to promote positive education, development and behaviour.  Achievements are praised and progress rewarded. 
Local Community 
Preparing students for adult life is an important part of students’ personal and social development.  In promoting links with the local community students can see and experience first-hand the importance of community support.  A variety of community groups are invited to give workshops and talks to students, as well as students taking part in community based activities such as charity work and work experience.
	Guidance Curriculum


The Guidance curriculum may be divided into two components:

· Formal 

· Informal
Formal Guidance

The Formal Guidance curriculum is delivered using two forms of intervention employing a number of methodologies:

1. Individual contact of a personal counselling nature and careers/vocational guidance.

2. Classroom guidance delivered in regular weekly classes/ team teaching/class group or year group intervention as required.

Informal Guidance

The Informal Guidance programme consists of liaising with other Teaching Staff/Management to promote cross curricular links and to enhance the development of a whole school policy in relation to the delivery of The Guidance Plan.  Meetings with Parents/Guardians form an integral part of Informal guidance.
Informal guidance generally comes in the form of actively promoting positive relationships between students, staff, parents & the community.  Its aim is to enhance and develop confidence, self esteem and respect in day-to-day dealings with one another, and to foster an overall understanding of and consideration for the difficulties/issues faced by our students at various stages of their development.  

A supportive school environment for students and staff is essential for informal guidance to be effective.  All members of our school community have a role in creating such an environment in which:

· …people feel safe and valued 

· …self-esteem is fostered and nurtured 

· …respect, tolerance and fairness are evident 

· …high expectations and standards are promoted 

· …there is support for those with difficulties 

· …open communication is the norm 

· …effort is recognised and rewarded 

· …uniqueness and difference are valued 

· …conflict is handled constructively 

· …initiative and creativity are encouraged 

· …social, moral and civic values are promoted
Regular monitoring of pastoral care systems and approaches occurs through weekly meetings between Senior Management Team, Guidance Counsellor & Resource Department.
Students 
Students are encouraged to talk to each other and to staff about difficulties/problems they may encounter, whether it is the school Guidance Counsellor, Class Teacher, Deputy Principal, Principal or other members of staff they feel comfortable with. 
Staff 
Among staff an atmosphere of mutual respect, care and compassion is nurtured.  Trust, understanding and support are also strengths that we have found vital to staff care.  Key to this are formal and informal staff/school events, celebrations and acknowledgment of contributions and achievements. Staff are greatly valued by school management and all staff are afforded the opportunity to develop a leadership role in the school through professional development. 
Parents 
We actively encourage our parents to talk to us in person or on the phone at any time, in order to build and further develop the strong and positive relationships we have with our parents.  We seek their opinions and consult with them around issues relating to learning & teaching, school uniform and other areas of school life.  We offer support in the form of information evenings aimed at assisting them in parenting their teenagers.  We aim to keep them informed and engaged in school life so that the home-school partnership strengthens for the benefit of the student.
	Class Organisation/ Effective Teaching Methodologies


Grouping of Students

Students participate in the Guidance programme in their year group or in their smaller class groups.  De La Salle students are divided into 2 mixed ability groups 

1st Year

· National School visits to 5th & 6th class students

· Sharing of information (National School/parents)

· Open Evening
· Interviews with incoming parents and students
· Activities morning in Springtime
· Orientation Day (1st Years only – end of Aug)

· Welcome mass (whole school)

· Team Building Activity Day with Class Teachers and Mentors

· Class Teacher support structure
· Mentor Programme – with trained TY students
· SPHE Classes
· Physical Education classes (inc’ health awareness and active living)
· Extracurricular activities (all students actively encouraged to participate in a range of activities)
· Availability of school Guidance Counsellor for individual appointments
· 1 Well being class per week as per the new Junior Cycle Guidelines
2nd Year
· Class Teacher and pastoral care team support group meetings
· Partake in Positive Mental Health week

· SPHE classes
· Screening to identify and address possible errors in subject levels (Subject teacher, and Guidance Counsellor)
· Physical Education classes (inc’ health awareness and active living issues)
· Extracurricular activities (all students actively encouraged to participate in a range of activities)
· Availability of school Guidance Counsellor for individual appointments
· One class of well being per week as per new junior cycle guidelines
3rd Year

· Class Teacher support structure

· Emotional health & exams – (Guidance Counsellor)

· Study strategies (Guidance Counsellor, Subject Teachers)

· Leaving Certificate subject choice information evening

· Subject choice information sessions for students

· Individual career guidance counselling on subject choices

· Supervised Study Sessions (5 days a week – all year)

· Extracurricular activities (all students actively encouraged to participate in a range of activities)
· One class of well being per week as per new junior cycle guidelines
4th Year
· Work Experience Information Presentation 
· Career Investigation (assessment /presentation to class) 

· Research skills – Use of internet, Careers library etc

· Using a prospectus
· Students are encouraged to attend career talks / presentations / seminars / open days
· On-campus trip to UCC and CIT

· Work Experience

· C V preparation

· Availability of school Guidance Counsellor for individual appointments
· Attend Positive Mental Health Day in Castle Hotel 

· One class per week on well being related issues through guidance provision
5th Year

· Class Teacher support structure

· Timetabled guidance classes

· Psychometric Testing

· Screening to identify and address possible errors in subject choices

· Drugs Awareness workshop – An Garda Siochana Youth Liaison Officer

· Religious Education classes (programme includes issues such as morality, life skills, world issues)

· Study skills session (Guidance Counsellor, Year Heads, Subject Teachers)

· Work experience placements & supports for LCVP

· Extracurricular activities (all students actively encouraged to participate in a range of activities)

· Availability of school Guidance Counsellor.  Individual appointments scheduled for all
6th Year
· Class Teacher support structure

· Individual meetings (structured VGI) with Guidance Counsellor

· Timetabled Career Guidance classes

· Religious Education classes (programme includes issues such as morality, life skills, world issues)

· Study skills session (variety of guest speakers, Guidance Counsellor, Subject Teachers)

· Developing individuals study plans (Guidance Counsellor)

· Visits to University/College/IT Open Days

· Guest speakers from Industry, Universities etc

· Group and individual sessions on CAO/UCAS procedures (Guidance Counsellor)

· Individual meetings with Guidance Counsellor after Pre-exams if required

· Extracurricular activities (all students actively encouraged to participate at a reasonable level)

· Graduation Mass and activities

· Support provided on CAO day re offers etc
Assessment Procedures / Evaluation

Assessment is not a feature of guidance.  Informal ‘assessment’ in the clarification of career choice and subject choice, improved study skills and examination technique etc provide some insight into the effectiveness of the Guidance Counsellor’s interventions.

	Range & Variety of Guidance Resources


Guidance resources at De La Salle Macroom include: 

· Personnel (see pages 7 & 8)
· Materials

· Facilities

· External

Materials

The careers library operates an open door policy.  The library contains current Irish and UK prospectuses as well as a range of careers related publications.  All books may be borrowed in consultation with Guidance Counsellor
ICTs

Use of internet…Qualifax www.qualifax.ie
Career directions www.careerdirections.ie
Go Careers Interview Techniques www.gocareers.ie
Referral to www.examinations.ie website to guide study plans

Online CAO applications

Facilities

Guidance Office, Careers Library, Computer Room, Notice boards, Personal laptop

External

Attending open days, career exhibitions, and career information sessions

Guest speakers including past pupils and parents
Communication with external agencies where required in particular the National Education Welfare Board/TUSLA, National Educational Psychological Service (NEPS), Health Service Executive, National Council for Special Education (NCSE) etc.
	Individual Guidance Appointments


The Guidance Counsellor links with students throughout their time in school.  Guidance counselling is provided to students to assist them in their education and vocational choices, thorough the medium of classes, information sessions and individual appointments. 
Students make appointments with the Guidance Counsellor for a variety of reasons such as careers, information and personal reasons.  Each student is entitled to “adequate guidance” under the Education Act 1998.  This will vary from student to student with some students requiring more time than others.  
Personal counselling appointments may arise for a variety of reasons.  Counselling has, as its objective the empowerment of the student so that she/he can make decisions, solve problems, address behavioural issues, develop coping strategies and resolve difficulties they may be experiencing.

Parents/Guardians make appointments with the Guidance Counsellor by telephoning the school. On occasion, the Guidance Counsellor may request another staff member e.g. Senior/Junior Head Of discipline, subject teacher or/and management to be present at a meeting.  The student is always invited in for whole or part of the meeting with approval of Parents/Guardians.  This gives the student responsibility, ownership and inclusion in the meeting outcomes. Notes are kept of all meetings by the Guidance Counsellor in line with current data protection guidelines.
	Record Keeping Procedures


The Guidance Counsellor keeps two types of records:

1. Detailed Personal records of all Personal counselling and Careers/Vocational Guidance Interviews.

2. Summary reference records of Personal Counselling sessions 
· Student records are kept for 7 years (minimum).
· The detailed records of personal counselling sessions should contain some of the actual words and phrases used by the client. 
· To ensure accuracy the Guidance Counsellor should try to write up notes as soon as possible after the session. 
· Keep notes as brief as possible - develop your own shorthand.
	Confidentiality and Reporting Procedures


A professional relationship involving confidentiality is at the core of guidance & counselling.  The Guidance Counsellor takes all reasonable steps to ensure that consultation with students takes place in an appropriately private environment – usually the Guidance Office.  It is the duty of the Guidance Counsellor to inform each student about their legal limits on confidentiality. 

1. If a student shares information whereby a person’s life is at risk 

2. If a student shares information regarding any form of abuse. 

The Guidance Counsellor will discuss information about students only for professional purposes and only with those who are clearly entitled to be consulted.  Written and oral reports contain only such data as are pertinent to the case and every effort will be made to avoid undue invasion of the student’s privacy.

Subject to legislation, the Guidance Counsellor will take all reasonable steps to safeguard the storage, retrieval and disposal of students’ records, both written and electronic. The Guidance Counsellor and Counsellor will take all reasonable steps to ensure that colleagues, the Principal/Deputy Principal and others with whom they work understand and respect the need for confidentiality.
Reporting Procedures
In both Personal Counselling and in Careers/Vocational Guidance Interviews the confidentiality rule is followed i.e. school management, class teacher, junior/senior year head and/or parents/guardians are informed if it is felt that the student is a danger to him/herself and/or to others or if it is a legal requirement.  The student is informed of the limits of confidentiality at the beginning of a session.  If it is felt it is in the student’s best interests to inform a Teacher/Parent/Guardian of a particular difficulty, this is only done with the knowledge and hopefully the agreement of the student. 
	Testing


1. Assessment tests for incoming first year students comes under the remit of the Learning Support Teacher.

2. Transition Year Testing: The concepts of testing introduced (uses, limitations, interpretation) Differential Aptitude Tests (DATS), Rothwell Miller, Introduction to Personality and Work Values administered.

Differential Aptitude Tests (DATS) are administered to the Fifth Year students by the Guidance Counsellor.  The DATS are machine scored and feedback is given to all students by the Guidance Counsellor in conjunction with senior cycle subject option decisions. 
	Commitment to Supervision and In-career Development


To maintain qualified membership of the Institute of Guidance Counsellors member must complete 10 hours of in-service training annually (IGC Constitution and Code of Ethics 2004).  
In-Career development is essential to the work of the Guidance Counsellor.  Regular attendance at local IGC meetings and Counselling Supervision is facilitated by the school through sensitive timetabling.  The IGC AGM provides a range of in-service through the provision of workshops and presentations relevant to our work.  Additional in-service is organised at local or/and at national level and is open to all registered current members of the IGC.  The DES supports the provision of in-service for IGC members through funding.  The IGC has numerous links with organisations eg. Institute of Suicideology, IBEC, IAPC all offering in-career development.  Attendance at open days, career seminars etc all constitute in-career development. 

	Relevant Policies


The following policies are considered to be important in scaffolding the work of the Guidance Counsellor:

· Anti-Bullying 
· Critical Incident

· Substance Abuse

· Special Education Needs provision
· First Year Induction

· Positive Discipline

· Homework Policy

	Evaluation and Review of Guidance Counselling


Evaluation of the work of the Guidance Counsellor takes place annually through consultation with the Principal / Deputy Principal, SEN Team, other relevant staff, students and parents.  Strengths and weakness of the guidance programme are discussed, the areas for development identified and consequently the policy is reviewed in conjunction with all the stakeholders.

The following evaluation criteria are applied:

· Is the policy meeting its aims?

· Are the aims still relevant?

· Is communication between all parties effective?

· What, if any changes or adjustments need to be made?
	Future Developments of Guidance Counselling


Wellbeing - Work with other relevant staff, students & parents to develop, implement and evaluate new programme.
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