Guidance Plan 
(NOTE: The word “guidance” is used in this document and the associated template to describe the activities provided by “guidance and counselling services” identified under “support services” in Section 2 of the Education Act, 1998).

Suggested steps to follow in developing and revising/updating this plan: 

	1
	Initiate and establish structures
	· The Board of Management, through the principal, has a responsibility to initiate guidance planning.
· While the process should involve the guidance counsellor/s in the first instance, other members of school staff and management also have a key role in it.  
· A School Guidance-Planning Group may be established to steer the development and implementation of the plan.

	2
	Review and Research
	· Study relevant legislation and resource documents including:

· The Education Act, 1998. (Download from the Oireachtas website)
· Planning the School Guidance Programme, National Centre for Guidance in Education (NCGE), 2004. (Download from the NCGE website)
· Planning the School Guidance Plan, School Development Planning Initiative (SDPI), 2004. (Download from the SDPI website)


· Guidelines for Second Level Schools on the Implications of Section 9(c) of the Education Act 1998, relating to students' access to appropriate guidance, Department of Education and Science, 2005 (this document may hereinafter be referred to as the Guidelines).

· Circular Letter No. PPT 12/05: Guidance Provision in Second-Level Schools.
· Assess the guidance needs of the school’s students. 

	3
	Preparation of draft plan
	· (The template below is designed to assist the drafting process). Each school is unique and there is no such thing as an off-the-shelf guidance plan. The template is designed as an aid for a school in analysing its own particular context and circumstances, and in arriving at its own unique plan. 

	4
	Circulation/
Consultation
	· Circulate the draft plan and consult the school community, with particular reference to school staff, parents and students. Representatives of the local community, especially local business, the National Educational Psychological Service (NEPS) and other relevant agencies should also be consulted, as appropriate.
· Amend the draft plan, as necessary, in light of the consultation process. 

	5
	Ratification and Communication
	· Present the plan to the Board of Management for ratification. 

· Circulate the plan to all school staff. 

· Communicate the plan to other members of the school community, as appropriate, including representatives of parents, student council, local education partners etc.

	6
	Implementation
	· Implement the provisions of the plan.

	7
	Monitoring
	· Check, at regular intervals, that the plan is being implemented and identify any issues arising.

	8
	Review, Evaluation and Revision
	· Review and evaluate the impact of the plan at a pre-determined time, taking into account feedback from the school community and other developments.

· Revise as necessary, in light of the review and evaluation process.


Guidance Plan
Template showing issues to consider and prompt questions to assist in drafting the plan.  
Title  


Guidance Plan 
Introductory Statement 


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 is an integral part of the school’s overall school development plan.

The introduction should state when the plan was developed, how it was developed and who was involved. 
Scope  


To what will the plan apply? Guidance in second-level schools refers to a range of learning experiences, provided in a developmental sequence, that assist students to develop self-management skills which will lead to effective choices and decisions about their lives. It encompasses the three separate, but interlinked, areas of 

· Personal and Social Development 

· Educational guidance 

· Career guidance 

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.

To whom will the plan apply? The plan addresses the guidance needs of all students at all levels within the school. As guidance is a whole school concern, the plan applies to school management and staff generally. 
Rationale

Why is it necessary to develop a guidance plan at this time?  e.g.
· Section 9 (c) of the Education Act, 1998 (available for download from the Oireachtas website) requires schools to “ensure that students have access to appropriate guidance to assist them in their educational and career choices”. In fulfilling its obligation to provide access to appropriate guidance, a school needs to consider two requirements:

· the need to provide access as determined by the general resources available in the school and the additional resource allocation for guidance and counselling and other related activities provided by the Department of Education and Science  

· the need to provide appropriate guidance that is, the whole school’s response to meeting the guidance needs of all of its students.

A planned approach is essential to meeting these requirements. 

· Planning the School Guidance Programme (Download from the NCGE website), the Guidelines and Circular PPT 12/05 specify that schools are expected to develop a guidance plan as part of their overall School Development Plan. 
Relationship to characteristic spirit of the school (school’s mission/vision/aims)
· How does this plan relate to the school’s mission/vision and aims? 

For example: 

‘XXXX School seeks to enable each student to develop his/her full potential.’ 

‘XXXX school’s guidance plan aims to assist the holistic development of all students so that they learn to know and value their talents and abilities and effectively manage their personal transitions while at the same time learn to value and respect others and make a positive contribution to society’ 

Goals/Aims 

In precise terms, what is the plan intended to achieve? e.g. 
To help all students in the school to:

· develop an awareness and acceptance of their talents and abilities

· identify and explore opportunities

· grow in independence and take responsibility for themselves

· make informed choices about their lives and follow through on these choices.

Key measures (content of plan) 

The Guidelines specify that the guidance plan should:

· include a detailed guidance programme which includes learning experiences and activities designed to meet the needs of specific groups of students during a given academic year
· ensure an appropriate balance between the personal, social and educational and career guidance offered to students
· reflect the needs of both junior and senior cycle students

· balance the needs of all junior and senior cycle students in a sequential, developmental and comprehensive way, including those with special needs, those from minority ethnic groups, members of the Traveller community, those at risk of early school leaving, Post Leaving Certificate (PLC) students and those on Vocational Training Opportunities Schemes (VTOS), where relevant.
In addition to the guidance counsellor/s, any of the following may be involved in drawing up, implementing, monitoring, reviewing and evaluating the guidance plan: 

· Learning support teacher/s 

· Social Personal and Health Education (SPHE) co-ordinator/teacher/s

· Religious Education (RE) teachers

· Home/School/Community Liaison (HSCL) co-ordinator  

· JCSP/TY/LCVP/LCA teachers 

· Any staff member involved in delivery of guidance/student support (e.g. teacher involved with bereavement group in the school) 

· Year heads 

· Class tutors 

· Principal/deputy principal 

· Subject teachers 

· School chaplain 

· Board of Management/Trustees 

· Representatives of students council 

· Representatives of parents 

· Other? 
It may be helpful to divide the plan content into four sections, as follows 
A. Statement of Guidance Policy

B. Guidance Programme

C. Guidance Resources

D. Guidance Areas for Development

Prompts are provided below to assist in developing each of the four sections. 
A. Statement of Guidance Policy

This overall policy statement should focus a school in its development of a guidance plan. It should emphasise that guidance is a whole school activity and clearly state: 

· the values of the school and how the school guidance programme supports these values 
· the school’s approach to ensuring access to appropriate guidance for all of its students from first year through sixth/PLC year. 
B. Guidance Programme

This can include headings to set out the specific activities and learning experiences that will be provided for students throughout the junior and senior cycles (the guidance programme), for example:

· Transition programme from primary schools

· Choice of subjects/levels and awareness of any implications for later third-level or career choice

· Study skills, including time management 

· Personal and Social Education 

· Criteria and procedures for personal/group counselling

· Introduction to the world of work, including learning about employment rights and responsibilities
· Career events 

· Higher and further education events 

· Research and ICT skills so that students can be self-directed in their career exploration and development

· Other?
C. Guidance Resources

Outline the resources that will be made available to deliver the guidance programme

· Personnel

· Materials

· Facilities

· Other?

D. Guidance Areas for Development 

Outline the guidance priority areas identified by the school community.
These could be identified through a review process which:  
· examines existing guidance provision for all junior and senior cycle students 

· identifies needs that are not currently being met

· prioritises specific areas for development 

Examples of areas which might be prioritised for further development include: 
· links with feeder primary schools
· induction of 1st years 
· links with business  
· guidance provision for students with special educational needs
· guidance provision for students from disadvantaged backgrounds
· guidance provision for students from minority groups 
· planning and co-ordination of student support/care services
· role of class tutor system in guidance
· other? (see Planning the School Guidance Plan (Download from the SDPI website), P.16 for further areas which might be considered)  
Links to Other Policies and to Curriculum Delivery
Identify any links to related school policies 

School policies need to be consistent with one another, within the framework of the overall school plan. Relevant school policies already in place, being developed or reviewed should be examined by reference to the guidance plan and any implications which it has for them should be addressed.

The following policies may be among those considered:
· Code of Behaviour 

· Anti-Bullying 

· Equality 

· Child Protection 

· Student support/care services 

· Other?

(Note: The Guidelines recommend that staff members involved in SPHE and RE, as well as HSCL Co-ordinators should work together with guidance counsellors and others involved in guidance provision, since they share the objective of promoting the students’ personal development and growth.)
Identify any links to curriculum delivery
Subject teachers can have a key role to play in: 

· providing students with information and expertise on both the content and demands of their particular subject(s) syllabus
· supporting students in choosing subjects and levels for the Junior and Leaving Certificate examinations

· indicating to senior cycle students the content and study commitments of particular subjects in further and higher education courses.
Implementation Arrangements, Roles and Responsibilities  

While the guidance counsellor/s has/have primary responsibility for the delivery of the school's guidance and counselling programme, other members of staff have important and worthwhile contributions to make. 
For each of the actions to be taken to implement the plan, specify how and when it is to be implemented.  
Name the people who have responsibility for implementing each action and specify their roles e.g. *Guidance Counsellor, *Principal, *Class Teacher, *Other Staff Members who have specific responsibilities (e.g. year head, class tutor, SPHE Co-ordinator, Home/School/Community Liaison Co-ordinator etc.), *Board of Management/Trustees, *Student, *Parent/Guardian, *other.

 Ratification & Communication

When the finalised draft plan has been ratified by the Board of Management, it becomes the school's agreed guidance plan. It should then be circulated to ensure that everyone in the school community is aware of it.  The entire staff must be familiar with the plan and ready to put it into practice in accordance with the specified implementation arrangements.  

The plan should be communicated to other members of the school community, as appropriate, including representatives of parents, student council, local education partners etc.  
Prompts

· State when the Board of Management officially ratified the plan. 
· State what steps will be taken to communicate the ratified plan to members of the school community.

Implementation Date

Decide upon a date from which the plan will apply. 



Monitoring the implementation of the plan 

The implementation of the plan should be monitored at regular intervals.

· Who will do what, when to confirm that the actions/measures set down under the plan are being implemented? 

Reviewing and evaluating the plan 

The plan should be reviewed and evaluated at certain pre-determined times, in the light of experience and feedback from parents/guardians, students, teachers and others. The plan should be revised as necessary in the light of such review and evaluation and within the framework of school planning.
Prompts 
· At what intervals will the operation of the plan be reviewed with a view to amending it, if necessary?

· the plan may need to be revised/updated from time to time to take account of new target groups of students, additional needs of students and new priorities

· it may become evident that certain guidance activities are more effective than others or that some objectives have become redundant through the passage of time. 
· Identify some practical indicators which will be used to evaluate the effectiveness of the plan. Examples might include the extent to which: 

· guidance is seen as a whole school activity 

· the provision of guidance is a co-ordinated activity 
· positive feedback is received from students, parents and staff in relation to the effectiveness of the school’s guidance programme
· the guidance plan is having the desired outcomes e.g. specific targets are being met. 
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