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Introduction 

We endeavour to develop the intellectual, social, cultural and physical potential of all our students. With the co-

operation of the parents, this potential is developed as fully as possible, so that each student can achieve success at 

his/her own level of ability. 

We welcome our responsibility for academic achievement and examination results commensurate with the abilities of 

individual students, while also seeking to develop in all our pupils those sensibilities that will enable them to contribute 

fully to society. 

The school guidance plan is a structured document that describe the school guidance programme and specifies how 

the guidance needs are to be addresses. 

Setting the Scene 

This Guidance Plan is designed specifically for Dominican College Wicklow. The school is an all-girls school with almost 

450 students currently on roll. It is run under La Cheile. There is one Guidance Counsellor based in the school. The 

Guidance Department has an office where career interviews and personal counselling takes place. 

Rationale 

Under the terms of the Education Act 1998 all schools are required “to ensure that all students have access to 

appropriate guidance to assist them in educational and career choices” Guidance refers to a range of learning 

experiences provided in a developmental sequence that assist pupils to make choices about their lives and to make 

transitions as a result of these choices.  

What is guidance in schools? 

The main role of the guidance service in schools is to assist students in their development of three separate but 

interlinked areas of personal and social development, educational guidance and career guidance (Review of Guidance 

in Second Level Schools, Sept 2006) 

 The principles underpinning the guidance programme are consistent with those outlined in the NCGE draft document. 

Guidance activities that assist students make informed choices include: 

 Personal counselling 

 Assessment using psychometric instruments and inventories 

 Career information – in classroom, personal vocational guidance interviews, attendance at careers events… 

 Use of information technology e.g. Qualifax, CareersPortal 

 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 a combination of these. (Confidentiality is respected at all times in 

accordance with the rules on reporting procedures). 

 

 

Aims of the Guidance plan 
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 Provide a framework for the delivery of the school’s guidance programme 

 Ensure a structured response to students personal, social, educational and career guidance needs 

 The plan needs to be inclusive providing for the junior, senior, minority, special education needs etc. of all 

students 

 The plan will include all guidance activities: classroom sessions, vocational guidance interviews, attendance at 

career exhibitions, open days, meeting with management, support agencies, personal counselling etc. 

 Address gaps in delivery and/or resources 

 Review and evaluate 

Objectives for students 

 Develop 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 

The guidance programme strives to be: 
 

 Accessible 

 Cognisant that guidance is a specialist area within education. 

 Cognisant that guidance is a whole school concern. 

 Pupil centred. 

 Transparent 
 

Referral to Guidance Service 

Procedures for internal referral 

 Management, Year Heads, Tutors, Special Needs Dept and Subject Teacher may refer students for counselling 

 Students may self-refer 

 Parents/ guardians may refer 

 HSE may make referrals 

Procedures for referrals to out-side agencies 

The Guidance Counsellor will refer students to out-side agencies as deemed appropriate and in consultation with the 

Student/Parents/Guardians/HSE/Management/Referral Agency 

Staff involved in the Guidance Programme 

Guidance is a core requirement of the school’s overall programme: this requires that it is an integral part of the school 

plan. 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. Therefore, as is in other schools, the area of guidance in 

the broad sense is covered by other members of staff and not only by the School Guidance Counsellor.  

The Guidance Counsellor consults and liaises with the following key personnel in the planning and development of the 

programme. This is a continuous process, which is regularly evaluated with a view to updating and enhancing the 

programme. 

 Principal 
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 Deputy Principal 

 Year Heads 

 Class Tutors 

 Special Needs Coordinator 

 Resource Teachers 

 Senior Cycle Religion Teachers 

 SPHE Teachers 

 Prefects 

 Mentors 

 Student Council 

 Ancillary Staff 

Principal & Deputy Principal 

The Principal and Deputy Principal are involved in the welfare of all students; meeting the academic and pastoral needs 

of each student is an important part of their role. Management oversees the progress and welfare of each student – 

from first year to graduation. They work with Year Heads, Tutors, Guidance Counsellors, Special Needs Dept, Subject 

Coordinators and Teachers and make interventions where necessary. The Principal deals with the Board of 

Management (BOM) concerning students’ welfare and parents as and when necessary. The Principal oversees the 

Whole School Programme of which Guidance Counselling is an important component. 

The Year Head 

The Year Head monitors the overall progress of his/her students e.g. journal and general demeanour, liaises with 

Parents, Subject Teachers, Learning Support Group and Guidance Counsellor. The 1st Year Head oversees the transition 

of students from primary to secondary level helping them to settle in, especially those who are failing to make the 

adjustment. All work is carried out in a pastoral way. 

Tutor 

The Tutors form a caring and supportive relationship with their students. They are concerned with their academic, 

social and personal development. They liaise with senior Management, the Year Head, Subject Teachers and the 

Guidance Counsellor. All students attend registration every morning with their Tutor that involves informing the 

students of any announcements and doing different pastoral care activities. This space also allows for Tutors to identify 

any issues that may arise during the week or any student to inform their Tutor of any problems they may have. 

Subject Teachers 

In their capacity as teachers, Subject Teachers interact with students in areas other than academic and with a pastoral 

approach, can affect students’ welfare in a positive way. RSE, Extracurricular programmes, antibullying and other 

school policies are in place to improve student’s well-being. Public speaking teams, debating teams, sporting teams 

and events, school activities and outings etc all improve the quality of relationship with the school. 

Social Personal and Health Education (SPHE) 

The Social, Personal and Health Education Programme is part of the pastoral care programme in the school. It provides 

students with a unique opportunity to develop personal skills and competencies and to learn about themselves and 

others in their school community and in the wider world. The programme enables students to make informed decisions 

about their health, personal lives and social development in the contact of a caring and supportive environment in the 
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classroom. SPHE teachers may liaise with a range of internal and external personnel whilst delivering the SHPE 

programme. 

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 

 Individual appointments with students 

 Classroom guidance delivered in regular weekly classes or year group intervention as required 

The Guidance Dept aims to be as inclusive as possible in the classroom and to be aware of the individual needs of the 
students. The Guidance Counsellor will be familiar with the special needs requirements of students and will work with 
SNA’s to enable students to be as involved as much as possible and reach their potential. 
 
 
Informal Guidance  
 
The Informal Guidance programme consists of liaising with other Teaching  
Staff/Management to actively promote cross curricular links and to enhance the development of a whole school policy 
in relation to the delivery of the Guidance Plan.  
Meetings and appointments with parents form an integral part of the Informal Guidance plan. 

Non formal guidance takes place over a range of extra-curricular activities where students are given an opportunity to 

develop many of their talents and engage in activities that are aimed at supporting their personal and social 

development. 

These include the opportunity to participate in 

 Sporting activities such as Gaelic Football, Basketball, Hockey, Athletics and Equestrian Team 

 Music activities such as choir, orchestra and musical productions 

 Debating,   

 Prefect and Mentoring system 

 Peer Counselling 

 Mini Company 

 Assisting at School Open Evening 

 Organising Fund Raisers particularly in TY 

 Organising Career Events 

 Student Council 

 Provision of Homework Club 

 Ember Leaders 
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Application of a Continuum of Support 
The continuum model is applied as follows  

Guidance For All - provided to all students to support personal & social, educational, career development, and 

students making transitions (incoming first years, junior cycle to senior cycle and from senior cycle into 

apprenticeships, FET, HE and employment). The guidance Counsellor, as the specialist, has a key role to play in 

co-ordinating the planning and delivery of the whole school guidance programme and in the provision of 

guidance to students. 

A whole school approach is employed in delivering the learning and teaching activities of the school guidance 

programme which include, career education programmes, SPHE and Wellbeing in Junior Cycle, guidance 

modules and work experience/placement provided as part of senior cycle programmes (TY and LCVP). 

 

Guidance For Some - provided to specific groups of students to support personal & social, educational and 

career development and transition making. Such groups of students will typically include, for example, 

students in senior cycle, especially 6th year, who will benefit from group and one-to-one guidance counselling 

to support educational and career decision making, and students who are making transitions. Transition points 

include, primary school into first year of post-primary education, junior cycle to senior cycle, and post-

primary school to higher/further education and training, apprenticeships and employment. Some students 

may require additional and more intensive support in making transitions. 

Group/one-to-one guidance counselling will require the expertise of specialist school staff, such as the guidance 

Counsellor working in collaboration with the student support team, SPHE teacher, year heads and class tutors. 

 

Guidance For A Few - Students may require support in meeting their developmental needs  and when they 

experience personal crises. Some students may also require more intensive support as they make transitions 

(including transitions for Early School Leavers (ESL) and to  education centres such as Youthreach) and 

important decisions during their time in post primary schools. This support will require the expertise of 

specialised school staff with the necessary knowledge, skills and competences to respond to the needs of 

these students and will involve the guidance Counsellor, and other school staff who have been trained in 

meeting the needs of vulnerable students and those who may have additional needs. In the event that the 

student requires more intensive support, referral to external agencies and supports should be employed. In 

the event of a protracted referral the guidance Counsellor/staff member may need to provide continued 

support to the student. 

 

 

 

 

NCGE Wheel of Continuum Support 
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Whole School Overview 
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The following charts outline how Personal & Social, Educational and Career Guidance are delivered under the 

continuum of support model 

 

Personal & Social For All For Some For Few 

Pastoral Care Structure X   

Care Team Meetings/ Year Head Meetings X   

Guidance Counsellor X   

Guest Speaker  X  

SENO, NEPS X  X 

SPHE  X  

Awards Day X   

School Mass X   

RSE  X  

Extra-Curricular Activities X   

Jigsaw Wellbeing Programme X   

Wellbeing Week X   

Pieta House Resilience Programme  X  

Bonding Trips X   

Friendship Week X   

Wellbeing Wall X   

Retreats X   

Students Council X   

Stand Up Awareness Week X   

Ember Leaders  X  

Bake-Off Competition  X  

1st Year Induction Programme  X  

Musical  X  
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Educational Guidance For All For Some For Few 

College Awareness Week X   

Academic Tracking X   

Guidance Counsellor X   

Awards Day X   

Care Team/ Year Head Meetings X   

Parent Teacher Meetings X   

Study Skills Workshops  X  

Higher Options  X  

Open Day Visits  X  

Guest Speakers  X  

Guidance Classes  X  

CAT4 Testing  X  

Young Scientist Competition  X  

Subject Tasters  X  

Open Evening  X  

Learning to Learn Module  X  

TY Subject Information Evening  X  

Differentiation Methods X   

SEN X  X 

Fainne  X  

LCVP  X  

Homework Club X   

CAO Parent’s Talk  X  

Information Evenings X   
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Career Guidance For All For Some For Few 

Guidance Counsellor X   

One to one career appointments X  X 

Guest Speakers  X  

LCVP/TY Work Experience Weeks  X  

Mini Company  X  

Guidance Classes  X  

Life Skills Classes  X  

College Awareness Week X   

Subject Teacher Info on Careers X   

STEM Promotion X   

Mock Interviews  X  

Open Day Visits  X  

Higher Options  X  

Gaisce  X  

 

 

Method of delivery of Guidance Programme 

Formal Guidance classes are timetabled for transition year, fifth year and sixth year students with each class getting 

one 40-minute period per week. The Guidance Counsellor is a key member of the S.P.H.E. team and has Wellbeing 

classes with each first year group. In third year, delivery of the guidance programme re study skills, etc. is facilitated 

by third year SPHE and subject teachers.  

Other workshops/seminars: 

 Study Skills seminar is organised for 5th years 

 Subject awareness seminar for 4th years 

 Subject choice workshop and presentation for parents is organised for 1st years 

 All transition year students undertake a Career Investigation Project 

 Subject choice presentation for parents is organised for 4th years 

 CAO presentation is organised for parents of students in 6th year 

A range of methodologies are employed to facilitate learning in the classroom and accommodate different learning 

needs including: 



12 | P a g e  
 

 Pupil centred learning 

 Differentiation of tasks 

 Promotion of discovery learning 

 Teacher led discussions 

 Brainstorming 

 Stimulus material 

 Work-sheets for individual tasks 

 Group-work and reporting 

 Application of skills e.g. presentations, mock interviews etc 

 Individual project work and investigation 

 Use of IT and visits to the computer room 

 Quizzes, games etc 

Range and Variety of Resources 

Personal: 

Guidance Counsellor, Management, BOM, Year Heads, Tutors, Subject Teachers, SNA’s, School Secretary, Caretaker, 

Catering Staff 

Materials: 

A careers library was available in the library for students but they cannot avail of it at present due to Covid restrictions. 

It contains Irish and UK prospectuses as well as a range of careers related publications. Students have limited access 

to ICT to access internet sources such as Qualifax, Careers Portal, CAO etc 

 

 

Facilities: 

The guidance office is fitted with a phone line, printer and laptop with internet access. Careers library, Careers 

classroom, computer room, notice boards are available to all students 

External: 

Open days, career exhibitions such as Higher Options , career information sessions, guest speakers, past pupils, parents 

etc 

Referral to Guidance Service 

Procedures for internal referral 

 Management, Year Heads, Tutors, Special Needs Dept and Subject Teacher may refer students for counselling 

 Students may self-refer 

 Parents/ guardians may refer 

 HSE may make referrals 

Procedures for referrals to out-side agencies 
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The Guidance Counsellor will refer students to out-side agencies as deemed appropriate and in consultation with the 

Student/Parents/Guardians/HSE/Management/Referral Agency 

 

 

The Guidance Programme 

Personal Counselling 

 One to One 

Because of the model of Guidance and Counselling used in Irish schools all one to one sessions give the student and 

Counsellor the opportunity to explore a wide range of issues in a student’s life apart from those related to Career and 

Education matters. Within these one to one sessions many issues arise which may require more long term personal 

counselling or in some cases referral to outside agencies for appropriate support. 

 

 Peer Counselling/Support 

Peer Counselling involves students undertaking a helping role with other students. It is particularly beneficial for 

students with language difficulties, poor social skills or who enrol in the school midway through the year. Senior 

students, not doing a subject e.g. Irish or Religion, assist them to adjust during this class period. An individual 

programme is developed by the Guidance Counsellor in conjunction with both students involved. Parental consent is 

required before the programme is put in place and it is regularly reviewed. 

 

Referral 

Students are normally referred to the Guidance Counsellor by the Principal, Deputy Principal or Year Head to support 

students with emotional and/or behavioural issues. This may be a once off meeting or may lead to further 

appointments.  

 Any staff member –including ancillary staff may refer a student to the Guidance Counsellor if they observe behaviour 

that concerns them. The Guidance Counsellor will liaise with the relevant staff members and where necessary a plan 

of action is negotiated. 

 Students may also alert the Guidance Counsellor to their concerns regarding a student. 

Students may be referred to outside agencies when the Guidance Counsellor feels that the student would benefit from 

specialised assistance beyond their area of expertise. In these cases, parental permission is sought, except in 

exceptional circumstances such as physical or sexual abuse or neglect by a family member where the Department of 

Education and Skills’ Child Protection Procedures for Post Primary Schools are followed. 
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Protocol for Meetings 

 Meeting with Students 

Meeting with students are by appointment. Students make appointments through the previously mentioned ways. 

Students have an appointment slip (pre covid) which is signed by subject teacher and times are recorded. 

When the guidance counsellor is meeting a full year group on a one-to-one basis, the appointment times are arranged 

in advance and staff are informed. 

It is the responsibility of students to be aware of their appointment time, attend on time and have any necessary 

preparatory work assigned completed. It may be necessary to re schedule these appointments in discussion with the 

student.  If a student fails to attend they will be given another appointment time at the end of the cycle, time 

permitting. 

These appointments are for a class period. 

 Meeting with Parents 

Parents/Guardians make appointments with the Guidance Counsellor by telephoning/emailing the school. Where 

possible appointments are made during the school day but in exceptional circumstances may be held in the evening. 

On occasion the Guidance Counsellor may request another staff member to be present e.g. the Principal, Deputy 

Principal or Year Head. The student is always invited to attend for all or part of the meeting with approval of 

Parent/Guardian. This is to give the student ownership, inclusion and responsibility in the meeting’s outcome.   

Confidentiality 

This applies to all one to one counselling, Students are assured of confidentiality in these sessions except where there 

is a concern that the student may self-harm, be harmed or harm someone else. In such circumstances the appropriate 

people/agencies or authorities are informed. The students are made aware of these conditions. Students sign a 

confidentiality agreement at the beginning of their first session. 

Record Keeping 

Records/notes are taken of all one to one counselling sessions whether they be educational, career or personal and 

are added to the student’s personal file. 

 Guidance records are normally kept for 7 years after the students leave the school 

 Personal Counselling records usually contain some of the actual words used by the student 

 The notes should normally be brief  

 The Counsellor should ideally write up notes as soon as possible after the session to ensure accuracy and 

precision. 

 

Guidance Delivery Programme 

At the beginning of the school year the Guidance Counsellor meets with management, Special needs teachers, year 

heads and subject teachers to establish the education attainment, and family background of first year students who 

benefit from counselling support and interventions. The Guidance Counsellor and Learning Support Teachers work to 

enable the special needs student to maximise his or her potential in school. This collaboration is evident from first to 

sixth year. 
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The Guidance Counsellor/ Special Needs/Learning Support Dept works to assist students with special needs to acquire 

an up-to-date psychological assessment in 5th year in order to have their learning disability needs recognised in 3rd 

level and to assist special needs students seeking a special accommodation in the Leaving Cert Examinations 

The guidance/ special needs Dept adopts an ongoing multidisciplinary approach in order to cater for the student’s 

educational needs and to promote the students emotional and psychological well-being. 

 

Objectives of the First Year Programme 

 To manage the transition from Primary to Secondary 

 To support those students who are finding the transition difficult 

 To identify those students who need help academically 

 To help students acquire the competency to consult with the Guidance Counsellor/Tutors and Mentors with 

regard to their concerns 

 To help students with time management organisation and study skills 

First Year /Pre-entry Phase 

 Open Night for parents and prospective students to show facilities available in the college 

 Information Evening for parents and students to include subject choice, homework, study and any other 

relevant topics 

 Assessment of students’ academic ability using CAT4 

 Contact made with primary schools for additional background information on students 

 Contact made with parents of students who do not have class mates transferring to the college with them.  

 Allocation of students to class based on mixed ability and other information received. Students are guaranteed 

that where possible they will share a class with someone they know. 

 Liaison with Special Needs Department and Senior School Management  

 First year interviews to ensure students are settling in ok 

 Attend parent teacher meetings 

 Participate in outings, sports day, award ceremonies etc. 

First Years – Subject Choice 

 Available to meet parents regarding subject choice 

 Subject choice presentation in class for students 

 Information evening for parents  

First Years – Induction 

 Induction for First Year Students only 

 Mentoring Programme 

o meet with their mentors –distribution of lockers (spare keys), timetables and map of school followed 

by bonding games 

o Students meet with their mentors once a week for the month of Sept and regularly thereafter. 

o Mentors liaise with Guidance Counsellor following weekly meetings 

o Treasure Hunt organised and other bonding activities for mid-September as a further ice-breaker for 

First Year Students.  
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o  Mentors remain in contact with their students informally throughout the school year.      

 Liaison with first year tutors and first year mentors 

 SPHE classes to cover guidance issues  

 One to one counselling 

 Wellbeing walks 

 End of year tour 

 Resilience Workshop 

 Mental Health Workshop-Jigsaw 

 Tutor period 

 

Second Years 

 Individual counselling available to any student requesting it or referred  

 Ongoing liaison with Principal, Year Head and Class Tutors 

 Assisting with the development of individual programmes for students with particular needs 

 Classroom visits as required 

 Attend parent teacher meeting 

 Resilience Workshop 

 Mental Health Workshop- Jigsaw 

 Participate in outings, sports day, award ceremonies etc 

 

 

Objectives of the Second Year Programme 

 

 To monitor all students progress 

 To identify those students who are struggling academically   

 To support students who are at risk or who find school or home life difficult 

 Third Years 

 Liaise with Year Head and Tutors 

 Counselling service available for individual students 

 Attend parent teacher meetings  

 Study skills workshop 

 Resilience Workshop 

 Students invited to attend relevant Career Talks 

 Guest speaker to motivate students to strive to reach their potential in Junior Cert  

 Participate in outings, sports day, award ceremonies etc 

The Guidance Counsellor/ Special Needs Dept. will assist special needs students seeking a special accommodation in 

the Junior Cert Examinations 

Objectives of the Third Year Programme 

 To identify those who need help academically 

 To encourage students who are not reaching their potential 

 To support students who may find school or home life difficult 
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 To prepare students for their first state examination 

Transition Year 

 Individual counselling available by request/referral 

 Guidance Counsellor timetabled for two class periods per week on a modular basis 

 Classes will focus on the following topics 

 Preparation for work experience 

 -Interest Tests 

 -Preparation of CV 

 -Identify qualities sought after by all employers 

- Identify skills, personal qualities and interests to suit different career areas 

- Initial contact with work experience employer 

 Careers Research Project-use of Qualifax, Careersportal and REACH programme 

 Powerpoint presentation in class based on careers project 

 Review of work experience 

 Class presentation on work experience 

 Visit to a Third Level College –specifically organised through past students and tailored to suit students’ needs  

 Preparation for Mock Interviews 

 Mock interviews 

 Feedback from interviews and self-evaluation of performance by student 

 Preparation for subject choice for Senior Cycle 

 Organising, every  year, with the assistance of parents and past students, a subject choice event which allows 

students and parents to engage with teachers in a variety of subjects.  

Informal Guidance plays a large part in the Transition Year programme as students have a unique opportunity to 

develop personal qualities and to become self-aware. They are encouraged to grow in independence by taking part in 

opportunities available outside of normal school curriculum. Opportunities such as Gaisce, Mini Company, Law Society, 

RCSI Work Experience Program, Young Scientist competition, Musicals, Debates, running of competitions, which are 

central to the TY programme allows students to develop outside the classroom. The Guidance Counsellor liaises very 

closely with the TY Coordinator to monitor students’ response to the challenges of TY 

Objectives of the Transition Year Programme 

 To monitor students as they adapt to a very different school year 

  To prepare students for the world of work 

 To encourage students to choose suitable work experience and evaluate their experience 

 To assist students to develop self-awareness of personal skills 

 To enable students to make more informed choice subject choices for Leaving Cert 

Fifth Years 

 Individual counselling available on request/by referral. 

 Assisting students in final subject choices.  

 Guidance Counsellor timetabled for one class period per week 

o Career research 

o Interest/ personality/ values/ skills tests 

o Career investigation presentation 
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o Aptitude tests 

o Introduction to UCAS system /Personal statements 

 Organise speakers from various professions  

 Attend Parent Teacher Meetings 

 Liaise with Learning Support on Mentoring Support 

 Study Skills assessment 

 

Objectives of the Fifth Year Programme 

 To help each student achieve his full potential 

 To assist students investigating career choice. 

 

Sixth Year 

 Individual counselling available on request 

 One-to-one interview, each student receives at least two. Follow up interviews as time allows. 

 Attending Parent Teacher meetings. 

 Information night for parents re CAO, UCAS and other post Leaving Cert options 

 Organise speakers from various third level colleges 

 Organise speakers from various professions  

 Attend Higher Options in the RDS 

 Attend one Open Day annually that is only held mid-week. (voted on by students) 

 Notices and upcoming events posted on Schoolwise 

 Ongoing liaison with students re subject choices and levels 

 Facilitating and supporting students who are taking subjects in the Leaving Certificate which are not available 

to them in the school 

 Helping students with DARE and HEAR applications including a group workshop 

 Group workshop for UCAS applications 

 Assisting students with Personal Statements for UCAS 

 Preparing references for UCAS applicants 

 Assisting students applying for Scholarships or PLC colleges 

 Assisting eligible students to obtain exemptions in Irish from NUI 

 Workshop on Resilience 

 Parental appointments by request 

 Updating Guidance noticeboard on Schoolwise 

 Assisting in the planning and coordination of the Leaving Certificate Students’ last day and Graduation 

Ceremony 

 

Weekly classes which cover the following topics: 

 

 Preparation for Higher Options and other Open Days 

 Overview of various career sectors * 

 Research college courses using Qualifax, Careersportal and other career websites 
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 Career Interest inventories- Comparing the results of 3 and comparing the results with those from the Junior 

Certificate 

 Explaining the CAO system, the ladder of progression etc. 

 Explaining the UCAS system 

 Alternatives to 3rd level education 

 Promotion of life-long learning 

 Colleges of Further Ed/ SOLAS/Apprenticeships etc 

 Review of subject levels and implications for points, college requirements and other carer options. 

 Goals, Study Time management and Study Skills 

 DARE/HEAR 

 HPAT 

 Interview skills 

 SUSI-Grant System 

 Scholarships 

 Accommodation 

 Transition from 2nd to 3rd level or to the World of Work 

 Coping with change  

 Identifying and coping with stress 

 Change of mind/ Offers/Acceptance of places/Deferrals 

Objectives of the Sixth Year Programme 

 To monitor students as they progress towards Leaving Cert 

 To encourage each student to reach his/her potential 

 To assist students in making career decisions 

 To prepare students for life after school 

*The following Career Sectors are outlined in class 
 
Medicine       

a) Medicine / Dentist / Vet 
b) Pharmacy 
c) Physiotherapy 
d) Dietician  
e) Optometrist 
f) Occupational Therapy 
g) Radiography 
h) Speech & Language Therapy 
i) Medical Science   
j) Podiatry 
k) Dental Hygienist 
l) Dental Technician 
m) Nurse – Gen / Midwife / Psychiatric /Intellectual Disability / Children 

 
Engineering    

a) Aeronautical 
b) Agricultural & Food  
c) Biomedical 
d) Biotechnology 
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e) Environmental 
f) Civil / Structural 
g) Chemical 
h) Electrical / Electronic 
i) Manufacturing System 
j) Mechanical 
k) Computer 

 
 
 
Building / Construction 

a) Apprenticeships 
b) Architecture 
c) Architectural Technician 
d) Quantity Surveyor 
e) Building Services Engineer 
f) Urban / Spatial Planner 
g) Auctioneer / Estate Agent   

 
Business / Finance / Marketing / PR 

a) Accountant 
b) Accountant Technician 
c) Actuary 
d) Economist 
e) Public Relations 
f) Market Researcher 
g) Marketing Executive 
h) Banking 

 
Hotel and Catering 

a) Hotel and catering manager 
b) Hospitality Assistant 
c) Chef / Professional Cook 
d) Bar Manager / Bar Tender 
e) Hotel receptionist/ Front Office Manager 
f) Waiter  
g) Accommodation Assistant 
h) Tourism Assistant 
i) Travel Agent 
j) Environmental / Health Inspector 

  
Information Technology / Computing 

a) Careers in Computer Hardware 
b) Computer Hardware Engineer 
c) Computer Assembly Technician 
d) Computer Services Engineer 
e) Computer Technical Sales manager 
f) Careers in Computer Software 
g) Computer Systems Analyst & Designer 
h) Computer Systems Programmer 
i) Technical Writer 
 
j) Multi Media & Web Designer 
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k) Marketing & Sales 

   

 The Guidance Service –Year Plan 

Mid August 

 

 Meet students on Leaving Certificate Results Day 

 “Drop in” facility for Leaving Cert students on CAO Round 1 offers day 

  Formal appointments with students arranged through office the following day and  

 Follow up appointments as required. 

 Analysis of Leaving Cert Results for the Principal and Staff.       

 

First Term 

 Contacting last year’s students to ascertain chosen path 

 First Year Induction 

 CAT 4 administered to those first year students who were unavailable in February 

 Subject options with First Year 

 Year Head Meetings-identifying students at risk 

 Meeting and creating a file on new students in all years 

 Liaison with Resource Dept 

 Meetings with Student Support Team 

 Attending Higher Options  

 Information night for parents re CAO 

 Organising Career Talks during class periods 

 CAT4s with Transition Years 

 Parent Teacher Meeting 

 Individual appointments with Leaving Cert students 

 Appointment with parents 

 Personal Counselling 

 UCAS personal statements 

 Practice tests for those sitting HPAT and other aptitude tests 

 Attending in-service 

 Attending Supervision 

Second Term  

 Continue with class content 

 Individual Counselling 

 CAO and UCAS applications 

 Access programmes to Higher Level Colleges 

 DARE and HEAR applications 

 Applications to FETAC courses 
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 Review of Pre results with Deputy Principal and meet with students causing concern  

 4th Year subject choice  

 Individual meeting with 4th years to review CAT4 results and discuss Leaving Cert subject Options 

 Information Night for parents of 4th Years re subject choice for Leaving Cert in conjunction with Transition 

Year coordinator 

 Update booklet on subject choice and distribute to students 

 Survey 4th years re subject choices and assist management with drawing up subject bands 

 Attend parent teacher meetings 

 Administer CAT 4 on-line to incoming first years 

 Attend IGC conference and workshops 

 Continue to attend Supervision and IGC meetings and in service 

Third Term  

 Continue with class content 

 Assist with applications for scholarships- Naughton, Sport etc 

 SUSI information 

 Stress Management 

 Liaise with parents of 6th years who are not coping 

 Organise mock interviews for TY students 

 Mock interview feedback  

 Information Night for parents of incoming first years 

 Liaise with primary schools re incoming first years 

 Liaise with parents of incoming first years identified as needing support 

 Meet with Principal and Resource team to review results of CAT 4 and profiles received from Primary schools 

 Assign first year students to classes 

 Be available to meet Leaving Cert Parents after the Leaving Certificate Mass and Graduation 

 Get contact details from Leaving Cert students in order to track their career path in September  

 Survey Leaving Certs on Guidance Provision. 

 Review Guidance Programme 

Throughout the Year 

 One to one personal counselling 

 Organise presentations on Positive Well Being for year groups as appropriate, -AWARE, Living Links, Solus 

Project (Action Mental Health) and others as need arises 

 Liaising with NEPS, Social Workers, Lucena,CAMHS, GPs and other support groups 

 Assist with direct applications e.g. BIFE 

 Assist with programme development and implementation 

 Liaise with parents who help with career events 

 Liaise with Past students who speak with students re careers/life in college and organise college trips 

 

School Protocol regarding Open Days 

The school views Open Days as an excellent opportunity to visit third level institutions, meet with current lecturers 

and students, discuss courses and view exhibitions and attend presentations. In general students are encouraged to 
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attend Open Days organised at the weekend so as to minimise class disruption. The Guidance Counsellor posts the 

schedule of Open Days on Schoolwise. Students are encouraged to adequately prepare for the college visit and are 

aided in class to do this. They are reminded that visiting a college for an Open Day should be viewed as hard work 

Organised School Trips 

Leaving Certificate Students  

 Students attend the Higher Options  

 One other “whole year” trip is arranged annually to an Open Day occurring during the school week. This is 

voted on by Leaving Cert students 

 Small groups attend specialised career events or third level events organised by guidance counsellor 

 

Other Years 

 Fifth Year students attend one college event. Location may vary each year depending on circumstances 

 For events of specialised interest where trips would not be organised annually fifth year students may be 

accommodated on Leaving Cert trips. 

 In addition, TY students attend one College event –organised by guidance counsellor. The destination 

varies each year depending on student interests and resources available. 

 Guest Speakers 

It is normal for speakers from individual colleges to give talks to senior class groups. These may occur during the Careers 

class, at lunch time or at another scheduled time. In the event that a student must miss class time to attend one of 

these talks they must sign up for the talk in advance and have the permission of both the Guidance Counsellor and the 

class teacher. No student may attend a talk without prior permission 

Other speakers are arranged subject to demand and in consultation with students, staff and management. 

Students are given a feedback form to assess the benefit of the talk 

Career Outings 

 Higher Options 

 UCD 

 Maynooth University 

 DCU 

Career Talks  

During School Day: 

 Business and events management 

 Science 

 Finance 

 Computer Science 

 Psychology 

 Nursing 

 Teaching 
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Testing 

1st Years 

The CAT 4 Cognitive Abilities Test is administered by the Guidance Counsellor and Learning Support team to incoming 

first years in January. It is administered on line and measures four areas, Verbal, Non-Verbal, Quantitative and Spatial.  

The results are used to identify students’ strengths and weaknesses and to allocate students to mixed ability classes. 

Further tests may be carried out by the Learning Support team in September. 

4th Years 

CAT4s are administered in December to third years. They are machine scored and are returned to students on an 

individual basis by the Guidance Counsellor in the context of an interview where subject choice for Leaving Cert is also 

discussed 

5th and 6th year 

The following tests are used  

 Careersportal Interest Test 

 Careers Direction Interest Test 

 The Rothwell Miller Test 

 CAT4 

 The Interest Inventory 

 The Connolly Interest Test 

 Various aptitude tests are used with students preparing for HPAT  and companies’ recruitment i.e.   Aer Lingus, 

ESB etc. 

The above tests can be taken in groups or individually by appointment. 

 Other Guidance Service Activities 

 Networking with local Guidance Counsellors 

                -South East meetings -5 per year 

 Attending Supervision 5 times a year 

 Attending in service arranged through school and through South East IGC 

 Attending annual IGC conference  

 Co-ordinating the Mentoring Programme 

 Co-ordinating Peer Counselling 

 Maintaining individual records 

 Offering assistance to staff in relation to dealing with student disclosures, bullying, self-harm, suicide risk, drug 

abuse etc. 

 Attending Open Days specifically designed for Guidance Counsellors 

     -at least one per year or as need arises 

 Maintaining Guidance Service-schoolwise, emails, filing, updating careers library 
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Links /Guidance Areas for development 

 Links with Class Tutors to discuss areas of concern 

 Establish a structured session for 4th years where individual subject teachers will outline course content 

and assessment procedures in their subject for Leaving Cert  

 Relevance of CAT4 

 To establish a Pastoral Care team 

Links to other Policies and Curriculum Delivery 

The Guidance Policy is consistent with other school policies in place: 

 Admissions  

 Anti-Bullying  

 Critical Incident 

 Learning Support 

 Child Protection 

 Code of Behaviour 

 Substance Abuse and Misuse 

 ICT-Acceptable Use 

 RSE Policy  

 Health and Safety 

 Residential Trips  

 Confidentiality Policy (In development) 

 

Procedure for changing Leaving Cert Subject Choices 

It is recognised that students may occasionally make a wrong Leaving Cert subject choice, and this may not emerge 

until they are attending classes in fifth year. Where this occurs, the school will where possible and practical facilitate 

such a change. 

There is a set procedure which must be followed in such an instance. 

 

 The student must first speak to the teacher of the class they are attending and ask his/her advice. 

 The student must then come to the Guidance Counsellor to discuss the issue and ensure that he/she 

understands the implication from a career, course and college point of view and determine if this has been 

discussed with parent/guardian 

 The student must talk to the teacher into whose class he/she intends to move too to see if there is a place 

available and the implications of moving having missed early course work 

 The Principal/Deputy Principal must receive written confirmation from parent/guardian. 

 

Procedure for Changing Levels at Leaving Cert 

 The student must discuss the matter with the subject teacher 

 The student discusses implications with the guidance counsellor 
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 The Principal/Deputy Principal must receive written confirmation from parent/guardian 

 

Continuous Professional Development 2021 

 NCGE Whole School Guidance Planning- Carol Guildea 

 Jigsaw- Promoting Classroom wellbeing 

 Supporting adolescents through grief and loss 

 Bodywhy- Supporting students with eating disorders 

On Tuesday afternoons at IGC Branch meetings 

 TENI- Transgender Equality Network Ireland 

 Depression, Self-Harm and Suicide 

 Restorative Practice 

 
Attendance at Supervision 

 28th September 

 Remaining dates to be decided 

 

Review of Guidance Plan 

The Guidance Counsellor reviews the Guidance plan annually through discussion with tutors, year heads & 

management and from the information gathered from feedback forms at the end of sixth year and following Open 

Days 

Lisa O’Shaughnessy 

Guidance Counsellor 

Sept 2021 


