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Background:

1. These guidelines describe the purpose and importance of Co. Wicklow VEC’s student support programme and its approach to teaching and learning. They describe the approaches that principals and teachers are expected to take when facilitating the development of student learning, interpersonal, and knowledge skills in the area of academic and career planning. They also outline programme planning strategies, accountability measures, and the roles and responsibilities of all involved – principals, teachers, students, parents and community partners.
2. The guidelines outlined in this document complement related Committee policies in the areas of Special Educational Needs, Code of practice for Teachers, Behaviour Management, Participation and Attendance and Admissions.
3. Co. Wicklow Vocational Education Committee will hereinafter be referred to as ‘The Committee’.
RATIONALE:

1. Because learning in schools is traditionally dominated and controlled by adults, students seldom make decisions about their own learning (Goodlad, 1984). Even though our philosophies of education profess to cultivate students who are responsible citizens capable of participating thoughtfully in a democracy, our educational practices have a tendency to foster dependence, reliance, passivity and a "tell me what to do and think" attitude. 

2. A growing body of research indicates that when students are working on goals they themselves have set, they are more motivatived and efficient, and they achieve more than they do when working on goals that have been set by the teacher.  (Hom and Murphy (1983)) 
3. The Committee, as a significant educator believes that it can nurture student self-direction and personal efficacy by providing them with opportunities before, during and after lessons to exercise some control of their own learning. This does not mean students make all the decisions, but it does mean that we provide them with strategies designed to help them process information effectively and to be self-confident, believing that they have the abilities to succeed. And perhaps most importantly, we help students become more reflective about their thinking and learning processes.

4. The Education Act 1998 section 9 (c) states that a school shall use its available resources to ensure that students have access to appropriate guidance to assist them in their educational and career choices. We believe that the term ‘available resources’ includes all staff of the school. The Act goes on to say that schools must “promote the moral, spiritual, social and personal development of students ... in consultation with their parents, having regard to the characteristic spirit of the school”
5. Planning the School Guidance Programme (National Centre for Guidance in Education) 2004 sets out to provide schools and all interested parties with a comprehensive aid to understanding, developing and implementing a school's guidance plan. This publication supersedes the 1996 Guidelines for the Practice of Guidance and Counselling in Schools.
6. The Guidelines for Schools on the implications of Section 9(c) of the Education Act (1998), relating to students’ access to appropriate guidance, published in 2005 by the Inspectorate of the Department of Education and Science clearly sets out the implications of the 1998 Act. It outlines for all of the partners in education the central role that guidance plays in the lives of all students. It sets to one side the stereotypical image of guidance being the remit of one department in a school and places it at the centre of the students’ whole education. The challenge for our schools is to ensure that the broader definition of guidance becomes embedded in the whole school programme. The engagement of a school in student support planning will assist in broadening the concept of guidance beyond the guidance counsellor. It will place students very firmly at the centre of the education services provided by the Committee.

7. In “Looking at our Schools: An Aid to Self-Evaluation in Second-Level Schools” the inspectorate advocates an integrated approach to whole-school guidance between the areas of guidance, SPHE, home, community and Pastoral Care.

8. The Department of Education and Science is very specific in relation to what it expects of schools in the area of student support and whole school guidance. It outlines this approach in its website as “a whole school responsibility. It should involve the guidance counsellor/s in the first instance, as well as all other relevant members of management and staff of the school. Parents and students must be seen as an essential part of this process and representatives of the local community, especially local business, NEPS and other relevant agencies should also be consulted and actively involved as appropriate”. 

9. The Committee’s Education Plan 2006-2010, sets out in its Action Plan for Implementation (A3.3) to “implement a structured approach to the identification of learners’ needs and to promote a goal-oriented approach to independent learning”

10. The Mission Statement of Co. Wicklow Vocational Education Committee states “We will be responsive to the changing education and learning needs of the community through innovation, partnership and the provision of appropriate support services.” These guidelines sets out to give energy to this mission in our schools.

11. The Committee recognises that for their educational, social, and career success in the twenty-first century, students will require effective work habits and the ability to make sound judgements and decisions, solve problems, plan effectively, work independently, communicate well, research, evaluate themselves realistically, and explore new educational and career opportunities.

12. The Committee believes that student support, guidance and counselling is vital to enable students and learners to gain the maximum benefit from the education system.

13. A carefully planned student support service, guidance and career education programme, beginning in the Junior Cycle and continuing right through second level education and into other stages of the education process, will help students acquire these skills.

14. Students should learn and develop skills at school that will help them become more independent and responsible individuals. They must be able to apply what they learn in school to other areas of their lives. They must learn to work cooperatively and productively with a wide range of people, to set and pursue education and career goals, to evaluate the achievement of their goals, and to assume their roles as responsible citizens. A comprehensive student support service and guidance and career education programme will provide students with an understanding of the concepts in the three areas of learning as set out by the Department of Education and Science in Circular Letter PPT 12/05:

· Careers Education

· Personal and Social Development

· Vocational Guidance

15. Each school must present students with opportunities to practice new skills in structured and supportive settings that will allow them to learn from their experiences and accomplishments, and to apply their skills and knowledge in the classroom, in the school with their peers and teachers, and in the community.

16. These guidelines aim to develop and sustain a partnership of students, parents, community/social partners, teachers and guidance counsellors.

17. The implementation of these guidelines will help students relate what they learn in school to the community, understand the value of education, recognise the learning opportunities available to them, make choices in relation to those opportunities, and adapt to changing circumstances. It will help them make transitions throughout their lives – from family to school, from Primary to second level, from programme to programme, from school to college, from school to work, and from school to lifelong learning.

Introduction

6 

1. As education providers the Committee, through its provision of services facilitates people to make informed educational, career and life choices throughout their lives 

2. Through learning activities that emphasize managing time, completing tasks, setting goals, resolving conflicts, volunteering, collaborating, and cooperating, students learn self-discipline, personal and social responsibility, and respect for others from diverse cultures.

3. Building on the good practices currently in place in the Committee’s schools, effective student support includes the following important key features:

· A range of career exploration activities in the community

· Preparation of an annual student support programme in each school.

· Access to Guidance and career education for all students including those in Junior Cycle and Further Education.

· Individual assistance and short-term counselling as appropriate

· A policy advisory team at school level to be convened by the Principal and consisting of a minimum of four and a maximum of ten members.

· Ongoing evaluation of the programme

4. Teaching and learning in the area of student support and guidance and career education currently involves a variety of instructional settings and roles, as well as the involvement of community partners. Students acquire knowledge and skills through the career guidance system, events such as career and study-skills days, talks, seminars, practice interviews, work experience opportunities, and classroom teaching and learning. 

PROGRAMME PLANNING

1. With the assistance of the school’s Guidance Counsellor/s and the Pastoral Care team, and school staff, the principal will ensure the development of a comprehensive written student support programme, which will include the following:

· A description of the competencies that students have the opportunity to acquire

· The combination of components (e.g., the curriculum and courses, annual development plans for each student, Pastoral Care programme) to be used.

· A description of the school resources that will facilitate the students in acquiring these skills, including the available curriculum.

· Assessment strategies, and methods of reporting to parents.

· A clearly defined process for referring students for individual assistance and short-term counselling, including follow-up procedures.

· Strategies for providing students with access to up-to-date educational and labour market information and resources (human and material), which students require to make informed decisions

· An overview of the accommodations that may be made for exceptional students, students for whom English is a second language (ESL), and Traveller students and other disadvantaged groups.

8. The programme should ensure that teachers, students, parents, and community partners are aware of the goals of the student support guidelines and how they are being delivered. Each school’s programme will be available on request and reviewed and updated regularly based on ongoing feedback from students, parents, teachers, class tutors, guidance counsellors, employers, community agencies, and the student council. 

Definition of Student support

1. Student support is intrinsically linked to guidance and counselling.

2. ‘Guidance refers to the process of facilitating individuals or groups at any point throughout their lives to develop their capacity for the self-management of their personal, social, educational, training, occupational and life choices in order to grow towards their potential and thereby to contribute to the development of a better society.’ National Guidance Forum 2004.

3. Guidance in second level schools refers to a range of learning experiences provided in a developmental sequence that assist students in the development of life skills.. It encompasses three separate but interconnected areas as set out in Circular Letter PPT 12/05 of the Department of Education and Science:

· Personal and social Guidance

· Educational Guidance

· Career Guidance

3. The development and implementation of a guidance programme at school level is a whole school responsibility (Circular Letter PPT 12/05). The guidance counsellor is central to the programme and to the implementation of these guidelines, but all other members of management and staff of the school must also be involved. Parents and students must be seen as an essential part of the process. Representatives of the local community especially local business, the National Educational Psychological Service (NEPS), and other relevant agencies should also be consulted and involved as appropriate.

4. Counselling is a key aspect of the student support programme. It sets out to empower students so that they can make decisions, solve problems, address behavioural issues, develop coping strategies and resolve difficulties they encounter.

5. In the context of what the school can be expected to provide to students presenting with serious difficulties, short-term counselling and referral to outside agencies is the only realistic option available to schools and Guidance Counsellors.

GOALS

1. The goals of these guidelines as they relate to student support are that students:

· Develop an awareness and acceptance of their talents and abilities, explore possibilities and opportunities, grow in independence and take responsibility for themselves, make informed choices about their lives and follow through on those choices.

· Understand the concepts related to lifelong learning, interpersonal relationships (including responsible citizenship), and career planning;

· Develop learning skills, social skills, a sense of social responsibility, and the ability to formulate and pursue educational and career goals;

· Apply this learning to their lives and work in the school and the community.

2. The goals are organised into three areas of knowledge as per Circular Letter PPT 12/05: 

· student (educational) development, 

· interpersonal development, 

· career development. 

In each area, the knowledge required will change as students progress through the system. Although sometimes distinct, these areas of learning and their interconnectedness should be reflected in each school’s student support programme.

2. The content of the student support programme must be represented by the three areas of learning and defined by the competencies that students acquire over a period of time.

a) Careers Education. 

· Students learn how to make informed and appropriate choices to ensure successful transitions from primary to secondary school and from secondary school to further education, training, and work. This involves the acquisition of the knowledge required to make informed and responsible decisions at key transition points throughout secondary school and in preparation for leaving secondary school. 

· Students also assess their interests, competencies, and achievements; explore and evaluate education and career opportunities; make appropriate choices from among those opportunities; collect and interpret information; set goals; and create and evaluate plans for the future. 

b) Personal and Social Development. 

Students should be facilitated to appreciate the need for self-discipline, take responsibility for their own behaviour, acquire the knowledge and skills required for getting along with others both within and beyond the school, and choose ways of interacting positively with others in a variety of situations. They should also be facilitated in learning about thoughtful and non-violent problem resolution, social responsibility, working cooperatively with others, and caring about others.

c) Vocational Guidance. 

Students should learn to set and achieve learning goals both inside and outside school, manage their own learning, and acquire the habits and skills necessary for success both inside and outside school. As students develop the ability to understand how they learn, recognise areas that need improvement, set goals for improvement, monitor their own learning, and become independent learners, they are acquiring the basic habits and skills they will require for lifelong learning. 

3. In Junior Cycle students will be facilitated to:

· Apply a multiplicity of learning skills and strategies to a variety of situations

· Demonstrate the ability to respond appropriately and thoughtfully to directions from teachers and school management, and to manage their own behaviour e.g., self control, the role of emotions, anger management, respect for self, family, others, property etc. The whole school community, working as individuals and in teams, has a role to play in this area.

· Use goal-setting and self-management skills in a variety of situations both inside and outside school, under the guidance of the Pastoral Care team and other relevant groups.
· Develop their own up-to-date annual development plans, facilitated by the Pastoral Care team.

· Describe the many aspects of relationships, and explain and demonstrate how skills (e.g., conflict-resolution, peer helping, and leadership skills) are used to interact positively with others in diverse settings at school and in the community. Much of this will be achieved in the SPHE class and through interactions with the Pastoral Care team during class/year assemblies as well as in one-to-one dialogue with teachers.

· Demonstrate the ability to accept and respond to the direction of teachers and school management
· Demonstrate social responsibility in school that will be transferable to the community (e.g., participating in student elections, acting as peer readers, involvement in extra and co-curricular activities, charity work etc.)
· Apply their knowledge of their personal interests, strengths, abilities, and accomplishments to planning and decision-making.

· Identify sources of educational and career information (e.g., the Internet, employment centres, the community)

· Investigate and compare a variety of jobs, occupations, and career opportunities

· Describe sectors of the economy in the local, provincial, and global economies (e.g., the volunteer sector, the manufacturing sector)

· Describe opportunities and options for personal, career and academic development in second level school
· Use decision-making and problem-solving skills appropriately to the completion of their annual development plans

· Use in-school and out-of-school experiences, activities, and interests to learn more about their potential

4. In Senior Cycle students will be facilitated in:

· Applying knowledge and skills to making transitions and to adapting to post-second level destinations (e.g., financial planning, completing applications, selecting programmes e.g.: ‘Flying the COOP’ Co. Roscommon VEC). 

· Appling lifelong learning skills (e.g., communication, research, and employability skills) to their personal education and career plans. 
· Using personal skills appropriately to encourage responsible behaviour in others in a wide range of situations 

· Using appropriate behaviour at school, in the community, and with employers 

· Applying skills (e.g., mediating, peer helping, leadership skills) to build positive relationships in diverse settings at school, in the community, and in the workplace

· Demonstrating social responsibility in the community (e.g., Charity work etc)

· Applying their knowledge of their personal interests, strengths, abilities, and accomplishments to choosing and planning a post-second level education or career path exploring and obtaining information about education, training, and careers
· Demonstrating how to locate, interpret, evaluate, and use various sources of education and career information 

· Demonstrating understanding of how to use education and career exploration skills to develop personal, educational, or career plans

· Demonstrate understanding of the workplace (e.g., health and safety issues) 

· Describing how changes taking place in the economy, the environment, and society affect the job market

· Describing the variety of volunteer, employment, educational, and career opportunities, including self-employment

· Planning for their post-second level education or career paths

· Demonstrate their understanding of employability skills (e.g., job search, interview, job readiness, employment sustainability, and entrepreneurial skills) 

· Evaluate their personal, educational, or career plans in light of their community or workplace experiences

MEETING THE NEEDS OF ALL STUDENTS

Objectives of the School’s Student Support programme
1 To support the operation of a proactive inclusive school by promoting:

· Strategies for building motivation and self-esteem

· The identification and understanding of students with special educational needs 

· An awareness and understanding of racial, ethnic and intellectual differences

· Early identification and support through counselling and other interventionist measures in relation to students at risk of early school leaving

· Support in relation to school attendance strategies

· Awareness among students and parents of the consequences of early school leaving

· Knowledge among those who decide to leave early of the options available to them after they leave school in the areas of further education, training and employment.

2 To address disadvantage and to ensure that the needs of all students are met by ensuring that all students have access to the fullest possible range of educational services and supports.

3 The student support programme in the school can encourage students whose families have little or no tradition of progression in education to explore the full range of learning and career options available to them.

4 To emphasise the benefits of educational progression to students and parents.

5 To give students the opportunity to study subjects at the highest possible level in accordance with their individual needs and abilities.

6 Therefore, it is vital that all incoming students and their parents be made aware of the importance of making appropriate subject choices and the possible implications of these choices.

7 Special Educational Needs Students:

· The Education for Persons with Special Educational Needs Act 2004 provides for the rights of people with special educational needs to avail of and benefit from an appropriate education in an inclusive environment, unless this is not in their best interests.

· Such students’ particular needs should be addressed within the schools’ student support policy and in consultation with the Special Educational Needs Coordinator.
· Such students should be assisted to leave school and progress into adulthood with the skills necessary to participate to the level of their capacity and in an inclusive way in the social and economic activities of society and to live fulfilled lives.
· For students with a specific learning, intellectual or physical disability, student support should be planned and delivered in formats and using methodologies, appropriate to individual needs, where practicable.
· Students with special educational needs may need specific targeted support to reach their full potential and to become aware of the range of career and other options available to them.
· The student support programme should take cognisance of known available support services and include provision for an appropriate range of interventions, information formats and delivery methodologies to meet the special needs of these students. This should include liaison with:
· Learning Support and Resource Coordinator

· Special Education Support Service

· FAS

· Other external agencies

· National Educational Psychological Service

· Special Educational Needs Organiser

· Student support services to students with special educational needs and disabilities should be offered in the context of the Committee’s policy on Special Educational Needs and the development of Individual Education Plans for these students.

8 Talented and Gifted Students:

· Talented and gifted students may be defined as those in the 97th percentile or above in one particular area of relevant testing.

· Guidance and career education issues are very important to those students who have been identified as being talented and gifted. These students may have to manage significant issues related to their exceptionalities. They may also face challenges related to their sense of identity, their development of self-confidence, their realistic self-assessment of their abilities, and the development of strategies for overcoming barriers and maximizing independence. (Ref: Special Education Support Service – Gifted and Talented Information Sheet)

· Some exceptional students may experience difficulty in making the transition from one level or course to another, from one school to another, and from second level school to post-second level education, work, or community living.

· Individual Education Plans (IEPs) may help these students progress more smoothly and may be developed in schools depending on the availability of resources. 

· Schools are in the unique position of being able to provide a variety of coordinated activities to meet each exceptional student’s strengths, needs, and interests, leading to further education, and work opportunities. Each exceptional student’s success in accessing post-second level options and the necessary supports in the future depends on advanced planning, as well as linkages with other community agencies and other partners.

· To help deal with the many challenges that exceptional students may face, starting on entry to the school, talented and gifted students and their parents and class tutors/year heads should, where the availability of resources permit, be involved in drafting an IEP as appropriate with the student that:

· Takes into account the student’s particular strengths, interests, and needs, as well as the expectations for the student’s learning during the school year;

· Is a tool to help teachers monitor and communicate student growth; 

· Is developed with reference to a reasonable focus (e.g., what are the student’s goals and aspirations? How effective are the strategies and resources selected to support the student’s learning? Should changes be made?);

· It is a flexible, working document that can be adjusted as necessary.

· In planning and providing for the support needs of exceptional students, principals will ensure that there is a process to:

· Correlate students’ annual development plans (starting in first year) with their IEPs as appropriate;

· Ensure that students have equitable access to career exploration opportunities that reflect the goals set out in their annual development plans and IEPs;

· Ensure that class tutors, year heads and guidance counsellors receive the information they need to provide the necessary and appropriate support for these students.

9. International Students:

· Learners from other countries may not have access to the same information about available education and training opportunities as their Irish counterparts.

· In allocating guidance and counselling resources and student support services, management of schools with significant numbers of international students need to be aware of the time and other supports that guidance counsellors may require when working with students whose cultural background and language ability may be radically different to that of the majority of the school population.

10.  Post Leaving Cert Students:
· Where a school’s population includes Post Leaving Certificate and adult learners the student support programme should reflect their particular needs

· Adults may need guidance on an individual basis to assess their abilities, interests, experiences, skills and needs and to build their confidence and capacity to return to learning

Programme Delivery
Transition Programmes:  

1. To help students who are new to a school to adjust and to provide them with information about the programmes and services available, the principal of each school is responsible for developing an orientation programme. Such programmes will be designed to help students adjust to school at key transition points, such as entry into the school and the move from primary to secondary school. Students who change schools in midyear, as well as students enrolled for the first time in schools operated by the Committee also need such programmes. 

2. The Committee accepts that homes are no longer separate entities from the school. Modern approaches to education refer to the cooperation between the two great inspirations in the young person's life, home and school. The Home School Liaison Officer is in place in some schools to support parents in their work as the primary educator of their children. Through such co-operation, the school can provide a better learning experience for the students in all aspects of their development.
3. Both the student and his or her parents will require information about the programmes and services offered by the school and the Committee and name of the teacher who will be the student’s main contact. This will be the class tutor/year head. The name of the Guidance Counsellor should also be given at this point as well as other relevant teachers’ names.

4. School management should facilitate a tour of the school facility for all new students. 

5. Students’ introduction to the school’s programmes should include the school’s code of student behaviour and other relevant policies and information about school services and programmes, including the academic programme, the library, the special education programme, the availability of learning support, the student support programme, peer helpers, the student council, and opportunities for extracurricular activities, information about examination requirements, work experience and community involvement should also be provided, as appropriate. Each student and his or her parents should receive a copy of the school’s calendar and copy of the student’s timetable. 

6. While most students will make a successful transition from one school to another, some will require additional assistance adjusting to new situations. To integrate successfully into a new school, those students who are recent arrivals may require specialized, planned, and ongoing orientation programmes. Students who are entering school in midyear may require extra help in making an effective transition to a new school and regaining their focus on overall achievement. 
7. The Home School Liaison Officer or other appropriate teacher makes contact with all new first year parents in the school.

8. Parents can also make contact on issues, which might need to be brought to attention early in the term.
9. If necessary visits can be arranged to the homes of students
10. All households should be provided with an information booklet
Exit Programmes
1. Students leave school for a variety of reasons – they may move to a different area, transfer to a new school, graduate, or choose to pursue goals outside of school. The goal of an exit programme is to help all these students make a successful transition to the next stage of their lives.

2. Principals should organise for the preparation of exit programmes that include a review of students’ annual development plans and future goals. 

3. The exit programmes for graduates should include the following:

· A review of each student’s plans for post-secondary education, training, apprenticeship, or work

· Information on university and college programmes, application and admission procedures, visits to campuses, and so on

· Information on apprenticeship programmes

· Information on procedures for applying for employment

· Financial planning information.  

4. The exit programme for students leaving school before graduation should include the following:

· A review of their achievements to date and the issuing of certificates and references where appropriate 

· Discussion and clarification of their plans for the immediate future 

· Information about education and training opportunities (e.g., evening courses, correspondence courses, re-admission to secondary school); information on post-second level education options, information about the community services and community contacts available to help them

· Information on procedures for applying for employment
· Financial planning information
· Information on apprenticeship programmes 
· All students leaving school should be informed that they have the opportunity to participate in an exit program.
THE ANNUAL DEVELOPMENT PLAN 

1. Developing an annual development plan helps students take responsibility for their education, make informed decisions, and plan for the future with the support of parents, class tutors, year head, and guidance counsellors. 

2. The plan should include the student’s goals for academic achievement and for learning both inside and outside school. 

3. The students’ annual development plan should include the courses, programmes or subjects they intend to select and the extracurricular activities in which they may be interested. 

4. In Senior Cycle the students’ plans should also include their tentative post-second level destinations. When making plans for post-second level activities, students should research and consider their options with the assistance of the Guidance Counsellor: 

· Continued study at university, institute, or PLC College;

·  Industry - or sector-based training such as apprenticeships; 

· Direct entry into the work force. 

5. In the process of completing their annual development plan, students should learn about their options and choices, and of the impact of their decisions on their educational and career goals. 

6. In the planning process students should set short and long-term goals, evaluate the achievement of those goals, and review their academic progress. They will come to understand the relevance of their studies to their personal goals and recognize the importance of having learning experiences beyond the classroom (e.g., community service, community involvement, volunteer experience, part-time and summer work, personal interests such as hobbies) and how those experiences contribute to their overall development. 

7. Students should be encouraged to develop and monitor their annual development plan independently, set educational and career goal, and access information required to make education and career decisions with the support of guidance counsellors. Learning and using the process involved in building a development plan is as important to students as are the actual plans themselves. The steps of this process include the following:

· Reviewing any previous educational plans and goals

· Assessing their interests, achievements, strengths, and needs

· Evaluating the achievement of previously set goals

· Identifying new short and long-term goals

· Identifying the resources (information and people) and strategies needed to reach these goals

· Developing an educational or career plan

8. The planning process helps parents and teachers become aware of the goals students set for themselves and the education programmes they are considering. 
9. The Committee encourages communication among students, their teachers, and their parents in relation to the review and revision of the annual development plan. 
10. Because students benefit from constructive feedback and encouragement, they should review their annual education plan at least twice a year. 
11. Junior Cycle and Transition Year students should review their Annual Development Plans with their Pastoral Care teacher and/or SPHE teachers and parents
12. Senior students should review their annual development plan with their guidance counsellors, Principal, Deputy Principal and parents where appropriate
13. It is important that students’ annual development plan from year to year be available to the student and the class tutor for reference
.
14. Ultimate responsibility for the development of Annual Development Plans rests with the student, supported by the parents, the Pastoral Care team, the Guidance Counsellor, School Management and SPHE teachers. 
IEPs where appropriate 

1. Individual Learning Plans are required for all students in receipt of additional special educational needs resource allocations from the Department of Education and Science and talented and gifted students at the 97th percentile or above in any one area of diagnostic testing. 

ACADEMIC AND CAREER PORTFOLIOS

1. Every student should be encouraged to develop and maintain an academic and career portfolio. 

2. The purpose of the portfolio is to demonstrate the student’s personal accomplishments inside and outside of school. 

3. The encouragement of classroom teachers and parents is important to the development of useful academic and career portfolios. 

4. If students continue to maintain their portfolios from year to year by adding pieces of their best work each year, they will be able to see their growth and progress over time and to become increasingly aware of their own interests, strengths, needs, and aspirations. Selecting pieces of work that demonstrate their best efforts, progress, and achievement, both inside and outside school, will help them make informed and realistic decisions about their personal goals, future learning activities, immediate educational goals, and long-term educational and career goals. The evidence collected in an up-to-date portfolio also provides a focus for parents, the class tutor, and the guidance counsellor when discussing with students the preparation and revision of their annual development plan. 

5. As students progress in second level school, they may also choose to assemble portfolios with particular audiences in mind, such as the faculty of a college or university programme or a potential employer. 

6. The portfolios can also be used to develop Curriculum Vitae. 

7. Students should have easy access to their portfolios so that they can regularly update their contents. The development of ePortfolios for storage purposes should be encouraged.

THE Pastoral Care PROGRAMme

1. A properly structured Pastoral Care Programme is a reflection of the school's ethos, whereby the school seeks to value and develop the young person at every level - personal, social, academic, moral, emotional and vocational. Each of the Committee’s schools should therefore develop a structured system with various staff members playing key roles in this system
2. The Pastoral Care Programme helps students as they move from primary to secondary school and as they make decisions about second level school courses and future goals. 

3. Each principal will assign teachers to act as class tutors and year heads, who will each have regularly scheduled contact with students for a minimum of one academic year. 

4. The primary role of the Year Head is a pastoral and caring one. S/he is available to students to advise and counsel them in whatever way may be helpful. The Year Head deals with matters of discipline in a positive and educational way. The Year Head works in close collaboration with Class Tutors. He/she is an important contact point for parents.
5. The Class tutor is a teacher who undertakes the role of caring for a class group in order to promote learning at every level. He/she is an important contact for parents.
6. Pastoral Care, in Junior Cycle should be closely linked to the SPHE Programme.
7. In senior Cycle Pastoral Care should be linked to the Guidance Programme and to relevant subjects and courses such as Transition Year, Leaving Cert Applied and Leaving Cert Vocational.
8. Pastoral Care makes a positive contribution to the pupil's personal and social development: 
· Through various programmes such as SPHE, relationship and sexuality programmes (RSE) and others, the students can get an opportunity to learn a range of skills and reflect on ways to handle important situations in life. 
· It makes a contribution to their overall achievement 
· It enhances home-school relations 
· It provides a range of support services for students 
9. Through participation in a Pastoral Care programme, students will develop in many ways:

· Meetings of student groups and class tutors/year heads will foster a sense of community, collaboration, and cooperation among students and staff. 

· It will provide each student with personal attention and positive encouragement – from both teacher/s and peers – and help students make connections among the subjects taught in school and the learning that takes place in the community. 

· The meetings can include reviewing report cards, career-exploration activities, and the discussion of such topics as the development of annual development plans, time management, study skills, and understanding and accepting other students’ differences. 

· Class tutors/Year Heads should be encouraged to enlist the help of community experts (e.g., engineers, accountants, health care professionals). 

· Teachers assigned Pastoral Care duties are responsible for facilitating students in the completion and review of their annual development plan; monitoring students’ academic progress and the achievement of their goals in their annual development plan; communicating with parents and keeping them informed about student progress.

· Goal-setting, planning, and decision-making skills;

· Research and information management skills (including locating and accessing human and information resources) required for education and career planning;

· The skills and knowledge needed to monitor their academic progress. 

4. Class tutors/Year Heads will have regular contact with students and will be knowledgeable about students’ progress in all subject areas and in other aspects of school life. 

5. Through this contact, parents can obtain an overview of their children’s progress at school, which does not preclude their communicating with other teachers if they wish. 

6. The Pastoral Care programme complements the work of guidance counsellors and other teachers. When necessary, Class tutors/Year Heads will refer students who require additional assistance to guidance counsellors or the Principal/DeputyPrincipal.

7. Schools have the flexibility to choose the organisational model for a Pastoral Care programme that best meets the needs of their students and the school community, while reflecting Committee policy. 

8. Principals should consult widely before designing the school’s Pastoral Care programme and throughout the design process. Year systems, house systems, enhanced home rooms, or “schools within schools” are examples of models for schools to consider.

CAREER EXPLORATION ACTIVITIES

1. Schools must offer a range of career exploration activities and regularly invite partners from the community in designing, participating in, and delivering these activities.

2. Career exploration activities provide students with practical applications of classroom experiences, as well as opportunities to make connections between what happens in school and what happens in the workplace or the community. 

3. Career exploration activities identify relevant applications of students’ academic studies and provide information about how people are contributing to society and the economy (role models). 

4. School Management and teachers must ensure that students have access to a broad range of career exploration opportunities, including opportunities in areas not known to them. Teachers and students should take advantage of opportunities that exist locally and, where possible, in the wider community. 

5. Schools should include activities that are both for-profit and non-profit and in both the private and public sectors, including business, industry, government agencies, arts and culture, and volunteer organizations. 

6. Career exploration activities can take many forms: 

· Visits from guest speakers, 

· Contacts with career mentors, 

· Involvement in simulation programs (e.g., Junior Achievement Ireland, practice interviews etc),

· Attendance at career conferences (e.g., Women in Science and Engineering, College Open Days, Careers’ Days etc.).

· Work-site tours or field trips, 

· Job shadowing, 

· Volunteer work, 

· Work experience, 

· School–work transition programmes 

are some of the possible out-of-school activities or programmes. 

7. Work experience placements give senior students opportunities to combine their academic studies with a “real world” experience and also help students with their annual development plan and career planning. 

8. Students become familiar with workplace practices and employer expectations, possible career opportunities, and concrete applications of their in-school studies. 

9. Work experience is of interest to all students, whether they plan to go on to work, college, or university after secondary school. For those students whose first destination is the workplace, a longer placement provides personal contact with employers. For those going on to college or university, work experience helps them make informed decisions about future educational and career choices.

WORKSHOPS 

1. The student support programme should provide a variety of programmes and services, including many that are not necessarily delivered through formal classroom instruction or individual assistance. 

2. Workshops, seminars, and small groups can provide timely assistance to students who share a common interest (e.g., in a specific university or college programme) or a common need (e.g., study skills). 

3. Topics could include 

· Job search strategies, 

· Curriculum Vitae writing, 

· Interview skills, 

· Conflict resolution skills, 

· Learning strategies, 

· Assertiveness training, 

· Study skills, 

· Time management skills, 

· Leadership development, 

· Peer assistance, 

· Self-awareness and assessment activities, 

· Specific university and college programmes and admissions requirements. 

4. These focused programmes and services can be delivered in collaboration with the Pastoral team, the Board of Management and community partners and are designed to help students achieve their goals.

MENTORSHIP PROGRAMmeS

1. Mentorship programmes provide one-to-one support and/or role models for students.

2. In partnership with Boards of Management and community groups, Principals may wish to establish mentorship programmes that involve  teachers or community volunteers or senior students as mentors. 

3. Successful mentorship programs require mutual effort and commitment from the school and the community, the screening and selection of mentors, training and support for the mentors, a process for matching students and mentors, and a process for involving parents in supporting the programme and consenting to their children’s participation. 

4. There are many examples of successful mentorship programmes such as that organised by ISPCC. Older students mentor younger students.   Adults can also mentor students. For example, business people or retired people can act as career mentors.

PEER ASSISTANCE PROGRAMmeS

1. Students can help other students with their learning. Peer assistance or mediation programmes provide supportive peer role models for students requiring individual assistance as well as a learning experience for the peer helpers involved.

2.  Individual assistance may be for academic skill development, improved school attendance, improved interpersonal skills, or education and career exploration. 

3. Students trained as peer helpers can act as reading buddies, peer tutors, peer mediators, student guides, career mentors, student mentors, and student volunteers. 

4. In helping others, peer helpers have the opportunity to improve and refine their own interpersonal skills. 

INDIVIDUAL ASSISTANCE AND SHORT-TERM COUNSELLING

1. The individual assistance and short-term counselling programme is designed for students who require additional help in achieving the goals of the student support programme. Such help may be made available on an individual and/or small-group basis. 

2. This programme can help students assess their personal strengths as they relate to interests and goals; select second level courses; plan their education and career directions; assess their strengths, needs, aptitudes, and interests; improve their personal management skill (work and study habits); solve problems in the three areas of learning (student development, interpersonal development, and career development); plan for post-second level tuition and accommodation costs by providing them with information about available scholarships, bursaries, and loans; deal with their individual social and emotional needs, including recommendations for appropriate follow-up; resolve conflicts both with their peers and with adults.

3. Students may be identified as needing individual assistance by class tutors/year heads, teachers, support staff, school management, or on the recommendation of parents or students.

4. Students themselves should also be able to request – and receive – individual assistance or short-term counselling. 

5. Schools must have a clearly identified process for providing individual assistance and short-term counselling and for referring students to guidance counsellors.

6. The provision of individual assistance and short-term counselling is dependent on the number of guidance counsellors and hours available. 

7. The process should also include procedures for follow-up.

8. The individual assistance and short-term counselling process involves several stages as follows: 

· A referral by a teacher, a parent, or school management, other relevant person or a request from the student for assistance, 

· A discussion with the student and consultation with his or her parents, teachers, and others as appropriate 

· Problem solving and planning with the student 

· Intervention through individual or small group counselling monitoring and follow-up

9. Sometimes a student will require more than short-term counselling. In such a case, the principal may arrange a special case meeting (SCM) for collaborative problem solving and developing plans to help the student. 

10. The SCM meeting may include a cross-section of the following: the principal, deputy principal, guidance counsellor, special education teacher, classroom teacher/s, Pastoral Care teacher, support staff, social worker, psychologist, Board of Management members, parent, and the student. A maximum of six members is recommended for an SCM.

11. Parents will be informed, as appropriate of SCM meetings and kept up to date on any recommendations and action plans involving their children and subject to the terms of the Department of Education and Science’s Guidelines on Child Protection. 

12. Students who have received individual assistance and counselling will also require monitoring and follow-up by guidance counsellors, class tutors/year heads, or other school staff, as appropriate.

13. Ethics and Confidentiality

· The issue of confidentiality of the information transmitted between guidance counsellor and a student is governed by strict professional codes of conduct. 

· Students should be informed that any information they give to guidance counsellors will be kept confidential except in circumstances in which their security or safety may be at risk or where the safety/security of other students may be at risk or in situations where there is a legal obligation to disclose or refer.

14. Guidance counsellors should seek further clarification in this area from their professional organisations and from the Chief Executive Officer or the Education Officer of the Committee or from their school principal. 

15. If during the course of a counselling relationship a guidance counsellor becomes aware that the student may be or may have been suffering abuse, the guidance counsellor is required by the Child Protection Guidelines of the Department of Education and Science and The Child Care Act 1991 to report the suspicion to the Designated Liaison Person in the school.

16. The Code of Ethics of the Institute of Guidance Counsellors is appended to this policy (Appendix 1)
17. Supervision for the Counsellor: 
· It is acknowledged by the Committee that counsellors have a strong influence over their students. Therefore, it is very important, for the students' safety and the reputation of the profession, that counsellors reach a high level of personal and professional awareness and insights in terms of strengths and weaknesses in dealing with relevant issues. 
· The supervisor’s role is one of support to the counsellor in his/her professional capacity
· The Committee supports its Guidance Counsellors in this very important activity and in other forms of in-career development.
Roles and Responsibilities

1. School Boards of Management will delegate the Principal to develop their own student support programme, in compliance with Committee guidelines, and to ensure that students, parents, teachers, and Boards of Management are aware of them. 

2. Schools will review and make adjustments to their student support policy and plan annually in consultation with the Guidance Counsellor.

Principals and Boards of Management

1. The Board of Management and the Principal of the school have a responsibility to ensure that the provision and practice of student support in the school is of the highest possible standard. This includes the process of managing the planning process in cooperation with the guidance counsellor, school staff and other partners. 

2. The Principal’s informed and active leadership is crucial to the success of the student support programme in each school. 

3. The Principal needs to understand the programme’s goals and structure, as well as what an exemplary programme is like. He or she needs to coordinate the student support programme with the overall school organisation, assigning it appropriate staff, communicating with parents and the larger community about the policy. 

4. The principal is responsible for:

· Establishing and consulting with a whole school student support advisory team, and collaboratively developing a comprehensive written student support programme for the school;

· Implementing and supervising the school’s student support programme in collaboration with the guidance counsellor, school staff and other partners;

· Facilitating, in conjunction with the Committee’s Education Officer the necessary in-service development of staff members who are responsible for delivering the on the programme;

· Arranging for the availability of the physical facilities (including access to ICT), resources, and staff necessary for delivering on the programme;

· Ensuring that adequate time is scheduled in the school timetable to allow all students to participate in the total student support programme;

· Ensuring that partnerships are established and maintained in the school community and in the broader local community;

· Assigning responsibilities to guidance counsellors;

· Assigning responsibilities to class tutors/year heads.

· Assigning responsibilities to relevant subject teachers

Responsibilities of Guidance Counsellors

1. Guidance counsellors because of their specialist training have a professional role in each of the main areas of guidance: personal and social, educational and career. 

2. In addition the guidance counsellor has a pivotal role to play in collaborating with school management in the development and review of the school student support programme and the integration of guidance into the curriculum. 

3. The guidance counsellor

· Assists the principal in developing, coordinating, and implementing the school’s student support programme 

· Provides instruction in guidance and career education through classroom practice and the organisation of workshops and seminars

· Participates in a process involving year heads that will ensure all students complete an annual development plan 

· Assists and support class tutors/year heads

· Assists in the development of the IEPs as appropriate

· Assists in the coordination of transition plans, as appropriate 

· Assists in the coordination of the annual development plan for exceptional students

· Assists in the development and maintenance of links between primary and secondary schools and with the community partners to coordinate their involvement with the student support programme

· Delivers and monitors aspects of transition and exit programmes and peer assistance programmes

· Provides individual assistance and short-term counselling for individuals and small groups

· Assists the Principal in arranging special case meetings (SCMs)

· Recommends appropriate community agencies for the provision of individual assistance and short-term counselling beyond the school

· Assists students with the transition to post-secondary education, training, and the workplace

· Engages in ongoing professional development to keep abreast of changes in the fields of education, training and child welfare and participates in Guidance Supervision as appropriate.

· Facilitates the ongoing review and evaluation of the school’s guidance and career education programme 

· Through their counselling skills guidance counsellors seek to empower students to make decisions, solve problems, change behaviours and resolve issues in their lives.

· Counselling may be personal, educational or career oriented or it may be a combination of all three. 

· Counselling is a key part of the student support programme and should be viewed as part of the support structure that the school provides for students.

· Within the overall time allocated to the guidance counsellor for guidance, adequate time should be given for the counselling function in the programme. 

4 The guidance counsellor cannot solve all problems and must be involved in seeking the assistance of external agencies in many instances. 

5 The guidance counsellor provides support to parents, teachers, school management, the Board of Management and to referral agencies in assisting the social personal, career and educational development of students. Such support may include advocacy on behalf of a student or assistance in the planning and development of the guidance related activities in specific school programmes. 

6 The guidance counsellor is trained to use a range of psychometric tests and other evaluative instruments to support relevant objectives of the student support programme and as such must take responsibility for this activity in the school in collaboration with other qualified personnel. 

7 The guidance counsellor is responsible for the delivery of classroom guidance activities through the provision of guidance-based learning experiences that may include information giving, ICT, skills development and vocational preparation. 

8 The guidance counsellor should be involved in and consulted in relation to work experience, workplace visits, careers days etc. 

Responsibilities of Other Teachers
Subject teachers have a key role to play in providing support to students:

1. By providing an environment conducive to the full human development of each student 

2. By helping each student to acquire skills needed for life in the 21st century and to adapt those skills to future needs

3. By encouraging growth in a life which will be made up of relationships 

4. By encouraging social awareness among the students

5. By engaging in and utilising formative assessment in their teaching

6. By being responsible for subject-related matters concerning each student. By providing information and advice relating to their subject disciplines and related careers and life options. Individual teachers may be sought out by students on an informal basis for advice and information. This is in keeping with the National Centre for Guidance in Education’s belief that “Subject teachers may have a key role in providing support to students and information and advice relating to their subject disciplines and related careers. Some teachers have additional formal responsibilities through management, pastoral care roles, coordination roles and through participation in programmes such as SPHE”. Planning the School Guidance Programme NCGE 2004. 
7. Subject teachers can be involved in the student support programme as follows:

· Align the student support programme with the subject expectations for which they are responsible, by providing students with information and expertise on both the content and demands of their particular subject.

· Be available to assist students with software packages, especially if they have advanced ICT skills. 

· Consult with the guidance counsellor and other staff about the needs of individual students

· Refer students who require additional assistance to the class tutor/year head, guidance counsellor or principal in accordance with the school process

· Participate in the development and implementation of the school’s student support programme

· Participate in the induction of new students into the school

· Participate in the school’s pastoral care programme

· Assist the Guidance Counsellor identify community partners to provide a variety of career exploration activities for their students in their subject areas and use their knowledge and relationships to facilitate students in gaining work and voluntary experience in their communities

· Participate in special case meetings (SCMs) as required

· Act as role models for students in all school-based activities

· Carry out their work in line with the Committee’s Code of Practice for Teachers.

· Participate in the ongoing review and evaluation of the school’s student support programme.

Parents

1. Parents have by far the most influence, directly or indirectly, on the choices made by young people by way of value formulation, attitudes and lifestyle.

2. Parents have an important part to play in helping to establish the needs and priorities of the student support programme and in supporting its successful implementation. They can participate in the student support process through:
· Regular consultation with the school management, pastoral care, guidance counsellor and other school staff

· Attendance at relevant information and other meetings at school

· Contributing to the development and review of the student support programme 
· Providing personal assistance to the school student support programme where possible e.g. Participation in practice interviews, providing work experience, giving talks and presentations in a particular career field etc.
· Working collaboratively with the school to help students develop their annual development plan;

· Supporting and helping students with critical decision making;

· Supporting students’ goal-setting activities;

· Monitoring and reviewing students’ progress;

· Maintaining contact with students’ class tutors/year heads;

· Supporting and taking an interest in all of their children’s assignments and activities, both inside and outside the school.

COMMUNITY PARTNERS

1. Community partners include employers and workers within the wider school community who participate in school-based curricular activities and facilitate educational visits; social and community agencies that might offer skilled staff to lead or support small-group instruction or counselling sessions; and staff from local and regional post-second level educational and training institutions. 

2. These partners play critical roles in, supporting, and maintaining successful student support programme
3. In choosing community partners, schools should build on existing links with their local communities and create new partnerships where feasible. 

4. In addition to those listed above, partners may be chosen from among the following individuals, agencies, and organisations: parents, former students, Board of Management members, retirees, volunteer organisations, career centres, chambers of commerce, government agencies, church communities, ethno-cultural organisations, industry education councils, and traveller centres.

5. Principals and teachers should work with their communities to facilitate collaboration and opportunities for involvement through such means as in-school visits by community representatives, community-based mentorship programs, consultations with employers to prepare students for employment, and placements for job shadowing, work experience, community service, practice interviews, and school–work transition programmes.

Responsibilities of students
1. Students must be the focus of the student support programme and are entitled to have an input into its development.

2. In particular students (through the Student Council) can help to identify and establish the needs and priorities of the programme. Their feedback in the review process is highly important.

3. Students also have responsibilities, which increase as they proceed through the school system. These include:

· Taking responsibility for their learning;

· Taking responsibility for managing their behaviour;

· Getting along with others in a variety of settings in the school;

· Demonstrating social responsibility;

· Completing their annual education plan;

· Developing and setting educational and career goals.

Implementation of the Guidelines

Practical Implementation:-

Co. Wicklow VEC has five main pillars.

· Education Service Provision

· Learning Environment

· Organisational Development

· Partnership

· Innovation

These guidelines which can be closely linked to all of the above pillars can be implemented in accordance with the implementation guidelines for the Education Plan.

Senior Management Team

As with all aspects of the Education Plan the Senior Management Team led by the Chief Executive officer has overall responsibility for the implementation of these guidelines.  The SMT is committed to the provision of training opportunities as identified at school level.  Initially a workshop will be held in Autumn 2008 for Principals in relation to the process of implementation.

School Level

At individual school level responsibility for the implementation of guidelines rests with the Principal working collegially with all staff.

It is recommended that the School Development Planning Steering Committee prioritise these guidelines and that a Policy Advisory Team be established to review these guidelines and put in place an implementation and prioritisation plan.

In developing the implementation and prioritisation plan the Policy Advisory Team should follow the best practices set out in School Development Planning templates and document what is currently in the school and the gaps that need to be filled.

Appendix 1

Examples of Template for Individual Development Plans

Goals – Academic (Form 1A)

Name …………………………………  Date ………………… Year: ………   

Class: .....................

I will be to studying the following subjects this year: 

I want to achieve the following academic goals this year:

1 
That I will achieve in excess of 60% in Maths and Science
2 
That I will achieve in excess of 80% in languages and that I will be able to carry out a simple conversation in Irish and French

3 
That I will achieve in excess of 65% in all other subjects.

To reach my goals I will have to:

I will have to work hard, listen attentatively in class, try as hard as I can, cooperate with all of my teachers, ask relevant questions, use the internet to get additional information, research in the library, read one book each month, do 2 hours homework/study each evening, watch some educational TV and develop interests outside of school. I will also have to attend school regularly and only miss time due to serious illness or unforseen situation. I must also get plenty of sleep and eat healthily.

My teachers can help me to reach my goals by:

By encouraging me to focus on my goals; by being honest and frank with me; by being prepared to listen to me; by believing in me; by encouraging me; by accepting me as an individual and by respecting me; by using different ways of teaching (eg ICT); by making learning exciting; by being positive about me and my work; by not shouting at me; by supporting me.

My parents can help me to reach my goals by:

By telling me what my strengths are; by encouraging me to persevere; by helping me deal with setbacks in school; by helping me to understand what is important. My parents must believe in me and in my future. They must agree things with me about homework, friends, social life etc. They must talk to me about school. Help my teachers to understand me. They must not let me give up on my goals.

Student’s signature: …………………………………………………………

Checked By:

Parent’s signature: .................…………………………………

Date: ............................................................................................

Teacher’s signature: .................…………………………………

Date: ..............................................................................................

Goals – Social and Personal (Form 1SP)

Name …………………………………  Date ………………… Class: .....................

I want to achieve the following social and personal goals this year:

I want to make friends who will have similar interests and values as me and who will respect me for being me; I want to learn more about my strengths and talents and to develop these. I want to understand and respect other people, especially if I see them as being different. I want to help others.

To reach my goals I will have to:

I will have to mix with a lot of people. I must be careful not to bully others. I will join clubs in my area and develop interests outside of school. I will concentrate on my football, equestrian sport, music, athletics, charity work etc.

My teachers can help me to reach my goals by:

My teachers can help me by encouraging me to take part in activities outside of class; by organising clubs in the school and by asking me what I am interested in; by respecting me for being me; by helping me behave properly; by advising me and by being friendly; by not shouting at me.

My parents can help me to reach my goals by:

Encouraging me to make good friends; by encouraging me to join clubs; by driving me places; by being available to me; by listening to me.

Student’s signature: …………………………………………………………

Checked By:

Parent’s signature: .................…………………………………

Date: ............................................................................................

Teacher’s signature: .................…………………………………

Date: ..............................................................................................

Goals – Career (Form 1C)

Name …………………………………….  Date ………………… Class: ..................

I want to achieve the following career goals this year:

I want to go to college to become a PE teacher

To reach my goals I will have to:

Study hard at all my subjects; do my homework; behave well in school; cooperate with my teachers; play sports in and out of school; develop relationships etc.

My teachers can help me to reach my goals by:

By encouraging me to focus on my goals; by being honest and frank with me; by being prepared to listen to me; by believing in me; by encouraging me; by making learning exciting; by being positive about me and my work; by not shouting at me; by supporting me.

My parents can help me to reach my goals by:

By encouraging me to attend school regularly; by providing me with a private study space at home; by supervising my study/homework; by being positive about my abilities

Student’s signature: …………………………………………………………

Checked By:

Parent’s signature: .................…………………………………

Date: ............................................................................................

Teacher’s signature: .................…………………………………

Date: ..............................................................................................
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