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Section 1.0:  Introduction.  

 

The Education Act (1998) requires the Board of Management of a 

school to develop a school plan, based on the needs of the school - 

This guidance plan forms part of the school plan. Schools are required 

by the Act1 to “ensure that students have access to appropriate 

guidance”. Guidance in schools “refers to a range of learning 

experiences provided in a developmental sequence that assist students 

to make choices (personal, social, educational and career) about their 

lives and to make transitions consequent on these choices”2.  

 

For the purposes of this document, as recommended by the S.D.P.I.3 

‘guidance’ is described as the student support systems and programmes 

in place in a school. In Coláiste Chill Mhantáin, there are many student 

support systems and programmes in place for the students. These 

supports and programmes are delivered to the student body through the 

Year Head System / The Tutor System / The Mentor System / The 

Department of Guidance & Counselling / The Resource Department / 

The School Completion Department / The S.P.H.E. Department / The 

Religion Department / The J.C.S.P. Scheme / The Schools Care Team / 

The Schools Academic Coordinators / & General Subject Departments 

– which are all overseen by the school’s management team. 

 

It is important to note that this document specifically outlines the 

services and programmes which are offered by the ‘Guidance 

Counselling Department’ in Coláiste Chill Mhantáin.  

 

NB: Due to the fact that all programmes (inclusive of educational 

programmes) require regular review and updating to ensure continued 

relevance to the ever changing needs of participants within a 

                                                 
1 Section 9 C of the Act / Planning the School Guidance Programme (N.C.G.E.) PG 9.  
2 Planning the School Guidance Programme PG 8. (NCGE). 
3 SDPI: School Development Planning Initiative. “Article: Planning the School Guidance Plan” / PG 1.  
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programme, this guidance plan should not be viewed as a finished 

document, but as a work in progress, as the guidance services offered 

to the students are ever changing based on the resources allocated to 

the school by the Department of Education.  
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Section 1.1 Allocation of Guidance Counselling Hours / 

For Academic Year 2018 - 2019: 

 

• Number of students enrolled in the school: 923 (as of 21st August 

2018 – when this plan was updated). 

 

• Number of Guidance Counsellors (G.C.) Employed in the school: 2.  

• NB: G.C. 1 is full time – and has been allocated 22 hours 

guidance (Inclusive of social, emotional, & educational 

guidance). 

• NB: G.C. 2 is employed full time but is only part time guidance 

as G.C.2 is also teaching other subjects ie: SPHE / Spanish / 

Yoga (NB: In the guidance role G.C. 2 also works in the areas of 

social, emotional, & educational guidance).  
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Section 1.2 The main aim of the guidance counselling plan  

in Coláiste Chill Mhantáin. 

 

The main aim of the guidance plan in Coláiste Chill Mhantáin is to try 

to meet the social, educational and personal needs of all students in a 

planned and respectful way. Ultimately as a school, through planning 

the staff at Coláiste Chill Mhantáin endeavour to help the student to 

develop his / her own personal talents and abilities and to become more 

aware of their personal, social, educational and career options. In this 

way, students learn to grow in independence and to make well 

informed decisions about their lives. 
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Section 1.3 Objectives for Junior Cycle Students: 

 

• To liaise with the ‘Mentor Coordinator & Mentor Team’ in 

assisting incoming students in the successful transition from 

primary to post – primary school. 

• To liaise with the ‘Pastoral Care Team’ in helping integrate all 

students into Coláiste Chill Mhantáin, regardless of their social, 

economic, or religious background.  

• To encourage students to partake in one of the schools many extra 

– curricular activities. 

• To inform the students and their parents of the options / 

consequences / implications and limitations associated with subject 

choice for: 

(A) The Junior Certificate & 

(B) The Leaving Certificate. 

• To liaise with the ‘teaching team & the school’s academic 

coordinators’ regarding guiding the students (and parents) towards 

choosing subject levels appropriate to their educational abilities.  

• To make the students aware of the linkages / relevance between 

their chosen subjects and the wide variety of careers accessible to 

them post secondary school.  

• To liaise with the ‘S.P.H.E. Teachers & Academic Coordinators’ 

regarding the study skills programme which is offered to junior 

cycle students / To confirm with the coordinators that the students 

know how to design personalised study plans / And to confirm that 

the students have learned via the study skills programme how best 

to link their intelligence type to a study plan.  

• To liaise with the ‘Transition Year Coordinator’ and the ‘L.C.A. 

Coordinator’ in helping inform the students of the advantages / 

benefits associated with participation in the Transition Year 

Programme & the L.C.A. Programme. 
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• To provide the students with a number of coping strategies / stress 

management techniques relating to both educational stresses and 

personal stresses. 

• To liaise with the ‘Year Head Team / & Senior School 

Management Team’ in identifying & helping / counsel those 

students who may be at risk of early school leaving. 

• To assist the ‘Year Head Team / & Senior School Management 

Team’ in identifying and referring students who are at risk to 

themselves / or who are ‘in crisis’.  

• To provide counselling / educational support to the students, 

whether it be related to personal, social, educational, or career 

issues.  
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Section 1.4 Objectives for Senior Cycle Students: 

 

• To assist the students in a successful transition from Junior Cycle 

to Senior Cycle.  

• To reiterate to the students and their parents, the point made during 

their Junior Cycle; They must be aware of the options / 

consequences / implications and limitations associated with subject 

choice for the Leaving Certificate. 

• To liaise with the ‘Teaching Team & Academic Coordinators’ 

regarding guiding the students (and parents / guardians) towards 

choosing subject levels appropriate to their educational abilities.  

• To make the students more aware of the linkages / relevance 

between their chosen subjects and the wide variety of careers 

accessible to them post secondary school. 

• To prepare ‘Transition Year’ students and ‘Leaving Certificate’ 

Students for work experience, and the future world of work.  

• To teach scheduled career related classes to all senior cycle classes 

(NB: 4th & 5th year have weekly Time Tabled Classes / 6th Year 

students – To take classes where appropriate (eg during non-

examination based classes such as R.E.) and the schedule is very 

much dependent on time of year).  

• To organise career related talks by college speakers / To encourage 

and facilitate student attendance at college open days / To provide 

information to students and parents relating to ‘Further Education 

Financial Assistance’ (Grants / Scholarships) / To demonstrate the 

use of I.C.T. interest inventories in relation to career guidance. 

• To facilitate individual career guidance interviews with senior 

cycle students. 

• To reinforce the study skills learned in the junior cycle study skills 

programme, and to re-demonstrate (in the careers class) to the 

student how to design a personalised study plan.  
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• To provide the students with a number of coping strategies / stress 

management techniques relating to both educational stresses and 

personal stresses. 

• To liaise with the ‘Year Head / Senior School Management Team’ 

in identifying & helping / counsel those students who may be at 

risk of early school leaving. 

• To assist the ‘Year Head & Senior School Management Team’, as 

well as the general staff from C.C.M. in identifying and referring 

students who are at risk to themselves / or who are ‘in crisis’.  

• To provide counselling / educational support to the students who 

have been referred to the guidance department.  
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Section 1.5 The facilities available to the Guidance Counsellor: 

 

Both Guidance Counsellors have their own offices. Guidance related 

interviews and personal counselling take place in the guidance 

counsellor’s offices. 

 

There is ample storage (shelving, and filing cabinets) in the offices. 

Only the guidance counsellors, school management, designated 

cleaning staff, and the schools care taker have keys to the offices. 

There is also a personal computer (which is password protected) in 

each office, and each PC has internet access. 
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Section 1.6 Careers Library:  

 

In 2011, a section of a designated ‘Career Guidance Classroom’ (F42) 

was shelved to incorporate a careers library for careers related 

information. How-ever with the introduction of the I Pad in CCM, and 

access to the schools I.T. room, and most resources now being online, 

there was no longer a need for that space to hold such resources – as 

many of the resources were being outdated within a few months, due to 

new publications being released online. (NB:There was also no longer 

the need for a specific classroom to be allocated to guidance – as 

increased I.T. capacity & I.T. facilities allowed the teaching of the 

subject to be facilitated in any room in the school).  

 

NB: The information that had been previously stored in the ‘careers 

library’ consisted of college prospectuses from all 3rd level & PLC 

colleges in Ireland, as well as a number from the UK & Europe. 

Specialist folders had been set up to represent specific career areas and 

subject topics. For instance, there was a folder for: Nursing / 

Horticulture (Teagasc) / Apprenticeships / Engineering etc. However, 

information relevant to all of the above was slowly replaced over the 

years with more up to date information becoming more readily 

available online. NB: Not only was the careers information available 

online, but to keep up with the advancements in information 

technology, the online careers information which is available through 

the world wide web was further supplemented in CCM in 2016 with 

the introduction of all relevant careers information being posted on the 

‘Schools Careers Edmodo Account’, and this has now been further 

updated in 2018 with the introduction of the schools careers website – 

which is located on the schools website – 

www.colaistechillmhantain.ie.  

 

http://www.colaistechillmhantain.ie/
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Section 1.7 Careers Notice Boards: 

 

In 2015 a hardboard careers notice board was placed on the top floor of 

the school in CCM – for all students to view as they were going to and 

from classes. Weekly information pertaining to college open-days, 

career events etc, was posted on the noticeboard. (NB: Prior to 2015, 

two notice boards were located in the career guidance classroom – 

which were then replaced by a bigger board in the corridor).  

 

Due to advancements in technology, in 2016 the guidance dept 

replaced the noticeboards with an I.T. programme & an app (known as 

Edmodo) whereby a specific ‘CCM Careers Edmodo Account’ was 

created for the students & parents of CCM. NB: The students were 

shown by the guidance dept (& their tutors) how to download the app, 

and a letter (as well as several text messages) was sent home to parents 

instructing them how to use this facility – NB: Both student & parent 

were able to join the app, by entering a specific code that was given to 

them by the CCM guidance dept. NB: Weekly notifications pertaining 

to all areas of career related material – such as college open-days, 

details of speakers who were coming into the school, lists of job 

opportunities – for those who wanted to enter into direct employment 

after school, as well apprenticeship opportunities, scholarships, grant 

information etc were all uploaded and posted on the app for the 

students & parents to see. NB: The information was organised in such 

a way that there were different codes for different year groups – 

whereby, when they entered their code, information only relevant to 

that year group was accessible to them – EG: Information specific to 

3rd years such as Senior Cycle Subject Choice was only visible to 3rd 

years; Information specific to TY, such as college open days, TY 

career placement opportunities, work experience info etc was only 

visible to TY students & their parents; Information specific to 5th & 6th 

Year students regarding college open days @ 3rd level colleges and 

PLC’s, scholarships, grants, apprenticeship opportunities etc was only 

visible to the 5th & 6th Year students and their parents / guardians. 



 Author: Irene Doyle, Guidance Department, Coláiste Chill Mhantáin  

 

Since late August 2018, all of the above has been replaced with the 

introduction of the CCM guidance & counselling website that is now 

directly accessible on the CCM schools website @ 

www.colaistechillmhantain.ie.  

http://www.colaistechillmhantain.ie/
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Section 1.8 I.C.T. in Guidance: 

 

ICT is central to the role of guidance in CCM these days. All guidance 

notices & guidance related activities are now advertised on the CCM 

school’s guidance & counselling website (Please refer to section 1.7 

for additional information).  

 

To be more specific, students are given computer (guidance) classes in 

the following areas: 

 

1 How to construct and type up a Curriculum Vitae (CV).  

2 How to search the Solas training website to view courses 

(traineeships & apprenticeships) as well as the Solas jobs bank. 

3 How to fill out the C.A.O. Application on – line. 

4 How to apply to U.C.A.S. on – line. 

5 The students are shown how to view the on – line catalogues of 

‘Dublin City Library’, so as to find career related publications 

that are of interest to them. They are then instructed on how to 

order this material, so that the relevant book can be brought to a 

library close to where they live. 

6 Students are also given classes in relation to accessing relevant 

career websites, and labour market websites: For example, 

www.Qualifax.ie / www.careersportal / www.unibrowse.ie / 

www.cursa.ie / www.publicjobs.ie / www.irishjobs.ie / 

www.monsterjobs.ie etc.  

 

 

 

 

http://www.qualifax.ie/
http://www.careersportal/
http://www.unibrowse.ie/
http://www.cursa.ie/
http://www.publicjobs.ie/
http://www.irishjobs.ie/
http://www.monsterjobs.ie/
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Section 2.0 Staff involved in the Guidance Programme.  

 

The Guidance programme is an integral part of the school curriculum 

and as such involves the whole school community. The guidance 

counsellors consult and liaise with the following key personnel in the 

planning and development of the programme.  

• Principal and Deputy Principals. 

• Subject Teachers. 

• Year Heads, Assistant Year Heads, Class Tutors. 

• Transition Year Co-ordinator / L.C.V.P. Coordinator / 

Academic Coordinators / L.C.A. Coordinator. 

• Learning Support Teachers, Resource Teachers, Special Needs 

Assistants. 

• National Educational Psychological Service. 

• Parents & Students. 
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Section 2.1 The Schools Care Team.  

 

The schools ‘Care Team’ consists of the following personnel: The 

School Principal & Deputy Principals / The Schools Guidance 

Counsellors / The Resource - Learning Support Coordinator/ Year 

Heads.  

 

During the care team meeting’s the ‘care team’ discuss what type of 

help or intervention can be put in place to assist those students who 

have been identified as experiencing difficulties in either their learning 

or their personal life.  

 

• If a personal issue arises – the student is referred to the 

guidance dept for assistance. 

• If a ‘Learning / Study / Academic’ issue arises, the referral can 

be made to either the ‘Head’ of the Learning Support 

Department or to the guidance dept or one of the ‘Academic 

Coordinators’. (NB: The person to whom the student is referred 

to, is very much dependent upon the issue in question). 

• On occasion, after meeting with a student, the head of the LS 

dept may refer the student to the NEPS Psychologist. 

• Alternatively, if referred to the guidance dept, skills such as 

study techniques, how to design a personalised study plan etc 

are worked on & discussed with the student. 

 

NB: The main aim of the ‘Care Team’ meetings is that the educational 

and personal needs of all students are met in a planned and respectful 

way. 

 

NB: The schools ‘Care Team’ schedule of meetings can vary 

depending on different circumstances, and those present can also differ 

depending on the circumstances. For example - If there is a concern 

about a particular student in a particular year group, it is the senior 
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management staff and the guidance dept and the year head of that year 

group, that attend the meeting.  

 

Guidance Meetings.  

 

Separate to the ‘Care Team Meetings’ the school’s guidance dept, meet 

with the school principal on a weekly basis to give an update of all 

guidance activities that are currently taking place, or that are scheduled 

for the future. (NB: At the start of each academic year, the agreed day 

& time is scheduled by the school principal). 

 

 

Section 2.2  Early School Leavers. 

 

The ‘Care Team’ endeavours to identify students whom they feel are at 

risk of early school leaving. In order to meet the personal, social and 

educational needs of these individuals, the ‘Care Team’ identifies a 

holistic approach whereby the guidance counsellors meet with the 

students for social and career development; the resource department 

meet with the students to assess their educational needs - and where 

possible provides extra support in numeracy and literacy;  

school management and year heads meet with both the student & the 

parents / guardians of these students, so as to formulate a plan and 

offer support. NB: Once a plan is in place, all members of the team 

then collaborate together & also work with the student’s parents / 

guardians to keep the parent / guardian informed of the student’s 

progress.  
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Section 3.0 Personal & Social Guidance and Counselling. 

 

Although all members of the school community have a role to play in 

encouraging and supporting the students both socially and 

academically, the student’s personal emotional needs are mainly met 

by the school’s guidance counsellors.  

 

All students in Coláiste Chill Mhantáin have access to one to one 

guidance support when required, and that support is given to the 

student by one of the guidance counsellors from the guidance dept at 

CCM. The guidance counsellors at CCM are fully accredited members 

of the Irish Institute of Guidance Counsellors, and the guidance 

counsellors at CCM work according to the IGC code of ethics.  

 

Before reading on any further, it is important to be aware that guidance 

counsellors are employed in the secondary school sector to advise & 

guide their students in such a way, so that the students can make 

informed choices about their personal, social & educational wellbeing. 

The role of the guidance counsellor involves listening to the student, 

recognising and identifying if there is an issue and advising how it can 

be solved, and where needed, a referral is made to an outside agency – 

such as getting help from a certified accredited IACT therapist who 

specialises in the issue, or a clinical psychologist working with the 

HSE etc. NB: Where outside assistance is required, parents are 

contacted by a member of the guidance dept and the parents are 

advised of the necessary steps to take in order to get an appointment 

with the preferred agency.  

 

Through a form of supportive counselling the guidance counsellors at 

C.C.M. aim to help students to make decisions, solve problems, 

resolve difficulties and develop coping strategies that will enable the 

student to live a more fulfilled life. 
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Supportive counselling can only take place if the student is willing to 

participate and after an initial referral to the CCM school’s guidance 

dept, it is always the student’s choice whether they wish to continue. 

At all times it is the policy of the guidance department @ CCM to 

respect and value a student who is receiving supportive counselling 

and to provide the student with a safe, accepting atmosphere where 

they feel listened to and understood.  

 

It must be noted that the staff at Coláiste Chill Mhantáin (inclusive of 

the guidance counsellors) are committed to following the Department 

of Health’s ‘Children First, Guidelines’. Therefore, where there is a 

risk to the student, to others, where the law has been broken or where 

there is abuse or neglect, the staff of C.C.M. inform the school 

principal who is the schools D.L.P.(Designated Liaisons Person), and 

if he is absent, they inform the nominated vice – principal – who is the 

assistant D.L.P. The DLP then liaises with the relevant agencies so that 

support and assistance can be given to the student and their family.  

 

NB: The three main types of counselling approach that the guidance 

counsellors in C.C.M. use include: 

• Person-centred counselling, whereby the individual student rather 

than the problem is focused on; The student’s feelings rather than 

their intellect is attended to; And the present is given greater 

attention that the past. 

• Gestalt Therapy, whereby the guidance counsellor gets the student 

to know and understand what they are doing to themselves; The 

guidance counsellor tries to get the student to take responsibility 

for what they are doing; And the guidance counsellor tries to get 

the student to recognise who they are (i.e Self – regulation). 

• Solution-Focussed counselling, whereby the guidance counsellor 

tries to get the student to come up with their own solution to a 

problem, rather than being told what to do. 
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Section 3.1 The Referral System & Confidentiality:  

 

CCM students can refer themselves to the services of the guidance dept 

in a number of ways: 

 

(1) They can come to the offices of either guidance counsellor (I. 

Doyle F41 / L. Bambrick F04) and make a verbal request for an 

appointment. 

 

(2) They can e-mail either guidance counsellor and request an 

appointment (irenedoyle@kwetb.ie / leannebambrick@kwetb.ie).  

 

(3) They can be referred by their parent via a phone call to the school, 

or via the parent coming into the school and requesting to meet with 

the guidance counsellor, at an appointed time.  

 

Alternatively, the parent can e-mail either guidance counsellor on their 

respective e-mail address.  

 

(4) Where there is a concern in school, a student can be referred to the 

guidance dept by their ‘Year Head’ or ‘Class Tutor’ or through another 

member of the ‘Schools Care Team’ (which is inclusive of senior 

management). In unforeseen circumstances where a situation may arise 

that none of those people are available, all other members of staff 

outside of those named, should link directly with either member of the 

guidance dept. and they should outline their concern to the relevant 

guidance counsellor.  

 

The referral process – inclusive of the whole area of 

confidentiality: 

 

Due to the size of the school, and the number of students that the 

guidance department meet with, the preferred method of referral from 

the teaching staff at CCM is whereby the ‘Year Head’ ‘Tutor’ or any 

mailto:irenedoyle@kwetb.ie
mailto:leannebambrick@kwetb.ie
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member of the ‘Care Team’ e-mails the guidance dept details of who 

they want to be seen, and the main reasons as to why the student is 

being referred. NB: The e-mail is to be sent to both guidance 

counsellors, and a decision is then made between the guidance team, as 

to who will see the student, and when the student will be seen. NB: 

The guidance team @ CCM do their utmost best to see the referred 

student ASAP. NB: When a referral has been received by the guidance 

team, the guidance counsellor who is going to meet with the referred 

student, e-mails the teacher to inform them of when exactly the student 

will be met with. 

 

NB: It is important to note that any information discussed with the 

guidance counsellor during a guidance meeting is CONFIDENTIAL, 

as the guidance counsellor is working under a ‘Code of Ethics’ as set 

out by the IGC, as well as following the ‘Professional Practice 

Guidelines’ as laid out by the IGC in their document entitled 

‘Guidance counselling core competencies & professional practice’. 

(NB: ‘Code of Ethics’ document can be located at: 

http://www.igc.ie/About-Us/Our-Constitution/Code-of-Ethics & 

‘Guidance counselling core competencies & professional practice’ 

document can be located at: 

http://www.igc.ie/download/1/2017/Guidance%20Counselling%20Cor

e%20Competencies%20&%20Professional%20Practice.pdf. 

 

In relation to the whole area of CONFIDENTIALITY, it is important 

to be aware of the following:  

 

“Guidance counsellors have a responsibility to inform prospective 

clients of the extent and limitations of confidentiality with respect to 

the anticipated guidance counselling service, counselling and 

assessment. Clients are entitled to expect that the information they give 

a guidance counsellor about themselves, information derived through 

assessment and information disclosed in counselling, will remain 

confidential. Clients should be informed of the limits of confidentiality 

http://www.igc.ie/About-Us/Our-Constitution/Code-of-Ethics
http://www.igc.ie/download/1/2017/Guidance%20Counselling%20Core%20Competencies%20&%20Professional%20Practice.pdf
http://www.igc.ie/download/1/2017/Guidance%20Counselling%20Core%20Competencies%20&%20Professional%20Practice.pdf
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where information about them may be shared. This will apply for 

example when dealing with minors, when issues of safety override 

those of confidentiality. Guidance counsellors bring confidentiality in 

their practice to the attention of employers, managers and other 

professionals involved. The guidance counsellor is not released from 

maintaining confidentiality because others have the same information” 

(extracted from PG 51 – ‘Guidance counselling core competencies & 

professional practice’ / IGC 2018). 

 

NB: Where the guidance counsellor has met with an individual student 

for counselling purposes, the guidance counsellor will inform the 

school principal of that meeting having taken place – however, because 

of confidentiality, the contents of that counselling session will not be 

disclosed to the Principal – UNLESS the student has given written 

permission to the guidance counsellor for that information to be passed 

on. NB: The reason the guidance counsellor informs the school 

principal of a counselling session having taken place, is so that the 

guidance counsellor is accountable in her role, and also so that the 

management team understand why that student has ‘WD’ (ie 

Withdrawn) entered on their school roll on the VSWare system. NB: 

Such information is given to the school principal in the weekly 

guidance meeting that is held between the guidance dept and the 

principal, where all current guidance activities are discussed and future 

guidance activities are planned. NB: In the guidance meeting between 

the guidance dept and the school principal, the guidance team will 

inform the school principal of any recommended referrals made to 

parents / guardians regarding outside agencies.  

 

NB: When meeting a student on an individual basis, the guidance 

counsellor will always record the date and time of the meeting in the 

student’s school journal, and will also record the students name, the 

date and time of the meeting in the guidance counsellors diary, as well 

as enter the student as ‘Withdrawn from Class’ on the schools VSware 

system – so that the whereabouts of the student is known at all times.  
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Section 3.2 Referrals to Outside agencies: 

 

To date, the main counselling issues that have presented themselves at 

C.C.M. are similar in nature to the counselling issues that have 

reportedly being presented nationwide amongst teenagers – These 

issues include personal issues such as peer relationships, increased 

levels of stress & anxiety, depression, bereavement, parental separation 

and self – harm. The school recognises that if such issues are left 

unaddressed, it can limit / prohibit full participation of certain students 

in learning. When a problem has been identified, initial individual 

counselling support is offered to the student on a needs basis. 

Depending on the issue, in a number of cases (for example self harm / 

anorexia etc) the school’s based guidance counsellors refer and liaise 

with the schools D.P.L., and the student is then referred to an agency 

that can best deal with the situation. Because the referrals system can 

in some cases be quite time consuming, so as to offer the student 

ongoing support, the relevant CCM guidance counsellor regularly 

meets with the student, while the student is awaiting specialist help. 

Once the student becomes engaged in the outside counselling / outside 

services, the guidance counsellor informs the student that they are 

present for the student in the school in a supportive role and that the 

guidance counsellor will meet with them during a scheduled 

appointed4 time so as to see how they are coping with the referred 

agency.  

 

The main outside agencies that offer ongoing counselling support to 

the students at C.C.M. are: 

 

1. Lucena Clinic, Wicklow Town (i.e adolescent psychiatric service) 

via GP referral. 

                                                 
4 Scheduled Appointed IE The GC will meet with the student in the guidance office @ an appointed 

time.  
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2. The I.S.P.C.C5. ‘4ME Service’ based in Wicklow Town. 

3.  The ‘Living Life Counselling Service’ Located in Bray & Arklow.  

4. H.S.E / Clinical Psychologist / Glenside Road – Eastern Health 

Board, Wicklow Town. 

5. Wicklow Child & Family Clinic – Wicklow Town.  

 

In cases where a referral has been made, parental permission is sought, 

except in exceptional circumstances such as physical or sexual abuse 

or neglect by a member of the family where the Department of Health 

‘Child First Guidelines’ are followed. 

 

Section 3.2 A: Referrals to Counselling Services – Where there is no imminent 

danger to the student, no self - harm, no suicidal tendencies etc. 

 

When recommending students for counselling it is the policy of the 

guidance department to recommend a counselling service that is 

appropriate to the needs of the student. 

 

The way in which a recommendation is made is as follows: The 

guidance counsellor makes contact with the parent (guardian). They 

then inform the parent / guardian of the counselling needs of the 

student. The guidance counsellor then issues the parents or guardian 

with the phone number of the recommended service. Note: When a 

recommendation for counselling is being made, the guidance 

counsellor, informs the parent / guardian of the approximate cost of 

each of the services; This is done so as to take into consideration the 

unknown financial status of each family. After a referral has been 

made the guidance counsellor requests that the parent / guardian report 

back to the guidance counsellor within a one week period, so as to 

confirm whether or not the student is going to engage in outside 

counselling.  

 

                                                 
5 ISPCC: Irish Society For Protection of Cruelty to Children. 
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Section 4.0 Educational Guidance. 

 

Educational Guidance commences prior to students’ entry into the 

school. The CCM school principal nominates a number of teachers 

from the ‘Learning Support Department’ to visit the feeder schools and 

they meet with sixth class teachers to identify students who may 

require extra support supports in CCM, such as those provided from 

the Resource Department / Learning Support Department or the 

Guidance dept.  

 

CAT Test / NGRT Test: 

 

The ‘CAT 4 Aptitude Test’ and the ‘NGRT Reading’ assessment tests 

are administered to all incoming first year students. The tests are 

ordered by the CCM guidance dept – (whose staff are certified 

psychometric & occupational testers) – and the tests are administered 

in the month of February prior to the incoming student’s entry into 

C.C.M. 

 

On the day of testing (IE: A Saturday in February), the incoming 

students are asked to be at the school for 9am. At 9.10am they are all 

gathered together on the stepped area of the school where they are then 

greeted by the Senior Management of the school, who then divide the 

students into groups of approx. 25 students to be tested. The tests are 

then administered to the students by the CCM guidance counsellors 

and a number of teachers from the CCM resource dept.  

 

The tests are posted to the UK for correction, and upon their return, the 

results are then analysed by the guidance dept, and are used between 

the guidance department and the resource department to identify any 

students who may need additional educational support. NB: Where this 

need is identified, the head of the resource dept, makes contact with the 

parent of the relevant student, to discuss the findings of the test.  
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The results are also used by the guidance dept to divide the incoming 

first year students into mixed ability classes – as is the 

recommendation made by the ‘Department of Education & Science’. 

 

D.A.T.S. Test / COA Test: 

 

Up to 2016, the ‘Differential Aptitude Test’ was administered by the 

guidance dept in CCM to all transition year students. In 2016, the 

DATS test was replaced by the COA Cambridge Occupational 

Analysis Test, which is accompanied with the Eirquest Careers test. 

The objective of using these tests is to aid the students in the process of 

subject choice, as well as career choice. The results of the tests are 

given to the students by the guidance dept, in the form of individual 

booklets, which are then brought home to their parents, and a detailed 

explanation of how to understand the results is given to the students in 

their TY guidance class. (NB: For those students who are moving 

direct from 3rd year to 5th year, and who have opted to take the test, 

they are met with on an individual basis by the guidance dept, whereby 

the results are explained to them).  

 

Meetings with Academic Coordinators: 

 

Throughout the year, the ‘Academic Coordinators’ liaise with the 

whole school teaching staff in assessing the student’s academic 

progress.  

 

Specific to the 6th year cohort, a whole school guidance approach is 

taken, whereby each member of the CCM teaching body is allocated 

two Leaving Certificate students to monitor, review and guide those 

students in the area of academic achievement. During this process, 

each teacher carries out a review of their nominated students individual 

subject reports; For those students who are not reaching their projected 

targets, the ‘Academic Coordinators’ meet with them on an individual 
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basis and advise the students on how to achieve better results, and in 

many instances a referral is made to the guidance department for 

further guidance and support.  
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Section 5.0 Subject Choice. 

 

Up to 2014, during the month of February, a subject choice 

information day was organised for the CCM students and their parents. 

Presentations from each subject department were made to the students 

and their parents. The guidance dept also made a presentation on the 

implications and considerations to be made regarding the consequences 

of subject choice.  

 

After the presentations the students and their parents were given an 

opportunity to visit the information stands for each subject department, 

where they had an opportunity to view the various subject text books, 

and to ask questions to the relevant subject teachers. 

 

Information packs containing a subject choice booklet / subject choice 

form / and the I.G.C. Directory of Leaving Certificate entry 

requirements were given to all students and parents to aid the process 

of subject choice. 

 

From 2015 onwards,- after a review of the CCM subject choice 

process, whereby there was consultation with students, parents & 

teaching staff, it was highlighted that the information day was too long, 

whereby too much information was being presented to the students & 

parents – so it was therefore decided that only the CCM guidance dept 

would present a shortened version of the information to the students & 

their parents, and that a more detailed version of the subject choice 

booklet would be created, and for those students who wanted to view a 

copy of the books required for the various subjects, a copy of those 

books would be held by the guidance dept and would be then loaned to 

those who requested them. From 2015 to 2018, the students continued 

to receive a subject choice information pack containing a subject 

subject choice form and a copy of the I.G.C. Directory of Leaving 

Certificate entry requirements, but with the advancements in 
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technology and the introduction of the ‘CCM Careers Edmodo App’, 

rather than print a copy of the subject choice booklet for each student, 

a copy of the booklet was posted to the students ‘Edmodo Careers 

App’. Again, with advancements in technology, and an increasing use 

of ICT among the CCM guidance dept, there is now a move away from 

the app to the newly created ‘CCM Careers Website’ – which is 

available to view on the schools main website. NB: The new CCM 

careers website was created in August 2018 by the guidance dept of 

CCM, and a copy of the 2018 CCM subject choice booklet has now 

being placed on the site, along with a copy of the CCM subject choice 

form.  

 

NB: In consultation with the CCM guidance dept, the CCM subject 

choice booklet is reviewed & updated annually by each subject dept 

within CCM, and the updated version is finalised and presented to the 

students of CCM by the CCM guidance dept. 

 

NB: It is important to be aware that ‘Subject choice in C.C.M’. is 

allocated based on student preference and student demand.  

 

 

Section 6.0 Career Guidance. 

 

Career Guidance is an on-going process which commences when 

students enter the school and it continues throughout their secondary 

education. 

 

In C.C.M., career guidance is not seen as being the sole responsibility 

of the guidance counsellor but more so as a whole school 

responsibility. For instance, each subject department is encouraged by 

the guidance department to speak to the students about the career areas 

associated with their subject area.  
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In formal timetabled classes given by the guidance dept to senior cycle 

students, the students are provided with the knowledge, skills and 

resources necessary in order to research different types of careers, 

apprenticeships, employment opportunities and further study at college 

or university. In these classes, the students are also guided towards 

how to make informed, realistic choices about their future plans after 

the Leaving Certificate.  

 

NB: Each year, the parents of the CCM 6th year students are given the 

opportunity to come into the school to attend a 2.5 hours interactive 

careers presentation whereby the parents are brought into the I.T. room 

and they are taught how to use all of the different career websites, and 

they are presented with an explanation of how to apply to CAO, UCAS 

& Eunicas; they are given information about the different scholarships 

& grants available; they are advised about how much study their son / 

daughter should be doing in 6th year etc. Feedback from the parents 

who have attended these workshops has been extremely positive, 

whereby a number of parents have stated that the information that they 

received was invaluable.  

 

From September 2018, part of the policy of the guidance dept at CCM 

is that all 152, 6th year students, will be scheduled for a 1-1 career 

appointment with Irene Doyle from the CCM guidance dept, and this 

will occur during the months of September & October – NB: While 

these appointments are taking place, the counselling needs of other 

students within the school will be met by the other guidance counsellor 

– Leanne Bambrick.  

 

NB: Prior to 2018, for a variety of reasons, not all students met with 

the guidance dept for a 1-1 review of their career options. This was 

partly due to a reduction in the allocation of hours allocated to 

guidance (due to dept of Education cutbacks); or the guidance dept 

having to prioritise the counselling needs of students ahead of their 

career needs. NB: To compensate for the fact that guidance was not 
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always able to meet with all 6th year students for a 1-1 apt, during the 

academic year of 2017 / 2018 the CCM whole school staff worked 

together, whereby teachers were asked by school management to act as 

mentors to the students - whereby each teacher was nominated 2-3 

leaving certificate students to meet on an individual basis – and the 

teacher then assessed and advised on the student’s academic progress 

and reviewed whether or not the student had a career plan – In cases 

where a student had no career plan, that student was referred to the 

guidance dept for further assistance. (NB: For the 2017/2018 academic 

year, the teacher mentor system was facilitated through the use of two 

hours from the Croke Park bank of hours). NB: This mentor system 

was so successful for the last academic year, it will operate again for 

the coming year, adding an additional layer of support for the students, 

in addition to the time that they will get from the guidance dept.  

 

Since 2014, with the introduction of CCM students having their own 

CCM school e-mail addresses, it has been the policy of the CCM 

guidance dept, that if a student has a career query that can be answered 

without booking a scheduled appointment, any student in the school, 

can e-mail their query to the guidance department. This facility is also 

available to the parents of students attending Colaiste Chill Mhantain. 

NB: This system has proved to be very effective over the years, both 

for the guidance dept in managing queries, and for students & parents 

in getting their queries answered quicker, and it prevents the students 

from having to miss class, when their query can be answered through 

an e-mail.  

 

 

Section 6.1 College Speakers. 

   

A number of speakers from various third level, post – leaving 

certificate colleges, and industry are invited by the guidance dept to 

speak to the students about their courses. These talks take place 

throughout the academic year.  
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The main third level colleges that come to speak to the students are 

Carlow I.T., D.I.T., and W.I.T., U.C.D., N.U.I. Maynooth and U.C.G. 

The main P.L.C. colleges include Sallynoggin, Senior College Dun-

Laoghaire, B.I.F.E. and Dun – Laoghaire College of Further 

Education. 

 

NB: On the 21st November 2018, for College Awareness Week, 29 

different speakers – spanning a range of 3rd level courses and PLC 

courses, and representing different areas of industry - were invited into 

CCM to give presentations to students from 3rd year to 6th year, 

regarding the course content of their courses, as well as giving them an 

insight into the opportunities that are available within industry, once 

the student has graduated from their course, and for those who were 

representing various sectors from Industry – both private & public – 

they informed the students about their own work roles and about the 

opportunities for employment within their sector, and the qualifications 

needed to work in their roles.  
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Section 6.2 S.T.E.P.S. – Promoting Education and Employment in the 

Scientific and Engineering Sectors. 

   

Because science and engineering have been predicted6 as being two 

main areas for future employment growth, a number of representatives 

from these industries EG: S.T.E.P.S. / DELL etc are invited into the 

school to give a presentation to the junior and senior students at 

C.C.M. 

 

 

 

 

 

 

                                                 
6 I.E. According to the OECD. 



 Author: Irene Doyle, Guidance Department, Coláiste Chill Mhantáin  

 

Section 6.3 College Open – Days. 

 

In relation to further education, the students are encouraged by the 

guidance dept. @ CCM to attend college open – days. So as not to 

miss classes, it is a recommendation by the school’s guidance dept, 

that students should only attend a maximum of three open – days 

(Monday to Friday) during the academic year, and that all other open – 

days should be attended on a Saturday where possible. NB: A 

significant number of colleges now hold open-days at the weekend as 

well as midweek. (All open days are listed on the CCM Careers 

Website located @ www.colaistechillmhantain.ie / under the section 

‘Guidance & Counselling’).  

 

The students are advised by the CCM guidance dept. that if they wish 

to attend an open – day during the week, that it is their parents / 

guardian’s responsibility to make the appropriate arrangements for the 

student to attend, and that the day before attendance at an open – day, 

the parent must furnish the student with a note giving permission to the 

student for being absent from school for the day in question. This note 

must be given to the class tutor who conducts morning registration. 

 

Note: It is the policy of the guidance department for the students to 

attend open – days on their own behalf, rather than the school organise 

one or two nominated open days, so as to facilitate the wide variety of 

open – days that the students wish to attend. 

 

 

http://www.colaistechillmhantain.ie/
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Section 6.4 Attendance at the ‘Higher Options Careers Fair’.  

   

While in fifth year and sixth year, during formal timetabled guidance 

classes with 5th year, and scheduled classes with 6th years, all students 

are informed by the guidance dept of the ‘Higher Options Careers 

Fair’. Due to the cost of attending this event, attendance is left to the 

discretion of the students & their parents.  
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Section 7.0  Annual Subject Department Plan for CCM Guidance Dept. 

focusing on each Year Group. 

 

First Year: 

• (Sept) The CCM guidance dept. meet with ‘First Year’ students and explains 

to them the role of the guidance service and explains the referral process.  

• (Sept) The ‘Guidance Consent Forms’ are distributed to First Year Students by 

the Guidance Dept, and are collected from the students through the ‘Class 

Tutor System’.  

• (Sept – May) The CCM guidance dept. liaises with Senior Management, Year 

Head and School Care Team to identify students in need of support, and the 

guidance dept meets with those who are having difficulty settling into the 

secondary system.  

• (Sept – May) The CCM guidance dept. meets with students for individual 

counselling as required. 

• The CCM guidance dept liaises with ‘S.P.H.E. Teachers’ & ‘Academic 

Coordinators’ re first year study skills programme.  

 

Second Year:  

• The CCM guidance dept. meets with individual students for supportive 

counselling as required. 

• The CCM guidance dept. liaises with 2nd Year, Year Head / Care Team. 

• The CCM guidance dept liaises with ‘S.P.H.E. Teachers’ & ‘Academic 

Coordinators’ re 2nd year study skills.  

 

Third Year: 

 

• The CCM guidance dept. meets with individual students for supportive 

counselling as required. 

• The CCM guidance dept. liaises with 3rd Year, Year Head / Care Team. 

• The CCM guidance dept. liaises with the ‘S.P.H.E. Coordinator / Academic 

Coordinator’ regarding third year study skills.  
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• The CCM guidance dept. liaises with the ‘Senior management’ & ‘Year Head’ 

& ‘Transition Year Coordinator’ and the ‘L.C.A. Coordinator’ regarding third 

year student’s future choices & options regarding senior cycle. 

• The CCM guidance dept. meets with all 3rd year students & gives presentation 

regarding ‘Senior Cycle Options’ inclusive of information regarding TY, 

LCA, and Direct Access Into 5th Year.  

• The CCM guidance dept. administers COA Aptitude Test & Eirquest Careers 

Interest Test to 3rd year students who are moving from 3rd year direct to 5th 

year. (NB: Test is optional for 3rd year students as test incurs a fee of 45 euro).  

 

Transition Year: 

 

• The Guidance dept. teach 1 X 40 minute guidance class per week, to each of 

the TY classes, for the full academic year. Main resource to be used = Reach+ 

Programme. Reference www.careersportal.ie for further details. NB: Main 

topics of this programme, that will be covered during TY, include: 

1. Career Awareness (focusing on ‘Why choose a 

career’ / ‘Career Timelines’ / & ‘The High Five 

Principles’).  

2. Dreams & Ambitions (focusing on ‘What inspires 

me’ / ‘Carpe Diem’ / ‘My talents’ & ‘Finding what 

you love’).  

3. The students will learn about the different ‘Careers 

Fairs’ & ‘College Open Days’ – NB: The students 

are brought to a careers fair by the guidance team.  

4. Focusing on the whole area of ‘Career Interests’ as 

well as ‘Personality’ students will learn about a 

range of different occupations, and will focus on 

whether or not they would be interested in pursuing 

a career in one of the areas. 

5. Aptitudes & Multiple Intelligence – NB: In addition 

to learning about these areas all TY students will 

http://www.careersportal.ie/


 Author: Irene Doyle, Guidance Department, Coláiste Chill Mhantáin  

complete the COA Cambridge Profile Assessment 

Test as well as the Eirquest Careers Interest Test.  

6. Using a number of different apps & various career 

websites the TY students will carry out ‘Career 

Research’ involving a career investigation of one 

area that they are currently interested in at present.  

7. Students will partake in two different work 

placements and they will record their experiences in 

the form of a work experience diary.  

8. Students will be introduced to the NFQ System, as 

well as get an overview of the CAO college 

application system and the UCAS system.  

9. The students will receive in-depth information about 

the whole area of subject choice for senior cycle.  

 

In addition to the above: 

 

• The Guidance dept. will meet parents @ the T.Y. parent teacher 

meeting. 

• In consultation with staff, the Guidance dept. will update the ‘CCM 

Subject Choice information booklet’ / & present @ Subject Choice 

Information Evening. 

• The guidance dept. will deal with individual queries regarding subject 

choice. 

• The guidance dept. will deal with individual career queries & 

individual counselling as required. 

• The guidance dept, will liaise with TY Year Head / TY Coordinator / 

CCM Care Team and all relevant personal pertaining to the TY 

programme.  
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Fifth Year: 

 

Integrating Edmodo & the Reach+ Programme, the CCM Guidance dept. teach 

weekly 40 minute guidance classes, for all 5th year groups, consisting of the following 

topics: 

 

• ‘Goal setting’ and ‘Time Management’. 

• Multiple Intelligence & ‘5th Year Study plan’. 

• An explanation of the NFQ System & the different types of 

qualifications. 

• Salaries related to various industries & different qualifications.  

• Options after the Leaving Certificate (inclusive of application to CAO; 

UCAS; Eunicas etc; as well as information on apprenticeships and 

direct employment opportunities.  

• Career Investigation into the world of work & entrepreneurship. 

• Students are taught how to research career options on the internet, how 

to access useful websites and utilise specialised career software.  

• Students cover the A – Z of Careers.  

• Students are informed about the different ‘College Open – Days’ & are 

taught ‘how to choose a college course that is right for the individual in 

terms of their personality, their goals, their needs etc’. 

• They learn about important aspects about choosing the right college - 

inclusive of private verses fee paying colleges / relevance of 

geographical location / the importance of in - house college supports 

etc 

• The students complete a number of ‘Career Interest Inventories’. 

• Students learn about the whole area of ‘Personality’ & the ‘Relevance 

to Career Choice’. 

• They are taught how to review college prospectuses – Hard copy & 

online.  

• They are informed about the ‘H.E.A.R. & D.A.R.E. Schemes’, as well 

as the different scholarship opportunities that they can apply for. 
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As well as the above: 

 

• The CCM guidance dept., meets with students who have been referred 

to the guidance department for individual queries / & counselling. 

• The CCM guidance dept. is present at fifth year parent teacher 

meetings. 

• The CCM guidance dept. advises the students about the Higher 

Options Careers Exhibition’ & the ‘Careers Summit’.  

 

 

Sixth Year: 

 

CAO Application in CCM:  

 

In Coláiste Chill Mhantáin 6th year students apply to the CAO system in 

November. (Normally 6th November each year). All students are guided 

through the application process by the CCM guidance dept, whereby groups of 

students are brought to the I.T. room and brought through the application 

process step by step by the guidance teachers. NB: A trial run of the 

application process is completed with the students twice in 5th year during 

their scheduled guidance classes. NB: Prior to the application in 6th year, a 

notification of the application process is sent home to the parents of the 6th 

year students, and for those students who want to apply to the CAO, they have 

the choice to apply either at home or in the school, where they are guided by 

the guidance teachers in the I.T. room. NB: Where a student decides that they 

don’t want to apply to CAO, and changes their mind at a later date, they are 

assisted at a later date, through an individual appointment with one of the 

guidance teachers.  

 

NB: The reason the guidance dept @ CCM get the students to apply in 

November, is because from experience the guidance dept. have found that 

early application to the CAO system gets the students more focused on the 

reality of making such important decisions, and it also provides the students 
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with more time to change their mind with regards their options. Facilitating 

this early application also assists the 6th year students in getting them more 

focused in terms of the entry requirements and specific grades needed for 

entry to the specific courses.  

 

CCM 6th Year Individual Career Appointments: 

 

For the academic year 2018 / 19 all 6th year students will have a 1-1 career 

focused appointment with Irene Doyle from the guidance dept. NB: These 

appointments are scheduled by I. Doyle (for Sept & Oct) and students are 

notified by I. Doyle of when their individual appointments are. NB: Outside of 

these appointments, 6th year students are encouraged to approach I. Doyle in 

person as many times as is needed, or to e-mail I. Doyle with their queries – 

irenedoyle@kwetb.ie. NB: The guidance Dept. @ CCM is also very much 

open to assisting the parents of 6th year students in answering their queries – 

Parents can make an appointment to meet with a member of the guidance 

team, or alternatively, parents can e-mail their career related queries to 

guidance counsellor Irene Doyle, or another option for parents is to phone the 

school and request to speak with a member of the guidance team.  

 

Notification of College Open – Days, Apprenticeship Opportunities, 

Employment Opportunities & Upcoming Events: 

 

As of September 2018, all career notifications will now be posted on the CCM 

Careers Webpage – located on the school’s web page under the section 

entitled ‘Guidance & Counselling’. (Prior to 2018 all notifications were placed 

on the students careers edmodo account). NB: 6th year students will be 

remined of upcoming events through the CCM tutor system, whereby the 

tutors will receive notifications from the guidance dept.  

 

College & Career Awareness Activities: 

 

Throughout the year, visiting speakers from colleges and industry will be 

invited into the school to speak with the students. Notice of these visitors will 
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be placed on the CCM Careers Notice Board on the CCM Careers Website, as 

well as through the tutor system & year group assembly.  

 

6th year parent’s guidance classes: 

 

All 6th year parents are given an opportunity to attend one of the interactive 

guidance classes in the school that are facilitated by the guidance dept @ 

CCM. During these classes parents are taught how to use the various guidance 

websites (qualifax, careersportal, unibrowse etc), and they are brought through 

a demo of the CAO application process, as well as provided with information 

on the college application process outside of Ireland. In addition to this the 

parents are also provided with information on how to apply for financial 

assistance (eg SUSI System) to aid with college expense. Parents are also 

informed about other opportunities such as the different apprenticeship 

schemes, direct employment opportunities, as well as many other initiatives 

that are available to the students once they complete their education in 

Colaiste Chill Mhantain. These information sessions are conducted in late 

September & early October – Parents are given advanced notification of these 

sessions through a number of different formats: Text message home / 

Notification via the CCM Careers Noticeboard on the CCM website / and 

notification through the tutor system whereby students are asked to record 

details of the sessions in their homework diaries. NB: In advance of each 

session, parents must register with the guidance dept, in order to attend, so that 

the appropriate number of PC’s and chairs are set up for each parent attending. 

NB: Parents are informed that they do not need to have any prior knowledge 

of how to use a PC in order to attend these sessions – as they are taught in the 

sessions how to use the various websites.  

 

6th Year Guidance Classes: 

 

Throughout the year, Irene Doyle from the Guidance Dept. will meet with 6th 

year classes for guidance related classes. NB: These will not be formal time 

tabled guidance classes like those scheduled for 5th year – To facilitate the 

meeting of all students for 1-1 appointments and to facilitate the carrying out 
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of all other guidance related activities, I. Doyle will meet with 6th year groups 

at different intervals throughout the year, as indicated below – NB: A lot of 

the content of the 6th year classes is a revision of the content that was covered 

in 5th year – The objective of meeting with the students in 6th year is to remind 

them of specific dates, specific applications, new opportunities etc. NB: The 

classes will consist of the following topics: 

• September’s class focus = Goal setting and individual career plans / 

Review of career interest inventories & career related websites / 

Scholarships / Study for 6th year & personalised study plans / 

Information on applying to the UCAS system / Information regarding 

college open days / Information regarding dates for additional tests eg 

HPAT; UKCAT etc. 

• October’s class focus = CAO prep talk in preparation for November’s 

application / Notification to parents of 6th year students re CAO 

application.  

• November – Guidance dept. meets 6th year groups for CAO application 

& meets individuals for HEAR & DARE applications. Guidance dept 

meets those students who are eligible for NUI exemptions & gives the 

relevant students the paperwork relevant to the exemption – eg: born 

outside Ireland – exempt from having to present Irish for NUI entry 

requirements; Has specific learning disability etc therefore exempt 

from having to present 3rd language requirement for NUI entry 

requirements etc.  

• December – Guidance dept. informs 6th year groups of the various PLC 

colleges and courses that are now open for application. Guidance dept 

reminds students about the application & interview process for PLC 

courses / Interviewing skills.  

• January – Guidance dept – follows up on CAO applications / UCAS 

applications & European applications, as well as PLC applications. 

Also follows up on HEAR & DARE Applications.  

• February – Guidance dept. covers career options outside 3rd level / A 

focus on apprenticeships & direct employment opportunities / A focus 

on the L.C. mocks & managing exam stress & time management. 
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• March – Students complete the mocks / Students are reminded about 

the ‘grant application process for SUSI’ – as per information given in 

5th year classes. 

• April – Guidance dept. meet with classes to inform them of 

apprenticeship notifications – e.g. ESB opportunities etc.  

• May – Guidance dept. meets with 6th year classes to review exam tips / 

Change of mind re CAO options / What to do after the leaving cert. in 

terms of day of L.C. results, L.C. exam appeals, CAO offers, UCAS 

offers / Gap year options / Planning the transition to third level 

education in terms of booking accommodation, organising finances etc 

 

As well as the above: 

 

• The CCM guidance dept. will meet with students for individual 

interviews / queries / & counselling – when referred by Year Head / or 

Care Team / Parents or Self Referred.  

• The CCM guidance dept. will attend the sixth year parent teacher 

meeting. 
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Section 7.1:  The Annual Guidance Department Plan – Focusing 

on Each School Term 

 

Term 1: 

• Guidance Counsellor to explain guidance service to first year students. 

• Meetings with Principal and Deputy Principal’s re their expectations of the 

guidance service for the coming year. 

• Meetings with Year Heads / Care Team / & Post Holders that hold posts 

relevant to the needs & functions of the guidance dept. 

• Class contact with different year groups – TY & 5th Year scheduled as per 

Time Table & unscheduled but arranged as planned with junior classes & 6th 

year cohort.  

• Individual appointments for all year groups – where referrals have been made 

by Year Heads / Care team / Parents & Self Referrals from students 

themselves. 

• Assist students with C.A.O. / U.C.A.S. applications and personal statements. 

• Organise careers talks within the school. 

• Inform students about Higher Options Careers Exhibition.  

• Attend ‘Institute of Guidance Counsellor’s’ counselling supervision groups. 

• Attend branch meeting of Institute of Guidance Counsellors. 

• Update online CCM Careers notice board. 

 

Term 2: 

• Continue class contact with relevant groups.  

• Meetings with Principal and Deputy Principals & Year Heads.  

• Meetings with Year Heads / Care Team / & relevant Post Holders. 

• Individual Counselling for all year groups – where referrals from Year Head / 

Care Team, Parents & Students have been made. 

• Arrange careers talks. 
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• Attend Institute of Guidance Counsellor’s Annual Conference & In-service 

training workshops & counselling supervision groups. 

• Administer & feedback of results from COA tests for Transition Year students 

& 3rd year students who opted to sit the test.  

• Subject choice presentation for Transition Year students & 3rd Year Students. 

• Attend parent teacher meetings. 

• Update online CCM Careers Noticeboard.  

 

Term 3: 

• Continue class contact with relevant groups. 

• Meetings with Principal and Deputy Principals. 

• Meetings with Year Heads / Care Team / & relevant Post Holders. 

• Meetings with Resource Department re first year assessment test. 

• Attend Institute of Guidance Counsellor’s counselling supervision group. 

• Attend branch meeting of Institute of Guidance Counsellors. 

• Individual Counselling for all year groups – based on referrals from the Year 

Heads / Care Team / Parents & Students themselves. 

• Update online CCM Careers Notice Board. 
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Section 7.2  Other Guidance Service Activities: 

 

• Conduct the 6th Year ‘Student Progression Survey’. 

• Liaise with Principal, B.O.M., staff and parents regarding the CCM Guidance 

Service. 

• Carry out the administration connected to the ‘Guidance Service’ – telephone 

calls, filing and dissemination of post and careers literature, emails, updating 

online careers noticeboard, photocopying etc. 

• Prepare for Guidance classes. 

• Network with local employers, and local agencies eg: SOLAS etc. 

• Liaise with Social Work Department, Health Board or other professional 

organisations as required. 

• Meet with Critical Incident Team to update procedures. 

• Keep up to date by attending College Open Days and specialised career 

events. 

• Keep abreast of new developments in third level educational requirements, 

new courses, employment opportunities and labour market trends. 

• Attend Guidance Counsellors C.A.O. (University/I.T. Admission Officers 

Conference). 
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Section 8.0 Evaluation and Accountability 

 

In order to be effective it is essential that the school’s guidance 

programme be regularly evaluated to assess whether or not the schools 

programme is meeting the needs of its students. The way in which 

accountability is evaluated is as follows:  

 

1. The guidance counsellor and Principal / Vice Principal 

informally receive feedback from parents, students, & teachers 

as to what extent the guidance service meets the needs of the 

school. 

 

2. Sixth year students & their parents formally evaluate the 

guidance counselling programme by way of an annual 

questionnaire. (Part of the ‘6th Year Student Progression 

Survey’). 

 

3. As of September 2018, the CCM student council will be asked 

to review the CCM guidance service to see if it is meeting the 

needs of the student body attending CCM.  

 

Suggestions for improvement in the service, whether made 

formally or informally are then discussed between the school 

management and the guidance department.  

 

 


