Page 2 of 2


A Checklist for Guidance Counsellors:
 transitioning back to school in academic year 2021-2022
This resource gives Guidance Counsellors ideas for how to ‘transition back’ and ‘settle in’ to school for academic year 2021-2022. This resource is not intended to be prescriptive; it aims to provide a starting point for discussions and points of action, in line with recent publications. 
This checklist resource includes some key points / areas of consideration for Guidance Counsellors on the following seven elements of practice:
1. Checking-in with where I ‘left off’
2. General reflections / points of action for this academic year
3. Update myself on National policy / publications
4. Reflecting on Local School Policy
5. Reflecting on Local Structures / Teams
6. Updating Local Supports
7. Reflect on Student Needs in our school 

[bookmark: _Hlk48895909]1. Checking in with where I ‘left off’
☐	Read my ‘Dear Me in August’ note
"Dear Me" in August 2021 | NCGE - National Centre for Guidance in Education
☐	Follow up on aspects / activities needing attention / action
☐	Take note of students who I engaged with for personal / social guidance counselling in the last academic year & ‘check in’ with them early in this first term
☐	Discuss how to approach the ‘Results Day’ and the ‘CAO’ offers with Management / other key staff members (e.g., Year Head / Tutors / SEN Coordinator / SST etc)
☐	Update filing system with any documents I stored safely at home during school closures
☐	Make note of the good experiences of my provision of Guidance from last year
☐	Make note of the challenges that occurred last year that would ideally be avoided this year! 

[bookmark: _Hlk48896151]2. General reflections / points of action to begin this academic year
☐	Complete Return to Work Form in advance of returning to school.
☐	Note timetable and add in any additional requirements e.g., S and S.
☐	Note yearly calendar and add important dates e.g., Leaving Cert Results / CAO Offers / NCGE CPD etc.
☐	Connect with Supervision Group 
☐	Organise planning meeting with management for as soon as possible
☐	Note first meeting of student support team 
☐	Check my workspace has been prepared in line with Covid19 safety requirements: 
gov.ie - Reopening our post primary schools (www.gov.ie) (Updated Aug 2021)
☐	Check in with the Covid-19 Lead Worker Representative in my school re Guidance Office (COVID-19 Response Plan for the safe and sustainable reopening of Post Primary Schools)


3. Update myself on national policy and publications
☐	NCGE: A Whole School Guidance Framework (NCGE 2017)
https://www.ncge.ie/resource/ncge-whole-school-guidance-framework

☐	Have a look at the comprehensive information and supports are available at: 
Coronavirus / Covid-19 - Department of Education and Skills

☐	NCGE (2020) (Covid-19) NCGE Support information for Guidance Counsellors in Schools
(Covid-19) NCGE Support information for Guidance Counsellors in Schools | NCGE - National Centre for Guidance in Education
☐	Continuity of Guidance Counselling (DES 2020)
Continuity of Guidance Counselling Guidelines for schools providing online support for students 

☐	Continuity of Schooling (DES 2020; DES 2021)
Guidance on Continuity of Schooling For primary and post-primary schools

Updated Guidance on Continuity of Schooling Supporting pupils at risk of educational disadvantage
Updated Guidance on Continuity of Schooling Supporting Students with Special Educational Needs

4. Read and Reflect on Local School Policy:
[bookmark: _Hlk48896326]☐	Whole School Guidance Plan (note status e.g., under review / needs updating / needs to be ratified etc) 
☐	Remote Learning Policy 
☐	Confidentiality Policy
☐	Acceptable Use Policy
☐	Wellbeing Policy
☐	Other school policies

5. Make contact with Local Structures / Teams and confirm first meeting
☐	Whole School Guidance Team    Date of first meeting:	Click or tap to enter a date.
☐	Student Support Team                 Date of first meeting:	Click or tap to enter a date.
☐	School Management Team          Date of first meeting:	Click or tap to enter a date.
☐	DEIS Team                                       Date of first meeting:	Click or tap to enter a date.
☐	Other meetings                              Date(s):			Click or tap to enter a date.




6. Update list of Local Supports for students
This table provides some examples of local supports that may be required. It is not a comprehensive nor exhaustive list. It is included here to introduce the activity and support thinking on this topic.

	Local Support
	Detail / How to Contact
	Note for myself

	DLP
	e.g., Principal extension 123

	Typically, in office but regular meetings on Wednesday mornings so may not be available then


	DDLP
	e.g., Deputy Principal ext. 124
Office near room 20	Not always in office but might be on corridor near room 20
	NEPS Psychologist 
	Click or tap here to enter text.	Click or tap here to enter text.
	Local GP 
	Click or tap here to enter text.	Click or tap here to enter text.
	Guidance Counselling Supervision
	Click or tap here to enter text.	Click or tap here to enter text.
	Link in With Guidance Counsellor in a neighbouring school
	Click or tap here to enter text.	Click or tap here to enter text.
	Juvenile Liaison Officer 

	Click or tap here to enter text.	Click or tap here to enter text.
	Other e.g., SCP, TESSS TUSLA, HSE, The new Summer Programme – Reconnecting with School 

	Click or tap here to enter text.	Discuss these with Student Support Team to make sure we all have a fully comprehensive and up to date list


	Other e.g., Local Adult Education Guidance Services
	www.ncge.ie/ncge/aegi-contact-details

	Give them a call and introduce myself... this connection is very important and could be very helpful for students moving on from our school.
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7. Reflect on Student Needs in our school 
Identifying the key target groups of students in need of Guidance at the beginning of the school year is a good place to start. Guidance Counsellors are key in the provision of support for students, but Guidance Counsellors will provide support as part of a whole school approach. This table will help Guidance Counsellors to formulate thoughts on the initial stages of identifying target groups. Student Support Teams may then discuss and plan a whole school approach to tackling the target groups.

	Target Group
	Personnel Involved
	Note for myself

	Class of 2021 
(outgoing students)
	Me as Guidance Counsellor
School Deputy Principal
Student year Head

	Organise ‘open office hours’ where students can phone with queries

Inform students of National Parents Council Post Primary (NPCPP) helpline 


	All Students entering 6th year
(Guidance for All?)
	Me as Guidance Counsellor 
Other members of school community e.g., Year Head / Chaplain / SEN Dept

	Last years’ fifth years may need extra support. I need to have a chat with the year head and student support team about this


	Vulnerable Students entering 6th year
(Guidance for A Few?)
	Me as Guidance Counsellor
Other members of school community e.g., Home School Community Liaison (HSCL) 

	I need to identify what students are particularly vulnerable (to covid19 or of Early School Leaving etc) and act in line with the school plan for these students


	Other Students e.g., those who linked in with the Guidance Counsellor Last year for one-to-one sessions

	Click or tap here to enter text.	Click or tap here to enter text.
	As yet unidentified students	Student Support Team
	Distribute student survey to ascertain the needs of the students as they return to school








Post-primary CPD

The NCGE post-primary CPD webinar series contains several useful CPD webinars and resources. The Autumn 2020 webinar series is especially relevant at this time of year. 

The NCGE will continue to develop several additional CPD webinars and resources to support your Guidance practice as the academic year continues. Keep an eye on the website for updates.

More info at: www.ncge.ie/cpd/post-primary 



Additional Information and Supports are widely available for Guidance Counsellors such as:
The Employee Assistance Scheme provided by Spectrum Life 
https://www.education.ie/en/Education-Staff/Services/Employee-Assistance-Service/employee-assistance-service.html

The Back to School documents and resources on the Department website 
www.gov.ie/backtoschool/ 

PDST resources including Distance Learning and wellbeing for all 
pdst.ie/DistanceLearning

NEPS Wellbeing Toolkit for schools
www.gov.ie/en/publication/0722b-wellbeing-resources/ 

GOV.ie  post-primary Induction video 
www.gov.ie/en/publication/dd7fb-induction-training-for-reopening-schools/ 
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