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PLANNING THE SCHOOL GUIDANCE PLAN
Guidance—a definition:

For the purposes of this paper, guidance is described as the student support systems and programmes in a school.

This paper is based on work that is currently in progress.

Aims of this document:

· To assist guidance counsellors and schools in the development of a school guidance plan

· To assist guidance counsellors and schools in broadening the concept of guidance beyond the remit of the guidance counsellor

· To assist guidance counsellors and schools in examining the quality of the student support services on offer in their school

· To assist guidance counsellors and schools in a self-evaluation of their guidance programme

· To assist guidance counsellors and schools in the formulation of policies on guidance related issues
Contents:

The document comprises the following sections:
1. Why a School Guidance Plan?

2. Getting Started—the School Guidance-Planning Group

3. The School Guidance Plan

4. Who are the School Guidance Partners?
5. School Guidance—Relevant Policies

6. Carrying out a Stock-Take of the School’s Current Guidance Programme

7. Carrying out a School Guidance Review

8. Action Planning

9. School Guidance Planning—Evaluation

10. Summary
1. Why a School Guidance Plan?

The school guidance plan is an area of strategic planning that has in recent times moved centre stage in the lives of guidance counsellors. Irish Educational Legislation, Department of Education and Science Circulars, Workshops organised by the Institute of Guidance Counsellors (IGC), and Guidelines from the National Centre for Guidance in Education (NCGE) have all placed emphasis on schools having a School Guidance Plan. 

Each school is required to develop and implement, as part of its overall plan, a comprehensive guidance plan…(Guidelines for Schools on the implications of Section 9(c) of the Education Act 1998, draft document issued by the Department of Education and Science).

“Schools, as part of the overall School Development Plan will form a comprehensive guidance plan, taking into account the needs of students, available resources and contextual factors.”  (Circular M37/03, in relation to above 9(c) document)

The Guidelines for Schools on the implications of Section 9(c) of the Education Act (1998), relating to students’ access to appropriate guidance, is a document that clearly sets out the implications of the provisions 1998 Act. This clarity is welcome in that it outlines for all of the partners in education the central role that guidance plays in the life of all students. It sets to one side the stereotypical image of guidance being the remit of one subject department in a school and places it at the centre of the students’ whole education. The challenge for schools will be to ensure that the broader definition of guidance becomes embedded in the whole school programme and beyond the traditional singular remit of the guidance counsellor. The engagement of a school in guidance planning will assist in broadening the concept of guidance beyond the guidance counsellor. It will also encourage the exploration of the guidance programme, identify areas for improvement, and promote greater guidance access for all students.

The Department of Education and Science publication, Looking at our School: An aid to self-evaluation in second-level schools, is also a useful reference tool in relation to school guidance planning.  This document dedicates a complete section to the Quality of Support for Students. It will prove a useful resource to schools in their guidance planning.
Looking at our School: pages 30-40
	
	Area 5:  Quality of Support for Students

	Aspect A
	Provision for students with special educational needs

	Aspect B1
Aspect B2
	Provision for students from disadvantaged backgrounds

Provision for students from minority groups

	Aspect C
	Guidance

	Aspect D
	Social personal and health education

	Aspect E
	Pastoral care


2. Getting started—the School Guidance-Planning Group

The initial step in developing a school guidance plan is to set up a school guidance planning task group. 

Who are the likely members?
· Guidance Counsellor

· Learning Support Teacher

· Home/School/Community Teacher
· Any interested staff member

· Any staff member involved in student support services ( e.g. teacher involved with bereavement group in the school)

· Year Head
· Class Teacher/ Tutor
· Principal/Deputy Principal
· School Chaplain
· Other?

Look for volunteers/members at a staff meeting—keep the process democratic and transparent. Staff may have to receive a briefing on the guidance provision in the school before any volunteers can be identified. 
(NCGE,  Planning the School Guidance Programme, page 32, is a useful resource on this area.)
Role of the School Guidance-Planning Group

· To focus on the guidance support for all students in the school

· To provide a discussion forum for school guidance related matters 

· To take stock of what work is currently being done in the area of school guidance

· To focus on areas of school guidance that are in need of development and agree on the prioritisation of the work

· To arrange for the monitoring, implementation, and evaluation of proposals aimed at improving the school guidance programme

How often will the School Guidance-Planning Group meet?

In the initial stages the group may need to meet weekly in order to develop a clear focus for their work. Once they are up and running they will probably need to meet monthly.

Prompt questions for the School Guidance-Planning Group

· Have we a clear understanding of our role?

· For the purpose of our work, what is our agreed definition of school guidance? Do we need to have an agreed definition for the staff and school partners?

· What is happening in other schools in relation to the school guidance planning?

· What is our starting point for the school guidance plan?

· Who do we need to consult about the school guidance plan?

· What currently exists in written format that could be included in the school guidance plan?

· What method of review will we use—questionnaire/ interview?

· How will we communicate with the school guidance partners? 

· What resources do we need?


DES materials/circulars?

NCGE, Planning the School Guidance Programme?

SDPI, School Development Planning: An Introduction for Second Level Schools?

SDPI, School Development Planning: Draft Guidelines?

DES, Looking at our School?

Other?

Template for regular meetings of the School Guidance-Planning Group
The following template (GP Template 1) aims to provide a structure for the meetings of the school guidance-planning group. It is important that one person in the group (preferably the guidance counsellor) keep a record of meetings and decisions made. All records should be kept in a school guidance-planning folder. (For further information concerning the school guidance-planning folder, see Section 3 below.)
GP Template 1

Planning Meeting: Recording Template
	Guidance-Planning Group:

Date of Meeting:

	Guidance area(s) to be discussed:

· 

	Decisions made at this meeting by the Guidance-Planning Group:

· 

	Areas of preparation for next Guidance-Planning Group meeting:

· 

	Next meeting-date?

	Guidance areas to be discussed at next meeting:

· 

	Other matters?

· 


In order to avoid confusion it is helpful if an account can be kept of who agreed to carry out specific tasks.

3. The School Guidance Plan

The school guidance plan may be organised as follows: 

1. The relatively permanent features of the school guidance programme

2. Areas for development

	School Guidance Plan
	Contents

	Part 1
	Relatively Permanent Section

	
	Aims of school guidance programme (in the context of the school’s mission, vision and general aims)

	Established features of school’s guidance programme

	Record of current guidance provision

	
	Record of current guidance programme

	
	Current policies related to guidance

	
	Record of current resources

	
	Other?

	Part 2
	Development Section

	Areas for development


	Current guidance priorities

	
	Action plans related to guidance priorities

	
	Implementation/Monitoring/Evaluation procedures

	
	Other?


School Development Planning, An Introduction for Second Level Schools, Page 35, is a useful reference document in relation to this matter.

The School Guidance Planning Folder

When a school is beginning the process of engaging in school guidance planning, it may be helpful to focus on a planning folder rather than a finished plan. The planning folder is a record of work in progress.  
The following are suggestions in relation to the content of the planning folder:

1. Records of meetings and decisions made

2. Copies of questionnaires and results

3. Copies of relevant policies

4. Outline programme of guidance currently in existence in the school

5. List of the school’s identified guidance priorities 

6. Action plans in relation to the development priorities

7. Evidence of monitoring and evaluation

8. List of work in progress for the current school year
9. Drafts of relevant policies and action plans that are in course of preparation but not yet finalised
10. List of work to be addressed in the future
11. Other?

4. Who are the School Guidance Partners?

If the concept of guidance is to move beyond the remit of one person in the school it is imperative that the school guidance-planning group consider the issue of who can, in any way, contribute to the development of a school guidance plan.

Consulting the Guidance Partners

The template provided (GP Template 2) is a resource aimed at generating discussion initially among the school guidance-planning group, and then among the relevant guidance partners.  All of the potential guidance partners are indicated.

GP Template 2

Identifying the Partners in Guidance Planning
Please tick one of the audit group columns for each of the guidance partners.

	Target Partner Group
	Consult this entire group?
	Consult some of this group? (Clarify)
	Consult none of this group?

	Board of Management
	
	
	

	School Staff (teaching)
	
	
	

	School Staff (non-teaching)
	
	
	

	Student Population
	
	
	

	Student Council
	
	
	

	Parent Population
	
	
	

	Parent Council
	
	
	

	Trustees
	
	
	

	Community
	
	
	

	Employers
	
	
	

	Local Third Level Colleges/
PLC Colleges
	
	
	

	Other?
	
	
	


5. School Guidance—Relevant Policies

A recent Guidance Conference addressed the difficulties of policy formulation (FEDORA May 2003.). It identified difficulties associated with guidance policy formulation in the context of Lifelong Learning.

The Conference asked:

What is the track record of guidance practitioners with respect to policy?

· Too busy and overwhelmed by numbers and workload to focus on policy issues

· Difficulties in articulating what policy issues are

· Unsure of evidence base-often not good at collecting relevant follow up data

Similar difficulties are experienced in the formulation of school guidance policy in the post primary sector.  Indeed, it could be argued that the general experience of policy formulation in the Irish post-primary sector has been based on the philosophy of ‘what policies are prescribed’, rather than, ‘what policies do we as a school need’. In cases where policy formulation is driven by external factors it tends to focus on issues of legislation; where it is driven by internal school factors it is more likely to focus on students and the education and services on offer to them. Surely guidance, by its very nature, should focus on the student rather than legislation. However, the school or guidance counsellor should not ignore legislative policy requirements. Indeed, the majority of the recent Irish legislation in education has a clear focus on the promotion of student services, equality, and access--issues at the heart of a good guidance plan. From the students’ perspective any policy aimed at improving the school guidance programme is welcome; the issue of whether the initial prompt/source for the policy was an  internal or external factor is irrelevant; the litmus test is, will it improve the school guidance programme? 

The template on page 8 (GP Template 3) is aimed at generating discussion among the school guidance-planning group around the issue of policy formulation. In particular, the discussion should focus on any policies that the group feel are related to guidance. A useful rule of thumb in relation to guidance policies may be:

Is this policy in any way related to the personal, social, educational, or career development of students? 

The school guidance-planning group should take cognisance of these policies. Indeed, there may well will be written policies already in existence in the school, covering the areas of the personal, social, educational, or career development.  These can be referred to in the School Guidance Plan: they do not have to be copied word for word—a reference to them may be sufficient. 

Consultation and discussion on the possible inclusion and relevance of a current policy will assist in broadening the staff’s concept of guidance beyond the remit of the guidance counsellor –a central part of school guidance planning.

Custom and Practice Procedures/Policies in Guidance

Post-primary schools operate many procedures that are agreed school policy but that may not be available in writing (e.g. in relation to a student ill during the school day, or a student leaving the school during the course of the day) The school guidance-planning group may wish to consider some of the school’s habitual guidance practices/procedures and explore the necessity of putting them into written format. The template on page 9 (GP Template 4) is intended as a prompt for discussion, and not a checklist for completion.

Formulating a written policy from  a custom and practice guidance procedure 

Steps:

1. Description of current practice drawn up by relevant practitioner (draft 1)

2. Discussion of draft 1 by school guidance-planning group

3. Amendment of draft 1 in the light of discussion by the school guidance-planning group (preparation of draft 2)
4. Consultation process: circulation of draft 2 for comment to:

· Board of Management

· parents

· staff

· students/student council

5. Preparation of draft 3 in the light of consultation 

6. Submission of draft 3 to Board of Management for ratification

7. Adoption as policy

Some custom and practice procedures are relatively insignificant and will not need to be put into policy format. The school guidance-planning group should consider what practices need to be documented as formal policies. Writing a custom and practice guidance policy should not take too long as it is merely the recording of current practice. A number of draft procedures could be processed at the same time.
GP Template 3
Policies related to School Guidance

This template is not a checklist of what must be in a school guidance plan—it is a prompt for discussion at the school guidance-planning group. 
	Written Policies
	Policy ratified by BOM in the past
	Draft Policies for ratification @ next BOM Meeting
	Policy exists but is in need of review
	Policy group currently in existence
	No Policy in place yet

	Equality
	
	
	
	
	

	Substance abuse
	
	
	
	
	

	Special needs
	
	
	
	
	

	Homework
	
	
	
	
	

	IT
	
	
	
	
	

	Crisis response
	
	
	
	
	

	Child protection policy
	
	
	
	
	

	Positive discipline
	
	
	
	
	

	Careers
	
	
	
	
	

	Extra-curricular guidance activities
	
	
	
	
	

	RSE
	
	
	
	
	

	SPHE
	
	
	
	
	

	Pastoral care
	
	
	
	
	

	Anti bullying
	
	
	
	
	

	Counselling
	
	
	
	
	

	Strategy re Attendance and Participation
	
	
	
	
	

	Data records
	
	
	
	
	

	Interculturalism 
	
	
	
	
	

	Other?
	
	
	
	
	


GP Template 4
Custom and Practice Procedures/Policies in Guidance

Post primary schools operate many procedures that are agreed school policy but that may not be available in writing (e.g. in relation to a student ill during the school day, or a student leaving the school during the course of the day) The school guidance-planning group may wish to consider some of the following guidance practices/procedures and explore the necessity of putting them into written format. This template is intended as a prompt for discussion, and not a checklist for completion.

	Custom and Practice Procedures/Policies
	Unwritten procedures in place?  Yes/no
	Need for written policy?

Yes/no
	Who should be consulted?
	Need to ratify this policy?

Yes/no

	A student ‘giving up’ a subject
	
	
	
	

	Assessment day
	
	
	
	

	Care team-meetings
	
	
	
	

	Confidentiality
	
	
	
	

	Incoming first years
	
	
	
	

	Information nights
	
	
	
	

	Mock Interviews
	
	
	
	

	One to one meetings
	
	
	
	

	Open night
	
	
	
	

	Outside speakers
	
	
	
	

	Students making appointments/leaving class for an appointment
	
	
	
	

	Subject options -TY/LCVP/LCA/ 5thyear/ 2nd year options, etc.
	
	
	
	

	Other?
	
	
	
	


6. Carrying out a Stock-Take of the School’s 
Current Guidance Programme

One of the difficulties encountered by schools in the past has been the fragmented nature of the school guidance service. The complexity of the number of people involved in the provision of guidance has led, at times, to a less than efficient use of guidance resources. In order to clarify what guidance takes place, a school guidance-planning group may wish to carry out a stock-take of the school guidance programme. A completed template may be helpful in identifying gaps in the school guidance service and clarifying areas where guidance access is in need of improvement. This can be carried out under the headings of:

· Personal and Social

· Educational 

· Career

(These headings are suggested in NCGE, Planning the School Programme, page 12.)
GP Template 5
Stock-Take of Current Guidance Programme

1.  What Personal and Social Education takes place at this school?
Examples: RSE, SPHE, Counselling, invited speakers, healthy eating week, etc.
	Year Group
	Part of Timetabled Curriculum
	Outside Timetabled Curriculum

	First Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Second Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Third Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Transition Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Fifth Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Sixth Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Other
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 


GP Template 5

Stock-Take of Current Guidance Programme

2.  What Careers Education takes place at this school?
Examples: 
· Information on 3rd level courses, FÁS, Fáilte Ireland 
· Job search skills, interview techniques, etc.
	Year Group
	Part of Timetabled Curriculum
	Outside Timetabled Curriculum

	First Year
	d. 
	1. 

	
	e. 
	2. 

	
	f. 
	3. 

	Second Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Third Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Transition Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Fifth Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Sixth Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Other
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 


GP Template 5

Stock-Take of Current Guidance Programme

3.  What Educational Guidance takes place at this school?
Examples:  subject choice, study skills, motivation, etc.
	Year Group
	Part of Timetabled Curriculum
	Outside Timetabled Curriculum

	First Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Second Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Third Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Transition Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Fifth Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Sixth Year
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 

	Other
	a. 
	1. 

	
	b. 
	2. 

	
	c. 
	3. 


7. Carrying out a School Guidance Review

A review of the whole school guidance service is an important part of school guidance planning. It involves:

· Collecting relevant information as a basis for decision-making

· Analysing the information with a view to identifying needs that are not currently being met and prioritising areas for development

The review should be carried out across all relevant guidance partners. The school guidance-planning group should consider who would be involved in the review. 
A useful starting point in carrying out a review may be to explore some of the Aspects of the area Support for Students that are identified in the Department of Education and Science booklet, Looking at our School,  pages 30-40. The addition of a second column, Key Question for School Guidance Planning, may assist in the exploration of the issues.
GP Template 6

Review of Aspects of Support for Students
	Aspect of Support for Students
	Key Question for School Guidance Planning:
Is this a quality aspect of our support for students?

	Provision for students with special educational needs
	

	Provision for students from disadvantaged backgrounds
Provision for students from minority groups

	

	Guidance
	

	Social personal and  health education
	

	Pastoral care
	


In conducting their exploration of these aspects of the school’s provision of support for students, the guidance-planning group may choose to use the quality continuum suggested in the booklet, Looking at our School, p. x.  The continuum consists of 4 reference points:

1.  significant strengths (uniformly strong)

2.  strengths outweigh weaknesses (more strengths than weaknesses)

3.  weaknesses outweigh strengths (more weaknesses than strengths)

4.  significant/major weaknesses (uniformly weak) 

The group may need to consider what evidence they would require to enable them to decide which reference point best applies to the school’s provision of support for students.

Involving Partners in the School Guidance Review

For the purposes of this document we have provided review guidelines/templates for the involvement of two of the partners: staff and students. These templates are not exhaustive and can be amended in any way the group feel necessary. An entirely different method of review is acceptable provided it is transparent and consultative but also shows evidence of work carried out.

All of the review work carried out among the different partners should be collated into a single document in order to look for patterns and similarities and to identify potential areas for development. The communication of this information is an important part in school guidance planning.

GP Template 7
Consulting Students in the Guidance Review

1.  Guidelines for a Student Questionnaire

Considerations for the School Guidance-Planning Group
	Issues
	Considerations
	Decisions

	Student questionnaire-
administered to whom?
	Student Council?
	

	
	Year Group?
	

	
	Class Group?
	

	
	All students?
	

	Format/style of question
	Open-ended?
	

	
	Tick a box?
	

	
	Interview?
	

	
	Other?
	

	Analysing the 
questionnaire results
	Who?
	

	
	How?
	

	
	When?
	

	
	Resources required?
	

	Communication of 
questionnaire results
	Who?
	

	
	To whom?
	

	
	When?
	

	
	How?
	

	
	Resources required?
	


GP Template 7

Consulting Students in the Guidance Review

2.  Prompts for a Student Questionnaire

NB Include a definition of Guidance at the beginning of the questionnaire.
	Prompt guidance area
	Guidance question to be asked

	Overall guidance provision
	?

	Access to advice from teachers
	?

	Access to guidance counsellor
	?

	Access to outside help 
(e.g. bereavement counsellor)
	?

	Access to careers information
	?

	Access to counselling
	?

	Subject Choice-
choices/options/ placement
	?

	Information on subject choice
	?

	Careers activities
	?

	Bullying policy-is it working
	?

	Drugs policy–is it working
	?

	Study skills
	?

	RSE
	?

	Pastoral care
	?

	SPHE
	?

	Other?
	?


List 2 areas that are in need of improvement in the overall of guidance programme in this school:
GP Template 8

Consulting Staff in the Guidance Review

3.  Staff Review-a questionnaire

Please indicate by ticking in the appropriate column the five areas of school guidance that you think would benefit from specific review and development.

	Areas Of School Guidance
	Choose 5

	1. Assessment, testing and recording of pupils’ progress
	

	2. Calendar for organisation of college open- days 
	

	3. Careers information night-sixth years
	

	4. Induction of 1st years
	

	5. Information night for parents of incoming first year students
	

	6. Links with business
	

	7. Links with community
	

	8. Links with parents
	

	9. Links with primary schools
	

	10. Meetings of school care team
	

	11. Methods of grouping pupils
	

	12. Open night-primary school students
	

	13. Organisation of extra curricular activities-school calendar
	

	14. Pastoral care system
	

	15. Planning and co-ordination of student support services
	

	16. Positive discipline
	

	17. Provision for extra-curricular activities
	

	18. Provision for learning needs of all pupils
	

	19. Range and balance of subjects and courses
	

	20. Special needs
	

	21. Student appointments with staff members 
	

	22. Student Council
	

	23. Student information-collection and communication
	

	24. Student motivation
	

	25. Subject information night –senior cycle
	

	26. Subject options structure
	

	27. Subject options structure in junior cycle
	

	28. Tutor system
	

	29. Other?
	

	30. Other?
	

	31. Other?
	

	Please add a category if you wish to prioritise an area not on the list
	


This questionnaire is based on amended material from Unit 3 of School Development Planning: Draft Guidelines for Post-Primary Schools.
The questionnaire could be distributed and completed at a staff meeting. The school guidance-planning group could collate data and communicate results at another meeting of the staff.

8. Action Planning

Action planning is an essential part of school guidance planning.

The outcome of the review stage of planning will encourage a school to examine specific guidance areas in need of development. In order to ensure that any intervention is practical, the development of an Action Plan is imperative.

Rules of the Action Planning Road

Keep targets and objectives: 
Specific

Measurable

Achievable

Relevant

Timed

A single development area may require a number of action plans in order to bring about the desired improvements. 

Implementing and Monitoring the Action Plan

The school guidance-planning group may find the following prompts useful:

· What is our objective in relation to this development area?

· How can we ensure the action plan is being implemented?

· What can we expect if the action plan is working?

· What will the indicators of improvement be?

· Do we need an interim review of progress?

9. School Guidance Planning - Evaluation

Why Evaluation in School Guidance Planning?

Evaluation:
· Measures the progress of a guidance project/action plan

· Examines the impact of a guidance project or action plan

· Identifies areas of success or areas that require further attention

· Keeps the focus on ongoing guidance planning

· Prevents a guidance plan from sitting untouched on a shelf

· Helps to keep guidance planning to the forefront of planning in a school.

Undertaking an Evaluation of School Guidance Planning 
Steps:
· Decide what needs to be evaluated

· Collect the data

· Collate, analyse, and interpret data

· Present the findings

· Reflect on the report

· Follow through.

(The above steps are more clearly outlined in the Unit 5 of School Development Planning: Draft Guidelines for Post-Primary Schools.) 
School Guidance Self-Evaluation:  Examples

Example A:
If a school has run an Orientation Week for first year students, evaluation could be carried out as follows. The relevant students could be asked for their views, the data collated and analysed, and the findings communicated and used to inform future planning.

	Things that helped during my first week in this school.
	Things that did not help during my first week in this school.

	1. 
	1. 

	2. 
	2. 

	3. 
	3. 

	Any ideas as to how this school could help next year’s new students?



Example B:
Similarly, if a school has run a Subject Options Programme for third year students, evaluation could be carried out as follows. The relevant students could be asked for their views, the data collated and analysed, and the findings communicated and used to inform future planning.

	Things that helped me choose a subject for Senior Cycle
	Things that I found difficult in choosing a subject for Senior Cycle

	1.
	1.

	2.
	2.

	3.
	3.

	Any ideas as to how this school could help students in choosing subjects for senior cycle next year?




10. In Summary:

The Guidance Plan is an attempt to set down in writing what is already happening in good practice………
And to focus on areas for improvement

And to implement strategies for their improvement

And to evaluate the effectiveness of the strategies.

The emphasis must at all times be on guidance planning towards a better service for students  --not on the plan as an end in itself.

Notes 
Section 1
1. Guidelines for Schools on the implications of Section 9(c) of the Education Act 1998, draft document issued by the Department of Education and Science (DES), is available on the DES website at the following location:

· http://www.education.ie/servlet/blobservlet/pp_guidance_section_9c.doc 
2. Circular M37/03 is available on the DES website at:
· http://www.education.ie/servlet/blobservlet/m37_03.doc 
3. Looking at our School: An aid to self-evaluation in second-level schools is available on the DES website at:
· http://www.education.ie/servlet/blobservlet/LAOS_PP_index.html 
Section 2
1. NCGE,  Planning the School Guidance Programme is available on the NCGE website at:
· http://www.ncge.ie/reports/Pl_Sch_Gui_prog_leaf.pdf 
2. School Development Planning: An Introduction for Second Level Schools is available on the School Development Planning Initiative (SDPI) website at:

· http://www.sdpi.ie/blue_book/index.html 
3. School Development Planning: Draft Guidelines for Post-Primary Schools is available on the SDPI website at:
· http://www.sdpi.ie/Guidelines_PDF_Download.html and

· http://www.sdpi.ie/guidelines/index.html 
Section 5
General guidelines on policy formulation are available on the SDPI website at:  
· http://www.sdpi.ie/guidelines/Unit0403.html  and
· http://www.sdpi.ie/Guidelines_PDF_Download.html, Unit 4, and
· http://www.sdpi.ie/resources_03.html 

Section 7

General guidelines on the process of review are available on the SDPI website at:

· http://www.sdpi.ie/Guidelines_PDF_Download.html, Unit 3, and
· http://www.sdpi.ie/guidelines/Unit0300.html 

Section 8

General guidelines on the process of action planning are available on the SDPI website at:

· http://www.sdpi.ie/Guidelines_PDF_Download.html, Unit 4, and
· http://www.sdpi.ie/guidelines/Unit0401.html 

Section 9

General guidelines on the process of evaluation are available on the SDPI website at:

· http://www.sdpi.ie/Guidelines_PDF_Download.html, Unit 5, and
· http://www.sdpi.ie/guidelines/Unit0500.html, and

· http://www.sdpi.ie/resources_08.html 
About this document
This document, which is based on work in progress, was originally drafted at the request of NCGE by Paul Fields, Regional Coordinator for the School Development Planning Initiative.  It was published as a supplement by NCGE in January 2004.
We are grateful to the Guidance Counsellors from Carlow/Kilkenny/Laois for their assistance in the piloting of some of these materials.
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