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September
Set up year plan / monthly plan and give to relevant staff.
Set up meeting with principal to agree upon attendance at Open Days, Guidance Branch Meetings, Supervision. and the Parent Information Nights etc.
Make a class plan for different levels (this will allow you to use similar content or speakers across different levels e.g. TY and 5th years).
Check Timetable for links with SPHE / Religion. (This allows for putting on two or more talks at the same time and allowing students from various classes to attend).
Set up possible spaces for Guidance Counselling (Identify classrooms which are suitable and will be free at particular times. These should have suitable facilities for speakers).
Administrate subject choice for 1st to 2nd Year and 3rd to 5th Year (These will be the last changes to choices already made).
Supervise changes in subjects.
Monitor Junior Cert Results and check with CatG or other to check for subject changes.
Start noticeboards  and classroom displays. (Plan your noticeboard for the year. It becomes wallpaper if it does not change).
Set up UCAS with 6th year group (This involves setting up a meeting time each week, getting permission from parents, introducing students to UCAS website and the geography of the region).
Hand out 3rd / 6th Year information sheets (This is done post Junior Cert to get levels and general information about each student for your file).
Set up record keeping system (this involves an individual file for each student held in a filing cabinet or other alternative secure record system).
Identify Pastoral Care issues  and special needs issues (get all information on special needs students especially 6th years for DARE).Add notes to your records.
Guidance Calendar. (Qualifax Poster should be displayed on noticeboard and other relevant information. e.g. suitable times to contact the guidance Counsellor
Track previous years, Leaving Cert students.
Start one to one appointments.
Photocopy points information for 6th and 5th years.
Set up Career Librarians T.Y / 5th Year to help with filing of information and organisation of speakers.
Check dates for supervision.
CPD / In-service.
Meet with learning support Junior & Senior and organise a meeting with other relevant staff with whom you need to liaise.

October
1. Display Open Days. Information Sheet for 2nd / 5th year & T.Y.
1. Continue one to one meetings Guidance & Counselling.
1. Continue liaising with relevant staff re: reasonable accommodation / pastoral care.
1. Outline deadlines through the year (use Qualifax calendar / careernews.ie).
1. UCAS personal statements / references / CAO research.
1. Check those with October deadline for UCAS
1. File Careers Library and update office files.
1. Set up speaker programme (October – February).
1. Track  previous years Leaving Cert.
1. Do interest testing / Learning Styles / Finish personal information data.
1. Check dates for PTM and plan.
1. Do checklist of bus companies and check prices.
1. Attend branch meetings, supervision and choose in-service courses to attend.
November
1. Continue one to one meetings – UCAS / CAO/ P.C. / Guidance.
1. Review class contact plan.
1. Prep for P.T.M.s – Liaise with teachers / L.earning Support/L.C.V.P.
1. Start info re: HEAR / DARE / Special Needs / Grants.
1. Application form practice. (Use CAO Demo / PLC examples and sample application forms).
1. Study skills: advise students of online help and identify good  habits.  
1. Update Career library.
1. Liaise with LCVP in relation to Career Investigation.
1. Check access to college days for small groups  e.g. Mini Med. /Maths days/Computer workshops.
December
1. Mock CAO Forms/ Parent info evening.
1. Review PTM to date.
1. Finalise UCAS. (colleges in England Scotland Wales and Northern Ireland
1. Introduce EUNICAS. (Colleges in Europe)
1. Display open days.
1. C.V. Skills for all relevant classes
1.  Continue One to one meetings.
1. Set up small group meeting for study or other needs.
1. Update all reports needed and file.
1. Give out Info forms 1st year.
1. Continue P.C Liaise with SPHE/ Learning Support/ Principal/ Deputy/ Principal - Review all.
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1. One to one meetings – Finalise UCAS.
1. Counselling.
1. Review reports with students.
1. Psychometric testing 5th Year Dats (this can be done later).
1.  January Deadline CAO.
1. Parent information night (this can be done earlier).
1. Mental Health Review – Liaise with relevant staff.
1. PLC Application / Relevant open days.
1. Interview Skills – Liaise with LCVP.
1. Look up all scholarships (UCD / AD ASTRA / UCC / QUERCUS / CIT Biomedical Engineering etc.).
February
1. Continue one to one meetings/guidance and counselling.
1. 3rd year testing post mocks (if testing is needed at this stage).
1. T.Y/5th year one to one meetings.
1. Set 5th/T.Y. project/Career Skills 
1. Competition(CareersPortal.ie)
1. 1st year pre subject choice info.
1. 3rd year pre subject choice info.
1. Liaise with teachers who can give information to students
1. Parent info (preparation) night.( See Subject choice booklet)
1. Plan speaker/event programme Feb – May.
1. Finalise all DARE/HEAR etc.
1. Apprenticeships & competitions. e.g. ESB and other options.
1. PLC interview preparation.
March
1. Review Test Results.
1. Distribute/Store – Decide on Actions.
1. Liaise with Learning support.
1. Parent Teacher Meeting Prep.
1. Continue one to one meetings.
1. Review deadlines and information needed from DARE and HEAR. Etc.
1. Introduce Qualifax/ Careers Portal/Study Clix to 3rd year.
1. Co-ordinate subject choice (see subject choice booklet and procedure).
1. Counselling/Pastoral Care.
1. Prepare information on SUSI grant system.
1. Summarise Information for accommodation and college budget (Flying The Coop – Booklet by Roscommon Youth Information).
April
1. Timeline Subject choice completions 3rd and 1st year.
1. Timeline 6th year review Applications.
1. Continue one to one meetings.
1. Finalise Careers skills competition with TY.
1. Check Open Day Calendar.e.g. UCC Open Day
For TY and 5th year students.
1. Prep PLC interviews & other applications.
1. Record /File/Store.
1. Review Mock examination marks with Leaving Certificate students.
1. Finalise plans.
May
1. Evaluation forms.. Students can say what was useful in Guidance class .
1. Check final choices of all those making subject choices.
1. Prepare for CAO Change of Mind.
1. Continue with guidance and counselling meetings.
1. Hand out info in relation to August to 6th year.
1. Remind 6th years of all access courses and other options for accessing training.
1. Sign off counselling P.C cases & refer out to agencies.
1. File.
1. Record.
1. Store.
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