Sandwick Junior High School

Guidance Policy

Introduction

The Guidance Policy is founded upon two main principles

1. The school as a caring community

2. Guidance as a whole school responsibility

Sandwick aims to provide a happy and caring learning environment in which all students are helped to reach their full potential irrespective of their ability, gender, race or social background.

1. As a Caring Community

To convert good intentions into actions our main objectives are

1. To provide an induction programme which ensures a happy and as smooth as possible transition to Sandwick both personally and academically and to familiarise new pupils with the school's procedures and expectations.

2. To ensure that each pupil knows and is known personally by at least one member of staff.

3. To provide ongoing guidance and counselling when appropriate for all students particularly at times of transition or difficulty and that students are aware of this entitlement.

4. To have due regard for, and support a pupils personal, social and intellectual development and to help the pupil be aware of and take responsibility for their own development.

5. To foster good relationships between pupils and their peers, and between pupils, teachers and non-teaching staff based upon mutual trust and respect.

6. To ensure good liaison between promoted Guidance teachers, Support for Learning teachers, subject teachers, the school management team, parents, outside agencies when appropriate and the pupils to ensure that all decisions made are with and in the best interest of the pupil.

7. To maintain and monitor student records and have effective systems for receiving and communicating information relevant to individual pupils.

8. To assist pupils to take, and be successful in courses appropriate to their interests and abilities and with due reference to their future ambitions and opportunities.

9. To work closely with Careers Scotland to provide a comprehensive service ensuring that pre-exit knowledge, skills and experiences are present to take best advantage of future opportunities.

2. Guidance as a Whole School Responsibility.

To support the functioning of the school as a caring community all staff have a responsibility not only to address their pupils educational needs but also to show concern for their personal and social needs.

All Teachers


Subject teachers have a range of opportunities for Guidance through their teaching, being able to offer regular encouragement and support to pupils and identify personal and academic successes or difficulties at an early stage. Subject staff will also play an important role in subject and career option choices.


 Linking with promoted Guidance staff teachers will ensure that pupil's needs will attract the appropriate school response. Similarly Guidance staff have the duty to inform subject teachers of any information which may affect the progress of classwork.

Register teachers


The regular daily contact of register teachers with their group can allow the establishment of a very valuable, friendly relationship in a relatively informal situation building security and trust. The groups are of mixed sex and from different geographical areas. The register teacher follows a class from S1 to S2 and is also responsible for providing Social Education to that group. A new register teacher is appointed in S3 and continues with that group to S4.

Register teachers form a vital part of the Guidance team by

1. monitoring and liaising concerns about absences and illnesses etc.

2. being observant of symptoms which may point to underlying problems

3. providing help whilst keeping Guidance Staff appraised

4. communicating issues as necessary to guidance staff received from parents via school diaries or telephone calls etc.

5. discussing issues current to their group from school bulletins etc.

6. communicating the ethos and aims of the school

Promoted Guidance Staff

The promoted guidance staff consists of a Principal Teacher of Guidance and an Assistant Principal Teacher of Guidance. A vertical system of support exists with each guidance teacher having responsibility for roughly half of the pupils in each year group, following them through their school life. The Principal Teacher reports to the Head Teacher and is a member of the school management team.

It is the duty of the promoted Guidance Staff to assist the achievement of the guidance objectives relevant to the teaching staff and register teachers and to ensure the achievement of the objectives in total.

Primarily promoted guidance staff have the responsibility for

1. Knowing  and being known to pupils for whom they have pastoral responsibility.

2. Contacting and communicating with parents including the coordination of the reporting process.

3. Collaborating with outside agencies in the interests of pupils. This involves active membership of the Joint Action Team.

4. Liaising with subject, register and support for learning staff.

5. Monitoring, investigating and working with pupils with attendance problems.

Guidance and Discipline

Discipline is the concern of all staff in the school, and while we seek to encourage self discipline in pupils within a secure and caring environment there are inevitably times when the behaviour of a group or individual may be deemed unacceptable or give cause for concern. The role that Guidance staff play can greatly assist discipline in the school. Referral to Guidance teachers via the "Referral to Guidance" form should not be for the application of sanctions. Guidance staff are well placed to see behaviour in the context of a pupils personal circumstances and are in a position to advise on any sanctions which may ultimately be required.

This involvement allows Guidance Staff to

1. Listen to and support pupils, teachers and parents on a fair, open minded and communicative basis.

2. Encourage them to think about avoiding similar situations in the future

3. Represent pupils to staff

4. Set a clearly defined way forward to achieve realistic targets within a specific time period.

Clear guidelines for referral to Guidance and Discipline are to be found in the 2002 Discipline Pack.

Curricular / Vocational Guidance

Guidance Staff provide the interface between school life and the world of work by offering support for pupils, staff and parents.

Guidance Staff coordinate the Careers Education programme including the use of Kudos as part of Social Education. This forms a part of the advice that is offered to pupils and parents.

Liaison with the librarian helps to maintain the quality of the careers library.

Close liaison with outside agencies, primarily Careers Scotland and training providers provides essential assistance in the process of moving on and creates the foundation of post school links for many children. This involves participation in the planning and organisation of the careers convention. Along with the SIC Training Section, Guidance Staff coordinate the work experience programme for S4.

Guidance Staff offer curricular support throughout a pupils time at Sandwick.

There are a number of transition points for which preparation is necessary if they are to be rewarding and non-threatening.

· An induction programme throughout P7 ensures a smooth transition from Primary to Secondary School. Information passed on via "National Transfer Documents" is passed on to staff.

· Guidance Staff are involved in the provision of  information to pupils and parents during the S2/S3 option period and are present at the option interviews.

· Close liaison  with Careers Scotland, the Anderson High School, parents and other organisations ensures the making of positive choices for moving on after S4.

· Guidance staff have a duty to monitor the progress of pupils. Referrals from subject teachers, coordinating reports with the addition of the Guidance report and Guidance records help in this process.

· Pupils with Special Educational Needs are the responsibility of all staff. It is the role of Guidance staff to work with all the support staff to ensure that all their needs are identified and met. To this end Guidance staff meet weekly with Support for Learning Staff and also attend review meetings.

Personal Social and Health Education 

There should be a coherent and progressive Personal, Social and Health Education programme building upon the pupils' previous and developing experiences.  Details of this is in the Health Education Policy.

Entitlement of Sandwick Pupils

All pupils have the right to be held in positive regard by all staff in the school.  Their entitlement should provide

· a progressive curriculum appropriate to their needs

· a progressive PSHE programme

· access to appropriate and timely curricular, learning, vocational, personal and behavioural support.

