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NCGE Support Information for Guidance Counsellors in Schools
(Covid-19 School Closures 2020)
To inform good practice in the provision of online / remote
guidance by post-primary schools
www.ncge.ie/covid-19/support

The National Centre for Guidance in Education (NCGE) is an agency of the Department of
Education and Skills, operating under the aegis of Léargas, with the responsibility to support
and develop guidance practice in all areas of education and to inform the policy of the
Department in the field of guidance.
Following the closure of schools and further education settings, due to the Covid-19
pandemic, NCGE has developed the following information for school Guidance Counsellors
to support the delivery of online / remote guidance.
Local decisions about the nature and suitability of online / remote school guidance
provision should be discussed and agreed by School Management and Guidance
Counsellor(s) and documented accordingly.
School management and Guidance Counsellors have autonomy and may plan for and
schedule guidance classes and one-to-one meetings with students using online / remote
platforms in line with school policy.
To provide clarity and to support post-primary school management and Guidance
Counsellors in their planning and provision of one-to-one or small group guidance
counselling and guidance classes to students during the Covid-19 school closures the
following information may be useful.
This information should be considered in conjunction with the DES , April 2020 publication
Continuity of Guidance Counselling - Guidelines for schools providing online support for
students.
While the information below is developed specifically for Guidance Counsellors, it may also
be applied to one-to-one /small group meetings with students by any member of the
student support team.
NCGE staff members are available should a Guidance Counsellor or member of school
management have any question or comments.
Our contact details are available at - https://www.ncge.ie/contact-us

For all up to date information go to:
https://www.ncge.ie/covid-19/support
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Good Practice
measures for
provision of
‘Virtual’ one-toone Guidance
Counselling
sessions

These measures may also be
applied to one-to-one
meetings with students by any
member of the student
support team.

•

Guidance Counsellors and school management should discuss and agree on all aspects of planning for
and scheduling of one-to-one virtual guidance counselling sessions.

•

School management should notify all parents/ guardians, ( whether by text, email, letter or other
school system) confirming that during school closure due to Covid-19, ALL students will have
access to 1-1 supports from teachers, support teams and the Guidance Counsellor, where
appropriate. Parents / Guardians should be informed that these services are available and can be
invited to contact the school directly should they wish to discuss the provision of such supports.1

•

Guidance Counsellors and school management should agree an appropriate process, in line with
school policy, in the event of a crisis arising during an online one-to-one guidance counselling session.

•

Child Protection Procedures for Primary and Post Primary Schools 2017 should be followed.

•

Procedures for communication with the DLP and the DDLP should be agreed and outlined clearly.

•

Where possible, Guidance Counsellors should continue to engage with guidance supervision,
particularly for crisis situations.

•

In the whole school context agreed processes for referrals by other schoolteachers to the Guidance
Counsellor should be communicated.

•

School management and the Guidance Counsellor should discuss and agree procedures to facilitate
students to be notified of their appointment in advance, perhaps through their school email or other
suitable mechanism.

•

A schedule of virtual meetings should be planned with students during a limited time frame (e.g.
following the ‘normal’ local school timetable, 9am-4pm). Contact with students should not occur
outside of these agreed times.

•

It is recommended that each one-to-one meeting would not exceed the duration of normal
appointment or lesson times e.g. 40 minutes, except in the event of an emergency.

•

Priority groups of students may include 6th years, or any other group of students as agreed by
management and the Guidance Counsellor(s), in consultation with the student support team, where
appropriate. For example, regarding ‘subject choice’. TY / 4th Years may require guidance class on
subject choice for Senior Cycle, or 1st year groups considering subject choices for 2nd Year.
See - https://www.ncge.ie/covid-19/support/post-primary/resources

•

In line with normal guidance procedures, guidance meetings are student-centred and optional.

1

* It is important to note that the Irish Data Protection Act (2018) offers a specific exemption from securing prior parental consent
where the child is seeking online preventative or counselling supports, even where that child is under 16 years of age. On that basis,
where the student is availing of online 1-1 guidance counselling or support team services offered online through the school, the prior
consent of their parent(s) is not necessary at this time. However, this does not negate the requirement for the usual school consent
for one to one guidance counselling supports in school.
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Which online platform to use?
•

NCGE are aware that schools nationally operate with different online systems and
platforms.

•

The school Learning Management Support (LMS) system should be used in order to plan, schedule
and deliver one-to-one meetings.

•

In the case where your school does not currently operate a platform which would support a virtual
one-to-one meeting, and where agreed with School Management, ‘Skype,’ ‘Microsoft Teams’ or
‘Google Hangouts’ are examples of systems that could be used for this purpose (further information
on the use of such platforms is available in the appendix at the end of this document).

GDPR
•

A record of every one-to-one guidance counselling meeting must be kept by the Guidance Counsellor
and stored appropriately in line with normal professional practice

•

It is recommended that Guidance Counsellors use the NCGE one-to-one meeting record, which can be
downloaded and used as an editable PDF document or printed off for use as paper records.
See - https://www.ncge.ie/covid-19/support/post-primary/resources

•

Guidance counsellors must be mindful of where and how records are stored. Where records are
saved on a password protected work or personal laptop, the Guidance Counsellor must make sure
that these are saved into a dedicated folder and are not accessible by a third party. Where paper
records are stored, the Guidance Counsellor must ensure these are safely stored, are not accessible
to others and are returned to the school premises as soon as is practicable.

•

Students and parents should be informed that a record of the session will be kept by the Guidance
Counsellor, in line with normal professional practice and the school’s ‘Confidentiality Policy’
See - https://www.ncge.ie/covid-19/support/post-primary/resources

Please note:
•

Personal phone numbers should not be exchanged between the Guidance Counsellor and students /
parents / guardians.

•

School-based email addresses should be used where possible. In the case where students do not
have school-based email addresses, the use of personal email addresses should be discussed with
school management. If deemed appropriate, the use of personal emails needs to be approved by
parents/ guardians of the student. School management should develop robust guidelines which
indicate appropriate use and boundaries regarding the use of personal emails.

•

NCGE have several online resources to support guidance counsellors and schools in their provision of
one-to-one Guidance.
See - https://www.ncge.ie/school-guidance-handbook/search
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Good practice
measures for
provision of
‘Virtual’
Classroom
Guidance

•

Guidance counsellors are encouraged to provide class content for all year groups in line with their
local school policy, Guidance Plan and agreed school timetable during this period.

•

Guidance classes should focus on Careers, Educational and Personal / Social aspects of guidance
education. In accordance with the guidance learning outcomes of Developing Myself, Developing My
Learning, Developing my Career Path as outlined in the Whole School Guidance Framework, and
continuum of support resources
See - https://www.ncge.ie/wsg/continuum-support-resources

•

Guidance Counsellors are reminded that Euro-quest is a free online resource, particularly suitable
for TY and 5th year students.
See - https://euroguidance.ie/euro-quest

•

NCGE have several online resources to support Guidance Counsellors and schools in their provision
of classroom guidance.
See - https://www.ncge.ie/school-guidance-handbook/search

•

PDST has created a new dedicated webpage of curated content to support schools and teachers
engaged in distance learning has been developed.
See - https://www.pdst.ie/DistanceLearning

Per - https://www.education.ie/en/Schools-Colleges/Information/National-Emergencies-Public-HealthIssues/scoilnet-and-pdst-letter-to-principals-130320.pdf
Using some of the online platforms and/or tools that are detailed in this document, schools will be
enabled to limit the impact of school closures by giving learners access to materials, support,
classwork and feedback.
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Appendix
Using Online Platforms for One-to-One Guidance Counselling Meetings
The following information is not intended to be prescriptive but provides examples of some of the
online platforms currently available and employed by schools.
You may already be familiar with several other online platforms that can facilitate the provision of
one-to-one guidance or support meetings with your students. If you require an induction on the use
of some of these platforms, the information below may be useful to you.

Platform

Download Location

Google Hangouts

https://play.google.com/store/apps/details?id=c
om.google.android.talk&hl=en_IE

Microsoft ‘Teams’

https://teams.microsoft.com/downloads

Skype

https://www.skype.com/en/

Zoom

https://zoom.us/download

General set-up
Make sure that you have the necessary hardware to participate in your online meeting on the day.
Most modern laptops/tablets have a built-in microphone, webcam, speakers etc. If you will be
working from a desktop, make sure that a functioning microphone is connected, that a headset is
connected or that speakers are connected to allow you to hear. If you are using your phone, make
sure that it is fully charged, connected to Wi-Fi and necessary apps for your meeting are installed.
Where possible you may wish to sign-in about 10 minutes before the meeting is due to start, this will
provide you with the opportunity to set-up and test that all the hardware is working at your end.

Google Hangouts
Logging In
On your computer, go to https://hangouts.google.com/ or open Hangouts in your Gmail account. If
you have the Hangouts Chrome extension installed, Hangouts will open in a new window.
Contacting Students
When you are scheduling a meeting with a student, make sure they have a Google account set up
and can access hangouts.google.com. Agree the contact to be used with parents and student when
scheduling the meeting (phone number, Gmail account).
In the search box, type the contact provided for the student.
When you are ready to begin a phone call, click the Call icon (phone). To begin a video call, click the
Video Call icon (camera).
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Microsoft ‘Teams’
Logging In
Go to https://teams.microsoft.com/start and log in with your MS Account. In Teams, select the
Calendar tab and click New Meeting to schedule a meeting with your students. Create an easy to
remember, descriptive title for your Meeting space.
Contacting Students
Students do not require Teams themselves to access a Meeting on the platform. You will need their
full email address to invite them.
In the New Meeting tab, go to Add required attendees. Type the person's full email address. Select
Invite. The student will receive an email with a link to the meeting. They will be taken to a page
where they can choose to either join on the web or download the desktop app for MS Teams. It may
be simplest for them to join on their web browser. If you already have the Teams app, the meeting
will open there automatically.
Once they are in the Meeting, click the Phone tab to begin a phone call or the Video tab to begin a
video phone call.

Skype
Logging In
Open the Skype app once downloaded. If you already have a Skype account, you can log in with your
Skype name, email, or phone number and skip through to the next section.
If you need to make a new account, click the Create a new account text. Sign up to a Skype account
with an email address or phone number. If you have a school-based email account/phone number,
you may wish to create a Skype account for that email/number specifically. Input the relevant
information and click next. Note: Doing so automatically causes you to agree with Microsoft’s
services agreement and privacy statement.
The next screens will ask you to input personal information like age, name, and location. Input this
information and continue clicking through. When asked for a verification code, check your
corresponding email or phone number and input the code provided.
Contacting Students
When you are scheduling a meeting with a student, make sure they have a Skype account set up. If
they do not have one already, talk them through setting up an account using the instructions above.
To find the student you are meeting with, select the Search Skype box in the top left-hand corner
and search for their name, Skype name, or where applicable school-based email address. You may
request that the student select an easily identifiable Skype name (e.g. including the name of your
school), so that they can be easily identified to contact.
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Click on their profile and you are ready to begin your meeting. Anyone you talk to will automatically
be added to your contact list for future reference.
To begin a voice call, click the blue phone icon in the top right-hand corner of the Window. If your
student is online and Skype is open, you will then call them directly.
To begin a video call, click the blue camera icon in the top right-hand corner. Alternatively, start a
voice call and then click the same camera button in the call window.

Zoom
Logging In
Once downloaded, Zoom is free to use. If you already have a Zoom account, you can log in with your
username and password and skip through to the next section.
If you need to make a new account, click the Sign-Up text at zoom.us/. Sign up to a Zoom account
with your school-based email address.
Note: Doing so automatically causes you to agree with Zoom’s services agreement and privacy
statement. A confirmation email will be sent automatically to the email address used to sign up;
access this email to finalise setting up your account and logging in. You will now be able to schedule
meetings.
Contacting Students
Once logged into your account, click on the Schedule a Meeting button.
Select your meeting settings. Enter an easy-to-remember, descriptive 'Topic’ for your meeting (e.g.
including the name of your school), so that students can easily identify your meeting.
Select a date and time for your meeting. You can start your meeting at any time before the
scheduled time. Adjust the settings for your meeting as needed.
You may wish to select and input a meeting password here. Joining students will be required to
input this before joining your scheduled meeting. Make sure to notify students of password in
advance.
Click Schedule to finish. Zoom will generate a URL for this meeting space. Send this URL to students
via email – they will be able to copy and paste this into their browser and access the meeting space
at the scheduled time.
Password/usernames are not required for students to access the Meeting Space. When students
attempt to access the Meeting Space you will see them appear as participants in the tab on the
right-hand side of the Meeting Space. When entering the Meeting Space, student and guidance
counsellor should click Join with Computer Audio to enable audio. When the Meeting Space opens
up, click Share Screen at the bottom of the screen to begin sharing video and begin the meeting.
A Zoom Basic plan has a 40-minute time limit on meetings with 3 or more participants. Meetings will
automatically close after 40-minutes as it is recommended that one-to-one guidance meetings do
not exceed 40 minutes you should ensure your meeting is concluded by this time.
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