Description of Functions and Duties for Educational and Vocational Guidance at

EUC-Nordvestsjælland Technical College


Our purpose is:

· To hold entry talks/guidance sessions with all future students and make sure that the student will have written his/hers training programme in the education plan and education book, which are drawn up in an electronic system – ´elevplan´ that can continuously register the parts of the programme that the student has completed. 
The training programme is then ready for approval of the ´contact teacher´. (The college has a number of educational guidance counsellors who support and guide the students in completing their education and training programmes -´contact teachers´ are technical educations teachers which are facilitating contact between students and employers, mentors, guidance counsellors etc).

· To perform the first competence assessment of students based on the primary school or other educational institutions programmes and to secure those students can take a targeted basic programme with a view to realising their wishes and that the program is at an optimum level designed to student’s prior qualifications and ambitions.
· To take care of external tasks in relation to students and secure that the students are given relevant information about education - and internship opportunities.

· To secure that each student will get assistance to overcome educational, personal and social problems related to educational institution.

· To assist and support ´contact teachers´ in performing their role as such.

· To be visible in the departments of the college and to observe the students’ wellbeing.

· To collaborate with UU-Centre (youth guidance centres) and production schools or other institutions in the area that could get involved to help the student through the process.

· To inform, guide and help people seeking information and advice.

The goal

The goal is to reduce drop out and get as many students as possible to implement an education that can lead to subsequent employment.

Entry talks/guidance sessions

Before the training program starts the student and his/hers parents/guardians are called for an interview with the guidance counsellors. The interview lasts about. 30 min.

The educational guidance counsellors talk with all students. The entry talks allows a real competence assessment as students educational programme can be based on programmes from primary school or other obtained basic school programmes, or prior vocational experience. All students must have their competencies assessed in order to receive credit for prior learning
The training programme is written in the education plan and education book, which are drawn up in an electronic system ´elevplan´ with all relevant information about credits, the guidance the student receives etc. 

Information about the training programme, possible also the circumstances that may affect the learning process are passed to the students’ ´contact-teacher´ either via ´elevplan´ or by personal contact. It is especially important that particular physical or mental health problems are passed to the ´contact-teacher´, and measures of specific support from the previous programmes are discussed in order to assess whether to put support during vocational education and training. The educational guidance counsellor seeks special assistance if deemed necessary.

Guidance counsellors will work closely with ´contact- teachers´ who work in the counsellors’ department. The students learning processes and future opportunities for jobs are weighted. If the student wishes to take a programme either too demanding or without job prospects he/she should be advised of other alternatives. 

It is important to make sure that the student do not just complete vocational basic programme, if there are no subsequent internship opportunities or if it is deemed that the student is unable to complete the main programme. 

Guidance counsellor’s tasks are:

· To support and guide ´contact-teachers´ in their work with students.

· To take over the work with students when the ´contact-teacher´ or a student addresses with problems not directly related to tuition.
· To secure that a student will be assigned a mentor if deemed necessary. Counsellors have about 1600 hours per year to be used for the purpose. The heads of department should always be informed if students with special needs will receive the support of a mentor.
· In special cases to secure that a student in need can be offered psychological support (UPCN).
· To secure that parents/guardians and possibly UU-counsellor (youth guidance counsellor) might be involved if students under the age of 18 do not follow the agreed training programme.

· To contact the student in the absence of shorter or longer time

· To invite for an interview and participate in the interview in case of absence of shorter or longer time.

· To involve other partners including UU (youth guidance centres) if it is deemed that a student can not complete the training programme.

· To secure that students taken out of school have been identified their potential and that there is always another authority to take over, the students mustn’t be left to themselves

· To secure that UU-Centre (youth guidance centres) will be notified immediately when a student wants to stop or shift to another school 
· To develop a plan for the internship search and followed up on

· To secure that the student is informed of internship service
· To secure that the internship form is completed

Other tasks of guidance counsellors:

Fixed office hours and telephone hours. 

External inquires: 

Educational and vocational guidance counsellors are obliged to inform young people and adults looking for information about education, training and careers, to cooperate with UU-counsellors (youth guidance centres), the public employment services (the job centres), unemployment funds, caseworkers, social workers, other guidance practitioners, institutions in the area, local business life etc. 

The State Education Fund:

Students can receive grants from the Danish State Education Grant and Loan Schemes if they meet the required criteria. The guidance counsellors help students completing the applications; they check it before it is send to The State Education Fund. 

The counsellors are responsible for applications of exemption for students living away from their parents and they are guarantors of an exemption may be granted.

Special support:

The counsellors provide to apply for any special support if needed. They are responsible for supplying students with dyslexia with computers and a software-package to help them completing an education programme and are also responsible for returning the computers after loans. 

Accommodations:

The guidance counsellors check the application form from Lejerbo (accommodation agency) and check whether the applicant remains in training programme and they make sure that the form is sent back to the agency.

Complaints concerning exam:

The counsellors help the student who wishes to complain about the exam or examination marks.   

External guidance: 

Introductory courses and bridge building schemes:

Educational and vocational guidance counsellors plan the guidance sessions and courses. They receive and evaluate students and the guidance of students.

Courses for class-teachers: 

Educational and vocational guidance counsellors are responsible for organizing training courses for class-teachers from 6 to 10 form level. This is in collaboration with UU-counsellors, The Folkeskole (primary school), and other different upper secondary education programmes in Denmark: STX- Gymnasium; HHX-The Higher Commercial Examination; HTX-The Higher Technical Examination.

Info-sessions for parents:

Guidance activities include info-sessions for parents of pupils in forms 8-10 to give them a “taste” of conditions, levels and requirements at different education institutions. These sessions take place at Technical College - EUC-Nordvestsjælland or other colleges/schools and in collaboration with guidance counsellors from other institutions.

In addition the guidance counsellors is obliged to assist in sessions for parents with students involved in basic vocational programme. 

Open house and a day at Technical College:

The guidance counsellors organise an info-session for all the departments at Technical College, guidance-stalls, and they are active in all departments. 

Education Caravan:

The guidance counsellors are responsible for completion of the Education Caravan at Technical College. 

Info-sessions:

The guidance counsellors can hold info-sessions for future students and their parents /guardian.

Tours at college: 

People who are interested in visiting the school are shown round the school by the guidance counsellors who plan and inform about the tours. 

The public employment services (the job centres), unemployment funds:

The guidance counsellors contact the above mentioned authorities as needed.

Caseworkers:

The guidance counsellors are responsible for feedback on rehabilitee and other students associated with the municipality.

Psychological emergency service (UPCN):

The guidance counsellors refer students who may need psychological support to UPCN. 

Production schools:

The guidance counsellors are responsible for making a personal education plan and education book by combining the different programmes from different schools, including contact concerning students’ absence. 

Addiction Centres, the Prison and Probation Service, and SSP-Service (school/social care/police-service):
The guidance counsellors are contacts for those of our students who are under the above mentioned authorities. 

The three-year upper secondary education for young people with special needs (STU):

The guidance counsellors are contacts if a school responsible for STU has to purchase a course on Technical College EUC-Vestsjælland. For example; if a student needs a short course in order to be resolved or if parts of our courses can be included in their education programme. 

Management in educational and vocational guidance at EUC-Nordvestsjælland Technical College

It is assumed that the following tasks are carried out in collaboration with all education and vocational guidance counsellors and that all issues related matters are addressed in this forum.

Of overriding importance: 

· To serve as contact between guidance counsellors  and management / school

· To secure that tasks as full-time guidance counsellor continually are being reviewed, as well as secure quality assurance in guidance. 

· To secure the ongoing work on the college's vision, strategies, action, plans etc.

In addition:

· To call in and attend all guidance counsellors meetings

· To be responsible for agenda referent and moderator of guidance counsellors’ meetings

· To secure full staff at the office 

· To provide temporary coverage of staff at the office in case of sickness, leave, etc.

· To inform other staff at college about the guidance counsellors responsibilities, duties and office hours

· To secure the necessary staff  at introductory courses and bridge building schemes
· To receive all inquires concerning school visits, fairs, internally and externally, and who is taking care of these submissions

· To receive all correspondence about meetings with the cross-sectoral cooperation partners and forward that, for example: meetings with UU-counsellors, psychological counselling, etc.

· To forward all mail to the guidance counsellors group and distributes the mail 
· To secure that guidance counsellors receive the necessary time for training by making sure, that they at times are relieved of other tasks at the office 
· To secure an equitable distribution of duties

· To order relevant literature and other information agreed by the group 

· To coordinate and plan the class-teacher training course

· To be responsible for the technical education caravan

What is the role of mentors?

· Support the individual student  

· Give advise in college and outside of college

· Force a change 

· Liaise between ´contact teacher´ and guidance counsellors and possibly students’ private life

Who needs a mentor? 

· A student who is threatened dropout 

· A student with academic and social problems

· A student with weak social network

· A student who finds it difficult to assign new friendships

· A student who is immature, unsure of own abilities

· A student who needs support, for example to appear on time, to be maintained in the educational programme  in order to complete it

· A student who already do not have a ´contact teacher ´ or other educational guidance counsellors to obtain the support of

The following introduce The Educational Guidance Counsellors Group proposal for a mentoring system. 



The Educational Guidance Counsellors Group is responsible for mentors. The heads of college departments are however responsible for time consumption.

· Mentors should secure that students maintain in education programmes 
· Heads of department call on college departments to select one or more mentors
· A team of mentors is formed 

· Educational guidance counsellors refer students to a mentor and make a written agreement on the task and hours
· If the student is under 18 years the parents must be involved 

· Educational Guidance Counsellors appoint a mentor for the student

· The heads of the college departments approve the written agreement and are responsible for the hours spent on the referred student

· After completion of the agreement the mentor creates a report/ or follow-up after completion of contract 
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