


Greeting Principals, 

I hope that your school year is off to a great start. Much thought has gone into the many 
assignments that have been made this school year in the school counseling department. 
Therefore, I am writing this brief synopsis to inform you of the role of the school counselor 
in your building. The guide that I have put together will give you a better understanding of 
the responsibilities of the school counselor. School counselors have goals and objectives of 
the school counseling program that they must accomplish during the school year. I hope 
that the booklet is useful to you. If you have any further questions, please contact me at 
780-7777. 

Thanks for all that you do to make our job a pleasant one. 

Best Regards, 

Beverly S. Mountain, School Counseling Specialist 
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School Counseling Program Description 

In Richmond Public Schools, counselors have implemented a comprehensive 
developmental counseling model. Student goals are based on the National 
Standards for School Counseling Programs as outlined by the American 
School Counseling Association. Counselors assist all students in developing 
and applying skills needed to enhance academic, career and personal/social 
development. The results for students are higher levels of cognitive, 
ethical, and interpersonal maturity. 

Richmond Public Schools counselors are committed to ethical practices as 
advocated by the Virginia Counselor Association, and to participation in 
professional development activities essential to maintaining a quality school 
counseling program. 

The School Counseling Program has three broad developmental areas that 
include standards and competencies, and promotes behaviors that enhance 
learning for all students. The three interrelated domains of student 
development are: 

• 	 Academic Development 
• 	 Career Development 
• Personal/Social Development 

Each of these areas of student development encompasses a variety of 
desired student learning competencies, which in turn are composed of 
specific knowledge, attitudes and skills. The school counseling and guidance 
program reflects the progression of student development throughout grades 
Pre-K through 12. 

Counseling 
School counseling involves individual and group contacts over a period of 
time. The counselor helps students to develop realistic concepts of 
themselves, to become aware of educational and occupation opportunities, 
and to integrate their understanding of self and opportunities in making 
informed decisions. A student wi II meet with the counselor when: 

• 	 He/she requests counseling; 
• 	 Parents/teachers, administrators and other school staff members 

refer the student; and 



• The counselor initiates contact 

Guidance 
Academic, career and personal/social development goals focus on self 
understanding, interpersonal skills, decision-making, occupational 
information, education and training, economic awareness, and employability. 
Student achievement of these is a total school and community responsibility 
involving counselors, teachers, administrators, support personnel using 
related community resources. Three stages of ski II development have been 
identified with student competencies. 

Academic, Career and Personal/Social Development Stage (Pre-K
5) 

During this stage, the student displays a positive interest in learning, 
develops a broad range of interests and abilities, becomes aware of 
the world of work and develops an understanding of the need for 
cooperative social behavior and respect for others and the work they 
do. 

Academic, Career and Personal/Social Exploration Stage (Grades 
6-8) 

Students gain knowledge of curricula choices, explore new interests, 
refine and use academic decision making, interpersonal, and resiliency 
skills previously learned, and begin to relate aptitudes, abilities, and 
personal interests to future occupation/career choices. 

Academic, Career and Personal/Social Preparation Stage (Grades 

9-12) 

During this stage students will become self-directed and independent 

learners. They will pursue and develop competency in areas of 

interest, and use employability and job readiness skills in internships, 

mentoring, job shadowing, and/or other world of work experiences. 






School Counseling Program Delivery System 

School Guidance Curriculum 
• Classroom Instruction 
• InterdiSciplinary Curriculum 
• Group Activities 
• Parent Workshops and Instruction 

Individual Student Planning 
• Individual or Small Group Appraisal 
• Individual or Small Group Advisement 

Responsive Services 
• Consultation 
• Individual and Small Group Counseling 
• Crisis Counseling/Response 
• Referrals 
• Peer Facilitation 

System Support 
• Professional Development 
• Consultation, Collaboration and Teaming 
• Program Management and Operation 
• Classroom Instruction 
• InterdiSciplinary Curriculum 
• Group Activities 





RICHMOND PUBLIC SCHOOLS 
Department of Instruction 
School Counseling Services 

POLICY AND PROCEDURES 

Written Notification about the School Counseling Program 

Pursuant to the Standards of Quality, the Richmond Public School 
System shall provide a comprehensive, developmental school counseling 
program that addresses the academic, career and personal/social 
development of all its students. The school counseling program will reflect 
the Regulations Regarding School Counseling Programs in the Public Schools 
of Virginia, the National Standards for School Counseling Programs as 
outlined by the American Counseling Association and Best Practices for 
Virginia School Counselors. 

State Board of Education Regulations require that "Parents shall be 
provided written notification annually about the academic and career 
guidance and the personal/social counseling programs that are available to 
their children, along with written notice of the opportunity to decline 
participation for their child ("opt out") in any or all of these programs." 
(VAC 20-620-10, Regulations Governing School Guidance and Counseling 
Programs in the Public Schools of Virginia) 

Written notices can be included in school newsletters, calendars, or 
any publication that is provided to all parents. Parents may choose to "opt" 
their child out of counseling and guidance services or a portion thereof by 
submitting a written request to the school principal and/or counselor, or 
completing a form required by the school district. 

The implications of opting children out of School Counseling Services 
should be fully explained to parents. Parental consent is not required for 
short-duration personal/social counseling that is needed to maintain 
order, discipline, or a productive learning environment. If children are 
opted out of the School Counseling Program, that may exclude them from all 
school counseling activities such as: 

• Career and educational planning 



• Academic advising 
• Advocacy of the student 
• Classroom guidance 
• Information about post-secondary opportunities 
• Written recommendations 





RICHMOND PUBUC SCHOOLS 

Department of Instruction 

School Counseling Services 


Notification to Parents 


Richmond Public Schools is mandated by the Virginia Board of Education to 
provide annual notification to parents concerning its school counseling program. 
Notification includes the following areas: 

I. 	 Mission 
The mission of the Richmond Public Schools counseling program is to 
provide a comprehensive, developmental counseling program addressing 
the academic, career and personal/social development of all students. 
School counselors are professional advocates who provide support to 
maximize student potential and academic achievement. In partnership 
with other educators, parents, or guardians and the community, school 
counselors facilitate the support system to ensure all students in the 
Richmond City school district have access to and are prepared with the 
knowledge and skills to contribute at the highest level as productive 
members of society. 

II. 	 General Description 
Counseling 
School counseling involves individual and group contacts over a period of 
time. The counselor helps students to develop realistic concepts of 
themselves, to become aware of educational and occupation 
opportunities, and to integrate their understanding of self and 
opportunities in making informed decisions. A student will meet with the 
counselor when: 

• 	 He/she requests counseling; 
• 	 Parents/teachers, administrators and other school staff members 

refer the student; and 
• 	 The counselor initiates contact 

Guidance 
Academic, career and personal/social development goals focus on self 
understanding, interpersonal skills, decision-making, occupational 
information, education and training, economic awareness, and 
employability. Student achievement of these is a total school and 



community responsibility involving counselors, teachers, administrators, 
support personnel using related community resources. Three stages of 
skill development have been identified with student competencies. 

Academic, Career and Personal/Social Development Stage (Pre-K
5) 

During this stage, the student displays a positive interest in learning, 
develops a broad range of interests and abilities, becomes aware of 
the world of work and develops an understanding of the need for 
cooperative social behavior and respect for others and the work they 
do. 

Academic, Career and Personal/Social Exploration Stage (Grades 
6-8) 

Students gain knowledge of curricula choices, explore new interests, 
refine and use academic decision making, interpersonal, and resiliency 
skills previously learned, and begin to relate aptitudes, abilities, and 
personal interests to future occupation/career choices. 

Academic, Career and Personal/Social Preparation Stage (Grades 
9-12) 

During this stage students will become self-directed and independent 
learners. They will pursue and develop competency in areas of 
interest, and use employability and job readiness skills in internships, 
mentoring, job shadowing, and/or other world of work experiences. 

TIl. School Counseling Program Delivery System 
School Counseling Curriculum 

• Classroom Instruction 
• Interdisciplinary Curriculum 
• Group Activities 
• Parent Workshops and Instruction 


Individual Student Planning 

• Individual or Small Group Appraisal 
• Individual or Small Group Advisement 


Responsive Services 

• Consultation 
• Individual and Small Group Counseling 
• Crisis Counseling/Response 
• Referrals 
• Peer Facilitation 



System Support 
• 	 Professional Development 
• 	 Consultation, Collaboration and Teaming 
• 	 Program Management and Operation 
• 	 Classroom Instruction 
• 	 Interdisciplinary Curriculum 
• 	 Group Activities 

IV. 	 Limits for Student Participation 
• 	 Parents have the option to withdraw their child(ren) from all or 

any portion of the guidance and counseling program by directing 
their opt-out request in writing to the school principal or 
counselor. 

• 	 The opt-out provision excludes short duration personal/social 
counseling which is needed to maintain order, discipline or a 
productive learning environment or to assess instances of 
suspected child abuse and/or neglect. 

• 	 Written parental consent will be required before students 
participate in a planned program of group counseling or individual 
counseling that is conducted on a continuing basis. 

V. 	 Procedures for Materials Review 
Materials used in the Guidance and Counseling Program shall be made 
available for parent review and comment by making arrangements with 
the school counselor. 

VI. 	 Maintenance of Personal/Social Counseling Information and Records 
Information and records of personal/social counseling will be kept 
confidential and separate from a student's educational records and not 
disclosed to third parties without prior parental consent or as otherwise 
provided by law. 

VII. 	 Procedures for Obtaining Parental Consent 
Parental permission forms for group counseling or individual counseling to 
be conducted on a continuing basis will be sent home via the student 
except when counseling is needed to maintain order, discipline, or a 
productive learning environment. 

VIn. 	Exception to Informed Parental Consent 
A child may be included in personal/social counseling without parental 
consent when the guidance counselor and the principal of each school 



have certified in writing that a good faith effort, involving at least one 
telephone call and one letter mai led to the parents, has been made to 
contact the student's parents and that no response has been received. 

IX. 	 Staffing Requirements 
In accordance with the Standards for Accrediting Schools in Virginia, 
each school will have counselors who are personally qualified and possess 
the proper certification and endorsement. 





RICHMOND PUBUC SCHOOLS 

Department of Instruction 


Guidance Services 


Guidance and Counseling Program Opt-Out Form 


Dear Parent or Guardian, 

Richmond Public Schools provides a comprehensive, developmental school 
counseling program that addresses the academic, career and personal/social 
development of all students. School counselors are professional advocates who 
provide support to maximize student potential and academic achievement. In 
partnership with other educators, parents or guardians and the community, school 
counselors facilitate the support system to ensure all students in the Richmond City 
school district have access to and are prepared with the knowledge and skills to 
contribute at the highest level as productive members of society. 

Please complete and return this form if you DO NOT want your child to 
participate in an aspect of the guidance and counseling program. 

Student Name ___________________________________________ Date 
of Birth ____ 

Last First MI 
School ___________________________________ Grade 

Parent/Guardian Name 

I am requesting that my child not participate in the following: 

Academic gUidance or counseling activities provided by his or her school 
Career guidance or counseling activities provided by his or her school 
Personal/social guidance or counseling activities provided by his or her 

school 



I realize that parental consent is not required for short-duration personal/social 
counseling that is needed to maintain order, discipline, or a productive learning 
environment. 

Parental permission forms for group counseling or individual counseling to be 
conducted on a continuing basis will be sent home via the student. 

Parent Signature _______________________ 
Date ____ 
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STANDARDS FOR SCHOOL COUNSELING PROGRAMS IN 
VIRGINIA PUBLIC SCHOOLS 

PREFACE 

The Virginia Board of Education has implemented state Standards of Learning for 
students to ensure that all graduates of Virginia high schools have the knowledge and 
skills necessary to pursue higher education, compete in a technologically oriented 
workforce, and be informed citizens. Effective school counseling programs are staffed 
by licensed school counselors and designed to complement and support the state 
standards, ensuring that all students, in pre-K through grade 12, receive support in 
academic, career, and personaVsocial development. Professional school counselors 
collaborate with parents, teachers, administrators, and other school and community 
members to foster, promote, and improve student success and achievement in schools. 
The counselor's role is to provide the leadership necessary to manage the school
counseling program and ensure effective strategies to implement counseling standards. 

At its September 2001 meeting, the Board of Education authorized the Department of 
Education to prepare revised Standards for School Counseling Programs in Virginia 
Public Schools. The department convened a writing team that included representation 
from the Board of Education, the Department of Education, and school counselors across 
the Commonwealth. State standards adopted in 1984 were used to provide the basis for 
this revision. 

These standards are consistent with Board of Education regulations in that they a-e 
comprised of three domains: academic, career, and personaVsocial. Specifically, the 
Board regulations provide the following description of guidance and counseling services 
across these domains: 

a.} 	 Academic counseling, which assists students and their parents to acquire 
knowledge ofthe curricula choices available to students, to plan a program of 
studies, to arrange and interpret academic testing, and to seek post-secondary 
academic opportunities; 

b.} 	 Career counseling, which helps students to acquire information andplan action 
about work, jobs, apprenticeships, andpost -secondary educational, and career 
opportunities; 

c.} 	 Personal/social counseling, which assists students to develop an understanding of 
themselves, the rights and needs ofothers, how to resolve conflict and to define 
individual goals, reflecting their interests, abilities and aptitudes. 



INTRODUCTION 


A comprehensive school-counseling program is a shared and collaborative effort with 
other educators and parents that focuses on all aspects of student learning. Recognizing 
that there are multiple variables that affect a student's success throughout the school 
years, and that the school counseling program is one important variable that affects all 
areas of growth, a well-planned school-counseling program will provide a collaborative 
effort and will function as an integral and essential part of the school structure and 
organization. 

The Standards for School Counseling Programs in Virginia Public Schools reflect the 
progression of student growth throughout the school experience and ensure that, at all 
grade levels, students continue to develop appropriate knowledge and skills. Desired 
student learning outcomes are identified; however, they are not intended to be all
inclusive. School counselors should develop programs that may extend beyond these 
standards to meet individual needs of students and foster academic success. 

The standards are based on the premise that a student will acquire an understanding ofthe 
knowledge and skills that contrib ute to effective lifelong learning and offer a foundation 
for what a well-planned schoo1-counseling program should address and deliver. The 
Academic Development component encourages the use of strategies and activities to help 
students succeed academically and to meet local, state, and national standards. The 
Career Development component helps students build a foundation for the acquisition of 
the knowledge and skills necessary to make a successful transition from school to the 
world of work and/or further training and education. The Personal/Social Development 
component supports personal and social growth and the development of civic 
responsibility as students successfully progress through the public schools. 

ORGANIZATION 

The Standards for School Counseling Programs in Virginia Public Schools are organized 
by grade level under the following goals: 

Academic Development 

Students will acquire the academic preparation essential to choose from a variety of 
educational, training, and employment options upon completion of secondary school. 

Career Development 

Students will investigate the world of work in order to make informed career decisions. 

Personal/Social Development 

Students will acquire an understanding of, and respect for, self and others, and the skills 
to be responsible citizens. 

Although the Standards for School Counseling Programs in Virginia Public Schools are 
defined at certain grade levels, school counseling programs should reinforce treviously 
acquired knowledge and skills as defined by these standards throughout the course of a 
student's subsequent educational experience. 
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STANDARDS FOR SCHOOL COUNSELING PROGRAMS IN 
VIRGINIA PUBLIC 'SCHOOLS 

Academic Development 

Goal 

Students will acquire the academic preparation essential to choose from a 
variety of educational, training, and employment options upon 
completion of secondary school. 

Grades K-3: 
Students will: 
EAI. Understand the expectations of the educational environment, 
EA2. Understand the importance of individual effort, hard work, and 

persistence, 
EA3. Understand the relationship of academic achievement to current 

and future success in school, 
EA4. Understand that mistakes are essential to the learning process, 
EAS. Demonstrate individual initiative and a positive interest in 

learning, 
EA6. Use appropriate communication skills to ask for help when needed, 
EA7. Work independently to achieve academic success, 
EA8. Work cooperatively in small and large groups towards a common 

goal, and 
EA9. Use study skills and test-taking strategies. 

Grades 4-5: 
Students will: 
EA10. Recognize personal strengths and weaknesses related to learning, 
EA11. Demonstrate time management and organizational skills, 
EAI2. Apply study skills necessary for academic achievement, 
EAl3. Use critical thinking skills and test-taking strategies, and 
EAI4. Understand the choices, options, and requirements of the middle 

school environment. 

Grades 6-8: 
Students will: 
MAl. Understand the relationship of personal abilities, goals, skills, 

interests, and motivation to academic achievement, 
MA2. Understand the relationship of dependability, productivity, and 

initiative to academic success, 
MA3. Understand the importance of high school course and/or program 

selection in relation to future academic and career options, 
MA4. Understand high school graduation requirements, 
MAS. Understand individual assessment results in relation to educational 

progress, 
MA6. Demonstrate the skills needed to develop a high school educationa I 

plan based on ability, interest, and achievement, and 
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MA7. 	 Demonstrate responsibility for actions to ensure a successful 
transition from middle school to high school. 

Grades 9-12: 
Students will: 
HAL Understand their academic status toward meeting the graduation 

requirements, 
HAl. Understand the variety of post-secondary options available to them 

and the requirements ofthose options including the relationship of 
academic status and scholastic record, 

HA3. Demonstrate the knowledge and skills necessary to ensure a 
successful transition from high school to post-secondary options, 
and 

HA4. Demonstrate the skills needed for independent learning. 

4 



Career Development 

Goal 
Students will investigate the world of work in order to make informed 
career decisions. 

Grades K-3: 
Students will: 
ECl. Understand the concepts ofjob and career, 
EC2. Understand that behaviors such as punctuality, courtesy, proper 

dress and proper language are essential to current and future 
success, 

EC3. Understand the relationship of individual effort, hard work and 
persistence to achievement, 

EC4. Understand the importance of teamwork in working towards a 
common goal, 


EC5. Demonstrate the decision making process, and 

EC6. Demonstrate goal setting. 


Grades 4-5: 
Students will: 
EC7. Recognize the benefits of both individual initiative and teamwork, 
EC8. Recognize that the changing workplace requires lifelong learning, 
EC9. Identify hobbies and interests, and 
ECIO. Identify career choices through exploration. 

Grades 6-8: 
Students will: 
MCl. Identify the relationship of course content, educational 

achievement, and career choices, 
MC2. Identify personal preferences, skills, and interests that influence 

career choices and success, 
MC3. Understand the effect of career choices on quality oflife, 
MC4. Understand that behaviors such as punctuality, courtesy, proper 

dress and language, and hard work are essential to success in the 
job market, 

MC5. Demonstrate understanding of the education and training needed to 
achieve career goals, 

MC6. Demonstrate employability skills such as individual initiative, 
teamwork, problem solving, organization, and communication, 

MC7. Use research skills to locate, evaluate, and interpret career and 
educational information, and 

MC8. Demonstrate awareness of educational, vocational, am technical 
training opportunities available in high school. 
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Grades 9-12: 
Students will: 
HCI. Understand the value of ethical standards and behaviors in 

education and the workplace, 
HC2. Understand how changing economic and societal needs influence 

employment trends and future training, 
HC3. Understand how work and leisure interests can help to achieve 

personal success and satisfaction, 
HC4. Understand how the changing workplace requires lifelong learning, 

flexibility, and the acquisition of new employment skills, 
HCS. Understand that behaviors such as punctuality, courtesy, proper 

dress and language, and hard work are essential to success in the 
job market, 

HC6. Understand that self-employment is a career option and 
demonstrate knowledge of the variety of professional, technical 
and vocational skills necessary for self-employment, 

HC7. Demonstrate employability skills such as individual initiative, 
teamwork, problem solving, organization, and communication, 

HC8. Demonstrate skills involved in locating, using, and interpreting a 
variety of career and educational resources, including the Internet, 

HC9. Develop and utilize time and task management skills, 
HClO. Demonstrate knowledge of the current job market trends, and 
HCll. Apply decision making skills to career planning. 
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Personal/Social Development 

Goal 

Students will acquire an understanding of, and respect for, self and others, 

and the skills to be responsible citizens. 


Grades K-3 
Students will: 
EPl. 	 Exhibit the principles of character, including honesty, 

trustworthiness, respect for the rights and property of others, 
respect for rules and laws, taking responsibility for one's own 
actions, fairness, caring, and citizenship, 

EP2. 	 Understand how to make and keep friends and work cooperatively 
with others, 

EP3. 	 Understand that Americans are one people of many diverse racial 
and ethnic backgrounds and national origins who are united as 
Americans by common customs and traditions, 

EP4. Demonstrate good manners and respectful behavior towards others, 

EP5. Demonstrate self-discipline and self-reliance, 

EP6. Identify resource people in the school and community and 


understand how to seek their help, and 
EP7. Understand the importance of short- and long-term goals. 

Grades 4-5: 
Students will: 
EP8. Understand change as a part of growth, 

EP9. Understand decision making and problem solving strategies, 

EPIO. Identify the emotional and physical dangers of substance use and 


abuse, 
EPll. Use strategies for managing peer pressure, and 
EP12. Use strategies for handling conflict in a peaceful way. 

Grades 6-8: 
Students will: 
MPl. Recognize the effect of peer pressure on decision making, 

MP2. Understand the consequences of decisions and choices, 

MP3. Understand the emotional and physical dangers of substance use 


and abuse, 
MP4. Use appropriate decision making and problem solving skills, 
MP5. Demonstrate appropriate skills for interactions with adults and 

developing and maintaining positive peer relationships, 
MP6. Use appropriate communication and conflict resolution skills with 

peers and adults, and 
MP7. 	 Understand how character traits, interests, abilities, and 

achievement relate to attaining personal, educational, and career 
goals. 
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9-12: 
Students will: 

1. 	 Understand the relationship and importance of respecting 
rules, laws, safety, and the protection of individual rights, 

HP2. Understand when and how to family, peer, school, and/or 
community resources, 

HP3. Use appropriate communication and conflict resolution skills with 
peers and adults, and 

HP4. 	 Apply problem and skills to make safe 
and healthy choices. 
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Sample Secondary School Counselor 
Job Description 

Primary Functions: 

The secondary school counselor provides a comprehensive, developmental program 
for students in grades 7 - 12. The counselor structures activities to meet the 
needs of the students; consults with teachers, staff, and parents to enhance their 
effectiveness in helping students; and works in harmony with school staff to 
promote the total secondary school program. 

Major Job Responsibilities: 

1. 	 Implement the secondary school counseling curriculum. 
2. 	 Work with teachers and parents to meet the needs of students through the 

development of academic, personal, social, and career awareness activities. 
3. 	 Counsel small groups and individual students. 
4. 	 Consult with teachers, staff, and parents regarding meeting the developmental 

needs of students. 
5. 	 Refer students with critical needs, in consultation with their parents, to 

appropriate community resources. 
6. 	 Participate in activities that contribute to the effective operation of the 

school. 
7. 	 Advocate for all students. 
8. 	 Plan, implement, evaluate, and revise the school counseling program. 
9. 	 Demonstrate professional conduct and pursue professional growth. 

Key Duties: 

1. Implement the secondary school counseling curriculum: Conduct 
developmentally sequenced counseling activities in the classroom in cooperation 
with school administrators and teachers. Facilitate the infusion of counseling 
activities into the regular education curricula to support the developmental 
needs of students. These activities may include a variety of resources and 
materials. 



2. 	Work with teachers and parents to meet the needs of individual students 
through personal, social, academic, and career awareness activities: Provide 
orientation activities for students new to the school; facilitate orientation 
programs for parents and students; and assist students in transition from high 
school to their next in connecting training and education programs. 
Inform students and their parents and their implications for 
educational planning and provide resources and information to in career 
awareness, career exploration, and career planning activities. 

3. 	Counsel small groups and individual students: Conduct structured, goal
oriented counseling sessions to meet the identified needs of individuals or 
groups of students. Session topics at the secondary school level may include 
self-concept, academic issues, and behavior patterns, conflict 
resolution, family issues, child abuse, substance abuse prevention, and suicide 
prevention and intervention. 

4. Consult with teachers, 	staff, and parents regarding meeting the 
developmental of students: Participate in group consultations with 
administrators, teachers, parents, and others to enhance their work with 
students; conduct in-service programs for faculty; conduct and facilitate 
conferences with teachers, students, and parents; conduct or provide 
opportunities for parent education programs; and assist families with school
related problems. 

5. Refer students with 	critical needs, in consultation with their parents, to 
appropriate community resources: Consult and coordinate with in-district 
profeSSionals and community agencies, such as school psychologists, nurses, 
administrators, community-based service and physicians. 
Use an effective referral process for assisting students and others to use 
special programs and services. 

6. Participate 	in activities that contribute to the effective school counseling 
program within the school: Interpret group test results to faculty and staff; 
establish effective liaisons with the various grade levels or instructional 
departments; as an advocate for as appropriate in conjunction with 
other staff; other school staff in the placement of with special 
needs in appropriate programs, such as gifted education and special education; 



and participate with the administration and faculty as a team member in the 
implementation of the district testing program. 

Advocate for all students: Maintain a current knowledge of equity and 
diversity promote equal educational opportunities for all students; 
provide information to school staff on particular policies all 
students; assist school staff members in the placement students with special 
needs in appropriate programs, such as special and gifted education; and 
promote personalizing education for all students where 

8. 	Plan, implement, evaluate, and revise the school counseling program: Review 
the school counseling program at least annually with staff and administration. 
Using the appropriate program evaluation tools, review modify the program 
components and the program calendar. 

9. 	Demonstrate professional conduct and pursue professional growth: Display a 
positive, professional attitude and follow the ethical standards outlined by the 
American School Counselor Association (ASCA); attend and local 
professional development programs; join professional associations; read 
professional journals; attend workshops and conferences sponsored by 
professional organizations; take graduate courses; and share with 
colleagues. 





Sample Distribution of Total School Counselor Time 

'Delivery Elementary Middle High 
System School School School 
Component % of Time % of Time % of Time 

Guidance Curriculum 35%-45% 25%-35% 15%-250/0 

Individual Student Planning 5%-10% 15%-25% 25%-350/0 

Responsive Services 30%-40% 30%-40% 25%-350/0 

System Support 10%-150/0 10%-15% 150/0-200/0 

Adapted from Gysbers, N.C. & Henderson, P. (Eds.) (2000). Developing and managing your school 
guidance program, (3rd ed.), Alexandria, VA: American Counseling Association. 





SCHOOL AND 
H~",~ 

The Role of the Elementary School Counselor 

Elementary school set the tone for developing the knowledge, attitudes and skill necessary for 
children to become healthy, competent and confident Through a comprehensive developmental 
school counselors work as a with the school staff, the community to 
create a caring climate and atmosphere. providing education, prevention, early identification and 
intervention, school counselors can help all children can achieve academic success. professional 
elementary school holds a master's and required state certification in school counseling. 
Maintaining certification includes on-going professional development to stay current with education reform 
and challenges facing today's students. Professional association membership enhances the school 
counselors knowledge and effectiveness. 

Elementary School Counselors Implement the Counseling Program by Providing: 

School Guidance UUflluUJUlII 

1. Academic support, including organizational, study and test-taking skills 
2. Goal setting and decision-making 
3. Career awareness, exploration and planning 
4. Education on understanding self and others 
5. Peer relationships, coping strategies and social skills 
6. Communication, problem-solving and conflict resolution 
7. Substance 
8. Multicultural/diversity awareness 

Individual Student Planning 

1. Academic planning 
2. Goal settingJdecision- making 
3. Education on understanding of self, including strengths and weaknesses 
4. Transition plans 

Responsive 

1. Individual and small-group counseling 
2. Individual/family/school crisis intervention 
3. Conflict resolution 
4. Consultation/collaboration 
5. Referrals 

System Support 

1. Professional development 
2. Consultation, collaboration and teaming 
3. Program management and operation 



ELEMENTARY SCHOOL GUIDANCE AND COUNSELING 
H~,.~ 

Elementary School Counselors Collaborate with: 

Parents 
Parent education 
Communication/networking 
Academic planning 
College/career awareness programs 
One-on-one parent conferencing 
Interpretation of assessment results 

Teachers 
Classroom activities 
Academic including learning style assessment and education to help students ""'.."",,,\.1 
academically 
Classroom speakers 
At-risk student identification and implementation of interventions to enhance success 

Administrators 
School climate 
Behavioral management plans 
School-wide needs ass,eSSlmerlts 
Student and results 
Student assistance team building 

Students 
education 

Peer support 
Academic support 
School climate 
Leadership development 
Community 
Job shadowing, service learning 
Crisis interventions 
Referrals 
Parenting v,''',,,,,''',, 
Support groups 

education 

""These examples are intended to be 
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Role of the Middle School Counselor 

Middle school students are characterized by rapid physical growth, curiosity about their world and an 
emerging self-identity. Through a comprehensive developmental school counseling program, counselors 
work as a member with school staff, parents and the community to create a caring, supportive climate 
and atmosphere whereby young adolescents can academic success. Middle school counselors 

the leaming process and promote School counseling programs are 
students to achieve optimal personal growth, positive social skills and values, 

~!'\!'\rl"\!'\I'~fQ career goals and realize full academic potential to productive, contributing members of 
world community. professional middle a degree and required 

certification in counseling. Maintaining on-going professional development to 
stay current with education reform and challenges facing today's students. Professional ass,ocialtiOn 
membership is encouraged as it enhances the school knowledge and effectiveness. 

Middle School Counselors Implement the Counseling gr.........5M by Providing: 


School Guidance Curriculum 
1. skills support 
2. Organizational, study and test-taking skills 
3. Education in understanding self and others 
4. Coping strategies 
5. relationships and effective social skills 
6. Communication, problem-solving, decision-making and conflict resolution 
7. awareness, exploration and planning 
8. abuse education 
9. Multicultural/diversity awareness 

Individual ,-,""'V'I" 
1. 
2. Academic planning 
3. planning 
4. in understanding of self, including strengths andI..I.IUIVCUI'VI 

5. Transition planning 

i.>l,,,,n,,n,,,,,,,, Services 
1 Individual and small group counseling 
2. Individual/family/school crisis intervention 
3. facilitation 
4. Consultation/collaboration 
5. 

Support 
Dm·tQco<,il"\n~1 development 


collaboration and teaming 

and operation 
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H~dt~ 

Middle School Counselors Collaborate With: 

Parents 
1. Parent information night 
2. Communication/networking 
3. Academic planning programs 
4. Parent and family education 
5. One-on-one parent conferencing 
6. Assessment results interpretation 
7. Resource referrals 
8. CoHege/career exploration 

Teachers 
1. Career portfolio development 
2. Assistance with students' plans 
3. Classroom guidance on study skills, career development, 
4. Academic support, learning style assessment and education to help students succeed academically 
5. Classroom career speaKers 
6. At-risk student identification and implementation of interventions to enhance success 
7. Parent communication/education 

Administrators 
1. School climate 
2. Behavioral management 
3. School-wide needs ::l<::<::j~<::<::nnjOlnT 

4. Student data and 
5. Student assistance team building 
6. Leadership 

Students 
1. Peer education 
2. support 
3. Academic support 
4. School climate 
5. Leadership development 

Community 
1. Job shadowing. 
2. Crisis interventions 
3. Referrals 
4. Parenting classes 
5. Support groups 
6. Career education 

examples are not ntO!"il'lOI'l to all-inclusive 
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HIGH SCHOOL GUIDANCE AND SCHOOL COUNSELING 
Making a Difference 

Role of the High School Counselor 

High school are full of growth. excitement, frustration. disappointment and hope. It is the time 
when students begin to discover what the future holds for them. school counselors enhance the 
leaming process and promote academic achievement. School counseling programs are essential for 
students to achieve optimal personal growth, positive social skills and values. set appropriate career 
goals and full academic potential to become productive, contributing members of world 
community. The professional high counselor holds a degree required state I'ortlt'I',,",tll"\n 

in school counseling. Maintaining certification includes on-going professional development to stay current 
with educational reform and challenges facing today's students. Professional association membership is 
encouraged as it enhances the school counselor's knowledge and .,flQPm"",no·"" 

Secondary School Counselors Implement the Counseling Program by Providing: 

Classroom Guidance 
1. Academic skills support 
2. Organizational, study and test-taking skills 
3. Post-secondary planning and application process 
4. Career planning 
5. Education in understanding self and others 
6. Coping strategies 
7. relationships and effective social skills 
8. Communication, problem-solving, decision-making. conflict resolution study skills 
9. Career awareness and the of work 
10. Substance education 
11. Multicultural/diversity awareness 

Individual Student Planning 
1. Goal 
2. Academic 
3. Career 
4. Problem solving 
5. Education in understanding of self, including strengths and 
6. Transition plans 

Responsive "£1'''''''£><' 
1. Individual small-group counseling 
2. Individual/family/school crisis intervention 
3, facilitation 
4. Consultation/collaboration 
5. Referrals 

System Support 
1. Professional development 
2. Consultation. collaboration and teaming 
3. Program management operation 



HIGH SCHOOL GUIDANCE AND SCHOOL COUNSELING 
Making a Difference 

Secondary School Counselors Collaborate with: 

Parents 
1. Academic planning/support 
2. Post-secondary planning 
3. Scholarship/financial search process 
4. School-to-parent communications 
5. School-to-work transition programs 
6. One-on-one parent conferencing 
7. Referral "'IV'''''''''' 

students 
...."'/1"m..... support .,,,...,,, ....,,.,1. 

2. Program planning 
3. education program 
4. Peer mediation program 
5. Crisis management 
6. programs 

Teachers 
1, Portfollo development, providing recommendations assisting students with post-secondary 

application """'0.,<> 
2. Classroom guidance lessons on post-secondary planning, study skills, career development, etc. 
3. School-to-work transition programs 
4. Academic support, learning style assessment and education to help students academically 
5, Classroom speaKe'rs 
6. At-risk student identification and implementation of interventions to enhance success 

Administrators 
1, School climate 
2, Academic support interventions 
3. Behavioral management plans 
4. School-wide assessments 
5. sharing 
6, Student assistance development 

Community 
1. Job shadowing, worked-based learning, part-time jobs, etc. 
2. Crisis interventions 
3. 
4. 

These examples are not intended to be all-inclusive 
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Appropriat 
Activities for 
School (ouns lors 

• individual student academic program 
planning 

• interpreting cognitive, aptitude and 
achievement tests 

• providing counseling to students who are 
tardy or absent 
• I............. t ••••• , ••••••• , ' o •••••• , "I.. '" 


• providing counseling to students who have 
disciplinary problems 
................ , .ao" ...... II II 


• providing counseling to students as to 
appropriate school dress 

Inappropriate 
Activi ie for 
School Counselors 

• coordinating paperwork and data entry of 
all new students 

• coordinating cognitive, aptitude and 
achievement testing programs 

• signing excuses for students who are tardy or 
absent 

• performing disciplinary actions or assigning 
discipline consequences 

• sending students home who are not 
appropriately dressed 

.................................... , ... ............................. ......... ............ ... ....... ' ......... ,., ........ .. 

• collaborating with teachers to present school 
counseling core curriculum lessons 

• analyzing grade-point averages in 
relationship to achievement 

• interpreting student records 

• providing teachers with suggestions for 
effective classroom management 

• ensuring student records are maintained as 
per state and federal regulations 
,,1 ................... . ............... ,....... .." ......... . 


• helping the school principal identify and 
resolve student issues, needs and problems 

• providing individual and small-group 
counseling services to students 

• advocating for students at individual 
education plan meetings, student study teams 
and school attendance review boards 

• analyzing disaggregated data 

• teaching classes when teachers are absent 

• computing grade-point averages 

• maintaining student records 

• supervising classrooms or common areas 

• keeping clerical records 

. .. .. .... . ..... " 

• assisting with duties in the principal's office 

• providing therapy or long-term counseling in 
schools to address psychological disorders 

• coordinating schoolwide individual 
education plans, student study teams and 
school attendance review boards 

• serving as a data entry clerk 

0°0 AMERICAN

'II'SCHOOL
COUNSELORII II ASSOCIATION 

1101 King St., Suite 625, Alexandria, VA 22314 . Phone: 703 683 ASCA . www.schoolcounselor.org 

http:www.schoolcounselor.org
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Appendix 5 

Sample Master and Monthly Calendars 


August 


Senior Middle and 

high junior high Elementary 

school schools school 


Coordinate with teachers on curriculum. X X X 


Establish counselor calendar. X X X 


Attend summer counselor retreat. X X X 


Assist as necessary with registration. X X 


Meet and register new students. X X 


Evaluate transcripts for placements. X X X 


Determine groups according to student need. X X X 


Develop goals for the year and share them with 

the staff. X X X 


Hold first faculty meeting (introduction). X X X 


Update flyer: Counseling Goals and Services. X X X 


Hold orientation for new students. X X 


Write classroom guidance units. X X X 


Revisit office systems. X X X 


Interview prospective support services interns. X X X 


September 

Senior Middle and 

high junior high Elementary 

school schools school 


Develop "Counselor Corner" section in student 

newspaper. X X X 


Introduce yourself to parent organizations. X X X 


Assist in class changes. X X 


Prepare for and advertise parenting classes. X X X 


Start classroom guidance units. X X X 


Develop and maintain a contact log. X X X 


Identify groups for group counseling. X X X 
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September (continued) 

Senior 
high 
school 

Middle and 
junior high 
schools 

Elementary 
school 

Design an intern work plan. X X X 

Hold "Back to School Night"/Open House. X X X 

October 

Senior 
high 
school 

Middle and 
junior high 
schools 

Elementary 
school 

Provide information on and for testing for 
PSAT, SAT, and ACT for college-bound students. X 

Present classroom guidance units. X X X 

Begin parent education classes. X X X 

fall counselor CSU and UC conferences. X X X 

Begin and continue groups. X X X 

Schedule parent night X X X 

Schedule parent conferences. X X X 

Develop and maintain a contact log. X X X 

Plan public relations activities. X X X 

Review first-quarter for student progress. X X X 

November 

Senior 
high 
school 

Middle and 
junior high 
schools school 

Provide information on 

• College fairs X 

• Scholarship and financial aid workshops for 
by students' grade levels 

• applications and scholarships to 
competitive 

• Testing 

Continue 

X 

X 
X 

X X X 

Provide classroom guidance units , taking CST). X X X 

Continue groups. X X X 
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November (continued) 

Senior 
high 
school 

Middle and 
junior high 
schools 

Elementary 
school 

Provide Career Awareness Month activities. X X X 

Hold parent conferences. X X X 

Check second-semester or quarter schedules. X X 

Write newsletter article(s). X X X 

December 

Senior 
high 
school 

Middle and 
junior high 
schools 

Elementary 
school 

Prepare scholarship applications. X 

Provide information on 

• Free applications for Federal Student Aid 
(FAFSA) and Cal Grants 

• SAT and ACT testing dates 
• College applications and recommendations 

X 
X 
X 

Continue groups and log. X X X 

Develop and modify classroom guidance units. X X X 

January 

Senior 
high 
school 

Middle and 
junior high 
schools 

Elementary 
school 

Assist with scholarship applications. X 

Complete FAFSA forms. X 

Assist registrar (credits, GPAs, and second-semester 
class changes). X X 

Review second-quarter report cards. X X 

Adjust individual student needs according to 
performance. X X X 

Continue classroom units, groups, log. X X X 

Prepare students for standardized testing. X X X 

Start planning for kindergarten, sixth-, and 
ninth-grade transitions. X X X 

Plan activities for National School Counselors' Week. X X X 



February 

Senior 
high 
school 

Hold National School Counselors' Week activities. X 

Plan next year's registration X 

with of at-risk students (Parent Night). X 

Provide information on and ACT dates. X 

Continue classroom guidance units, groups, 
preparations for standardized and log. X 

Continue planning kindergarten, sixth-, and 
ninth-grade transitions. X 

March 

Senior 
high 
school 

Continue with registration process for upcoming year. X 

Continue classroom units, groups, and log. X 

teachers for recommendation for placements 
for upcoming year. X 

Continue planning kindergarten, sixth-, and 
ninth-grade transitions. X 

parent conferences. 

Review field experience with the intern. 

X 

X 

April 

Senior 
high 
school 

Contact parents of students. X 

Continue classroom units, groups, and log. X 

Finish registration for upcoming year. 

Screen students for placement. 

X 

X 

Begin transition 
ninth grades). 

(kindergarten, sixth, and 
X 
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Middle and 
junior high 
schools 

X 

X 

X 

school 

X 

X 

X X 

X X 

Middle and 
junior 
schools 

X 
X 

Elementary 
school 

X 
X 

X X 

X 

X 

X 

X 

X 

X 

Middle and 
junior high 
schools 

X 

X 

X 

X 

Elementary 
school 

X 

X 

X 

X X 
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April (continued) 

Senior 
high 
school 

Attend IEP meetings for annual reviews. X 

Advertise summer school and job opportunities. X 

Prepare for graduation and transitions. X 

May 

Senior 
high 
school 

Post available scholarship list in classrooms. X 

Review final transcripts. X 

Prepare graduation credits. X 

Continue classroom guidance units and log. X 

Prepare for closure of groups. X 

Distribute and explain standardized test scores. X 

Continue parent contacts. X 

Assist registrar (credits, GPAs, report cards). X 

June 

Senior 
high 
school 

Help registrar compute credits and courses. X 

Revise schedules of students for upcoming year. X 

Review and interpret data. X 

Determine program effectiveness. X 

Identify programs and activities for upcoming year. X 

This sample calendar was adapted from "The Tool Kit for School Counselors." 
http://WVtfIN.ptc.state.id.us/guldance/guidepdf/toolkit2 .pdf (Outside Source). 

Middle and 
junior high 
schools 

X 

X 

Elementary 
school 

X 

Middle and 
junior high 
schools 

Elementary 
school 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

Middle and 
junior high 
schools 

X 

X 

X 

X 

X 

Elementary 
school 

X 

X 

X 

X 

http://WVtfIN.ptc.state.id.us/guldance/guidepdf/toolkit2.pdf
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Appendix 5 (continued) 

Sample Monthly Calendar 

September 2006 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

1 

1 :00 p.m. First 

faculty meeting 

2 

3 4 

Labor Day 

5 

School starts 

Develop contact 

log. 

6 

Late registration 

7 

Start classroom 

guidance units. 

8 

Establish counselor 

calendar. 

9 

10 11 

Develop "Counselor 

Corner" in school 

paper. 

Patriot Day (U.S.) 

12 

Schedule 

appointments for 

schedule changes. 

13 14 15 

Declaration of 

Independence Day 

(Mexico) 

16 

I 

, 

17 18 

Prepare for and 

advertise parenting 

classes. 

19 20 

5:30 p.m. Parent 

"Sack to School" 

Night 

21 22 

Rosh Hashanah 

23 

Rosh Hashanah 

First of Ramadan 

Autumn begins. 

24 25 

Schedule small-

group meeting on 

smoking cessation. 

26 27 28 29 30 
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ram Sam Ie Calendar 

August 

Foundation Activities 

• 	 Introduce ourselves to students faculty and explain role. 
and Shared Decision Making teams. • 	 Participate on school 

Management Activities 
• 	 Meet with administrator to establish management agreement including goals for year. 
• 	 Create school counseling program calendar and goals for program 
• 	 Create distribute weekly and monthly school counseling program calendars 

(ongoing, weekly or monthly) 
• 	 Begin participating in Supervision with school counselorlsu pervisor 

(ongoing, weekly). 
• 	 Send newsletter to parents/guardians (ongoing, monthly). 
• 	 Attend Leadership Team meetings (ongoing, monthly). 

Delivery System Activities 
• 	 Provide individual counseling to students as needed for 


behavioral/academic/personallsocial issues (ongoing, daily). 

• 	 Consult and collaborate with teachers and administrators on identified needs. 
• 	 Begin individual student planning to identify academic, career, and behavioral goals. 
• 	 Collaborate with community resources to coordinate for students/families. 
• 	 Identify students by reviewing from assessments and cumulative record. 
• 	 Provide parents/guardians with referrals to to meet 


medi.cal/academic/basic needs (ongoing as needed). 

• 	 Provide information to parents/guardians re: after-school programs. 
• 	 Attend monthly grant meetings and professional development trainings (ongoing). 

Accountability Activities 
• 	 Conduct with students, parents/guardians, and school 
• 	 Set goals for gathering data; align goals with mission statement. 
• 	 Collect data assist in developing school-wide expectations for student behavior 

and present expectations to faculty and staff. 
• Develo the uestions to be addressed and measured throu h counselin services. 

September 
Foundation Activities 

• 	 Revise school counseling program mission statement; with administrators. district. 
Management Activities 

• 	 Hold first Advisory Council meeting. 
• 	 Work on RAMP application. 
• newsletter to parents/guardians (ongoing, monthly). 

Delivery System Activities 
• 	 Plan and provide counseling groups on identified topics (ongoing, weekly) 
• 	 Conduct meetings and reward students for improved attendance (ongoing, monthly). 
• Student Skills classroom guidance curriculum (ongoing. weekly). 
• 	 Introduce yourself to classrooms and begin regular guidance lessons (ongoing). 
• 	 Meet With grade level teams to feedback on student academic, career, 


behavioral/emotional. and h sical needs on oin • month I . 
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Activities 
• Analyze Benchmark testing data results to determine student needs. 
• focus of data collection. 


October 

Management Activities 

• Review and revise school counseling program calendar. 
• Disaggregate discipline data (identify who, what, when, and where). 
.. discipline referral with faculty and administrators and develop an action plan. 

Delivery System Activities 
.. Train peer tutors and begin program implementation (ongoing, daily) . 

. Accountability Activities 
I • Assist teachers with initiatin 

November 
Management Activities 

.. Hold second Advisory Council meeting. 
Delivery System Activities 

.. Assist in selecting students who qualify as candidates for participation in after school 

"Strengthening program funding by community grant. 


.. Conclude Student Skills classroom units. 

December 

Management Activities 

It Work on RAMP application. 
Delivery System Activities 

Skills small group (ongoing, weekly). 
. • Facilitate Holiday Drive and distribute to families in need. 
I Accountability Activities 

.. Begin Student 

• Train facult to use ro ram to collect and anal ze data on student erformance. 

January 

Management Activities 

.. Participate in meetings with and teachers (quarterly meeting). 
• Review/revise school counseling program calendar. 
• Submit RAMP application. 

Delivery System Activities 
• Begin AnxietylTest Taking Skills classroom guidance (ongoing, weekly). 
It Present test taking to faculty to implemented in classrooms. 

.. test taking to parents/guardians on Parent Night. 

It Identify students for supplemental educational services. 

.. Hold parent/guardian information session on supplemental educational 


Accountability Activities 
• Analyze Benchmark 
• re 


February 

ate and review assessments for identification of 

Delivery System Activities 
It Hel or anize SOL e 
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• 	 Analyze data from small group counseling sessions conducted. 
• 	 Collect ideas from faculty/staff and students and organize Career Fair. 

Accountability Activities 
• 	 Disaggregate discipline referrals data (identify who, what, when, where) and revise plan. 

March 
Delivery System Activities 

• 	 Begin planning for transitions (incoming students and rising students) - orientations and 
school visits. 

• 	 Gather and review list of at-risk students with administrator/faculty at the end of the 
marking period . 

Accountability Activities 
• 	 Collect post-test data on identified counseling program question. 

April 
Management Activities 

• 	 Receive results of RAMP application and share information with administrator and 
advisory council. 

Delivery System Activities 
• 	 Continue small group counseling, individual counseling and classroom guidance. 

Accountability Activities 
• 	 Collect data on groups and classroom guidance effectiveness. 
• 	 Meet with administration and teacher teams concerning goals/calendar for next year. 
• 	 Begin planning for next year. 

May 
Management Activities 

• 	 Hold last Advisory Council meeting. 
• 	 Review/Revise school counseling program goals, management agreement, and 


calendar for the next year. 

Delivery System Activities 

• 	 Hold final SOL pep rally. 
• 	 Support school-wide testing (SOL) as needed. 

Accountability Activities 
• 	 Disaggregate data from school counselor program evaluations and prepare data reports 

to be shared with stakeholders. 
June - Conduct Program Audits in all areas &complete Action Plans for upcoming year 
Management Activities 

• 	 Meet with administrators and teachers concerning retention/promotion decisions. 
• 	 Review and interpret standardized testing results; meet with leadership team; help 

teachers and parents understand results. 
• 	 Meet with administrators to review yearly goals and counselor evaluation . 

Delivery System Activities 
• 	 Inform parents/guardians about summer activities and opportunities. 

Accountability Activities 
• 	 Meet with administrators to share results of school counseling programs; disseminate 

to other stakeholders. 
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