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ABSTRACT

This document presents a comprehensive guidance
program based on the Missouri Comprehensive Guidance Program and
designed for use in a school district that services kindergarten
through 12th grade. Tt is divided into two major sections, structural
and programmatic. The structural section of the document explains the
philosophy, assumptions, facilities, advisory council, resources, and
budget of the program. The programmatic section is subdivided into
sections for elementary, middle school, and high school levels. For
each of these levels, information is provided on the guidance
curriculum itself, individual planning, respcnsive services, system
support, job descriptions, and appendixes. The guidance curriculum
subsection focuses on activities for grades K-5 (elementary level),
6-8 (middle school level), and 9-12 (high school level). The
individual planning sections describe advisement, assessment, and
placement and follow-up for each level. Responsive services
concentrates on individual counseling, small group counszling,
consultation, and referral at each level. At the middle school level,
the counseling services center on issues of suicide and tragic
events. At the high school level, a section on crisis counseling is
added, along with a section on information. The system support
sections focus on management activities, consultation, community
outreach, and public relations. The job description sections provide
a job outline and evaluations. Each school level section concludes
with appended materials appropriate for that section. (NB)
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OVERVIEW

This is a comprehensive guidance program designed for
the use in a school district that services grades K-12. The
Missouri Comprehensive Guidance Program provided a
conceptual framework in the development of this program.
This program is divided into two major sections; structural
and programmatic. The structural section consists of the
philosophy, assumptions, facilities, advisory council,
resources, and budget. The programmatic section consists of
the gulidance curriculum, individual planning, responsive
services, systems support, job description, and appendixes.
The programmatic section repeats itself at three different
levels; elementary, middle, and high school. This program
is designed to be evaluated on a regular basis. QOur hope is
that this comprehensive guidance program can maximize the
benefits for the students it serves and as a result the
community and school can also reap the rewards.

This program was designed under the direction of Dr.
Julia Yang as part of a project in Counsel ing 502/505 Spring
1993. The following students have contributed to the
success of this comprehensive guidance program.

Coordinator

Susan M. Boldosser
Marie L. Muskey

Elementary School Program
Sister Donna M. Kemberling
Angela W. Partchey
Carla Hogan
Carol Mader

1 am
Kelly Bortner

Gwen Keller
Karen Moll

High Schuvol Frogram

Wendy L.Cekovich
Susan P. Horanic
Steven R. Troyer
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P4ILOSOPHY

The philosophy of the school district’s quidance program is
preaicated upon the peiief that every student deserves the opportunity
té receive the maximum penefit from the educational programs offerea by
the aistrict regardless of age, race. sex or impairment. Each student
Is valued as a person with his or her rights and responsibilities. The
district recognizes the importance of students being emotionally
prepared {o iearn and being placed into a program compatible with their
educationai needs. To ensure maximum benefit to the students.
counselors work not only with the students but with those significant
others who influence the students’ lives such as peers, parents.
teachers. and administrators.

Guidance services are recognized as an integral part of the tocai
educationai program. Guidance auties are performs cooperativeiy to some
degree py aii schooi staff. The guidance department provides the form
and direction to the services within the framework of the approvea
program and under the supervision of the administration.

The counselors strive to meet the needs of the students within the
siructure of the eaucational system and the community. To accompiish
this, the counseiors must identify needs. establish. common goais. ana
mobilize ail the available resources of the parties involved. This
program will then will iena itseif to an assortment of methods.
techniques. and instructional materials that will enhance the lives of
everyone invoived.

The stugents shall have the right to attend schoo! and other youth
programs free of verbal and physical harassment. A standard of respect
and dignity for all will be enforced. Students will have access to
accurate information. free of negative judgment. delivered by trained
adults who both inform ana affirm ail youth. Positive role models will
be made available in person. in school curricula and in proaram
implementation. Finally, students will be included in support programs
that help them deal with the aifficulties of childhood. adclescence. ana
yourg adulthood as they find their way to self-acceptance.
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ASSUMPTIONS

Guldance is a continuous process for everyone invoived.

The gulidance process is fulfllled through certain
specific services and/or acknowledged responsibilities.

The counseling and guidance program is relevant to
gtudent characteristics and needs.

A trained guidance counselor will lead and coordinate
guidance programs.

The counseling and guldance program is coordinated with
the curricular program of the district.

The gulidance program is integrated with and related to
the needs of the community.

The counseling and quldaince program maintains
flexibllity necessary to adjust to changing needs.

The counseling and guidance program is developmental in
mature with provisions for in-service tralning,
research activities, and on-going evaluation.

The counseling and guidance program is thought of as a
contributing part of the total student personnel program
of the school district.

The counsel ing and guidance program is affiliated with
outside resources which are not avallable in the
district.

<




FACILITIES

The Counseiing Service Centers throughout the district are
centrally located ana easily accessible to all students. They are
located away from the schooi office and acministrative statf. The
location wiil enhance irs visibility, facilitate communication between
aill agroups in the schooi and invite people to enter and use ire

facillitles. These centers will create a warm and receptive milue for
all who visit.

The counseling centers of each building shall have the following:

- Appropriate and sufficient furnishings for students and adults

- Audio and visual privacy for counselors’ offices

- Tables for group activities and conferences

- Telephone for each counselor

- Storage area for materials and equipment

- Computer for self-instruction and gquidance related programs

- Access to a conference room

- A waiting or activity area outside the counseior’s office

- Secure room where student records can be stored away from the
counseling center so appropriate personnel have adequate access

- Vocation and eaucational materials

- Generai testing rooms

- Group meeting rooms

- Staff conference room

- Audiovisual equipment. computers. college catalogs

- Interview rooms

The materials ana equipment shali be comprised of. but not limited
to. the following:

- games and toys

—- compuler acsisted prodarams
- Art media

- Developmental learning kits
- Filmstrips

- Puppets

- Career Exploration/ choice materials
- Self-development resources
- College cataiogs

- Test taking skills packages
- Agsessment Inventories

wi
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ADVISORY COUNCIL

The district superintenaent. the school board president or his
appointee. the auidance supervisor. and representatives from the
following: business or industry, labor. the vocational technical school
and the intermediate unit shall comprise a portion of the advisory
council. The other portion shouid embody the following individuals from
each school bujlding: an administrator. a parent. a teacher. a memper of
the quicance staff, and a student. These individuals will be able to
express the concerns represented by their population and within their
respective puildings or communities. The quidance supervisor will
preside over thls counsei.

This group will remain intact to resolve the current ailemma that
prevaiis in the district. The district ana community both feei a neea
to proviae a more acceptable comprehensive gquidance program. This
program wouid provide services to a iarger stuaent popuiation. invoive
more community services. and become integrated into the schogis’
curricuium whiie maintaining current services.

On an effort to achleve this goal the guidance program supervisor
will be responsible for coordinating the advisory counsel into small
work aroups, malntaining communication with the qroups, setting up tasks
timelines. As needed the whole advisory counse! will meet to discuss
the direction and progress of the smail work groups.

The following will serve as a time line for the proaram deveiopment
plan:

1992-1993 Planning Phase

1. Statement of values

2. Selection of a curriculum model

3. Selection of program goals

4. Determination of desired student outcomes
5. Establishment of priorities

1993-1994 Desiani. 3 Phase
i{. Deveiopment of program ob.jectives
2. Selection of proaram strategies
3. Assignment of program components
4. Analysis of staff competencies

1994-1995 Implementing Phase

1. Installitlon of procgram
2. Modification based on evaluation agate

8




1995-1996 Evaluation Phase

L.

W O Ul b W

Formulation of the questions to be answerea by the
evaluation

Selection of evaiuation aesign and measurement
instruments

Bevelopment of proceaures for cata collection

Estapl ishment of a monitoring system

Evaiuation of program and redesign of it as necessary
Impiementation of staff evaluation process

Evaluation of student outcomes

Plan future actlons

An evaluation of the current guidance program will on-going and
two-fold. First. evaluating student proaress. content of the program.,
and staff vearly helps define areas of strengths and weaknesses so that
adiustments can be made for following year. The second reason for
evaluating the program is to provide validity of it for the community.
The quidarce program is to accountable to the community, and the resuits
of the evaluation can be used for that purpose.

On-going evaluations will consist of:

~lOoy O W

DD -

Self-evaluation by counselors

Evaluation of classroom guidance activities by teacher
and counseliors after each domain Is presentea.
Counselor personai classroom activities log.

Surveys to be completed by the students ana parents.
Questionnaries- Graduate Survey

Counselor evaluation by aaministration.

A comprehensive evaiuation of the proaram wiil pe
initiated after three years to determine
effectiveness.
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RESOURCES

The guidance program will offer an array of related services in the
attempt to meet the needs of the students. These services will include
counselinqa, psychological evaluations, health care consultatlion. and
social services. The program will establish a working relationship with
the iocal Drua and Alcohol and Mental Health agencies, The district
will also work cooperatively with Children and Youth and Probation and
Parole as weil as with the local law cnforcement agencies, The
counselors wiil make use of community health services when needed.

Other community resources which may be used include family counseling
services as well as private practitioners. The guidance offices will
maintalin current pamphiets and brochures of outside agencies, their
cost. hours of operation. and intake procedures for service. Additionai
resources within the aistrict will include. put not pe limited to.
school psychoiogist. home and schooi visitors. school nurses and
specialists from ztnhe iocai intermeaiate unit.




ANNUAL BUDGET

Elementary Schoois (33-

Salaries
- Counselors (3) | per buiiding 90.0400.
Suppiies
- Office materiais 10.000.
- Computer Software 4,000,
- Student materiais (i.e. reference. testing
kits., AV, liournais. workbooks. textbooks) 8.000.
- Professional materials 2.500.
iravel/Conferences/Wnrkshops 5.000.
Misceilaneous 2.500.
- Postaaqe
- Communications/newsletters
- Stipends for presenters
Sub-total 122.000.
Salaries
- Counselors (3> | per grade level 96.000.
- Secretary (2) i part-time for SAT 18.750.
Suppiies
- Offlice materiais 10.000.
- Computer Software 4,000,
- Stuaent materials (i.e. reference. testing
kits, AV. .iournais. workbooks, textbooks) 8.0C0.
- Professionai materials 2.500.
Travei/Conferences/workshops 5.000.
Miscellaneous 2.500.
- Postaaqe
- Communications/newsietters
- Stipends for presenters
Sub-total 146.750.
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dlan Sohool (-

Salarles
- Counseliors (4) 1 per grage jevel 144,000.
- Secretary (2) | part-time for SAT 18.750.
Supplies
- Office materials 12.000.
- Computer Software 5.000.
- Student materials (i.e. reference. testing
kits. AV. Journals, workbooks. textbooks) 10.000.
- Professiorai materials 3,000.
Tcavel/Conferences/Workshops 8.000.
Miscellaneous 3.000.
- Postage
- Communications/newsletters
- Stipenas for presenters
Sub-total 203.750.
Total budget 472,3500.
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A. Activities (K-5)

II. Individual Planning v et ervenoeooneos

A. Advisement
B. Assessment
C. Placement and Follow-Up
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D. Referral

IV, SYSTemM SUPPOLT vt vttt v v eeenseens

Management Activities
Consultation
Community Outreach

. Public Reiations

-

-

oG >

V. Job Description ..

Job Outline
Evaluations

w 3>

-

VI, APPeNaiXeS .ttt ivvnnonenns

. Career Planning

Responsive Services Evaluation Form
Contidential Report

Reading Grams and Gramps

Resource Material List

-

-

-

mo O w >

[~
bk

I. Guivance CUurclcUulUT e e e v v vvnnennnnnos

..........................

R N

.e..31e

... o 34e

.e..40e

.....48e




Elementary School Component

GUIDANCE CURRICULUM

The Elementary Guidance Curriculum component is desianed to be a
developmental proaram in which evervy student can learn about
himseif/herseif ana the worid around them. Developmental
guidancescounseling is based on the premise that. as all chilaren
mature, they pass throuah various stages vital to their arowth. During
these stages. specific kinas of iearning and development must occur to
ensure optimail deveiopment.

Developmentai guigance is a continuina process of helpina stuaents to
ungerstand themseives and their worid. Conaucted in the ciassroom. it
provices direction to all students in the areas of educationai.
personai. social. ana career deveiopment. Guidance Counselors.
teachers. and aaministrators, are involved in disseminating ana
providing materials ana Information to make it a positive, all
encompassing program.

Developmental counseiing is a personal way of helping individuais
one-to-one or in small arcups. Counseling focuses on the specific neecds
of the individual and/or group. The process utilizes various techniques
to help the child resoive or cope constructively with problems and/or
development concerns. Special care should be taken in both the
classroom setting an small aroup to include activities involving special
populations as well as minority students. Services should be
coordinated with special education and classroom teachers. When
possible, quidance activities should be incorporated into the regular
classroom instruction. including as many sub.iects as possible.
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Elementary Schoci Component
INDIVIDUJAL PLANNING

Concern for stugent deveiopment in a complex society has been a
cornerstone cf the guidance movement since the days of Frank Parsons.
In recent years the concern for student development has intensified as
society has tecome even more ccmpiex. This concern is manifested in
many ways, but perhaps is expressed most succinctly in a frequently
stated cuidance goal: Helping students become the person they are
capable of becoming.

To accompiish the purposes of this component.... activities and
procedures are necessary to assist students in understanding and
periodically monitoring their arowth and development. Students must
come to terns with their goals. vaiues. abilities, aptitudes. and
interests (competencies) so they can continue to progress educationally
and occupationaiiy. Counselors and others with guidance
responsibilities must be person-development and piacement specialists.

Individual pianning consists of activities that help students to pian.
monitor. and mange their own learning and their personal and career
deveiopment. The focus is on assisting students to develop analyze. ana
evaluate their educational. occupational, and personal qoals ana plans.!

At the eiementary schooi levei, the individual planning component of the
comprenensive auidance proaram may be implemented through a variety of
strategies. A few proad suggestions are listed here,

Indiviaual Agvisement

Counselors assist students to use self-assessment information alcng
with personai-social. educational, career, and labor market
information to help them plan for and realize their personal,.
educational. and occupational goals. (Gysbers, 1990, p. 17)

1. Support groups for students who failed the previous year

2. Individuai or small aroup meeting with students who receive
progress reports in a aiven marking period

3. Use of "Appropriate Life Skills Deveiopment" Checklist (see
Appendix) to assess yearly development needs of individual
stugents ana pian to meet those needs throuah avallabie schooi
programs or referrai

4. Impiementation of the Instructional Support Team

4
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Individual 2

Counselors assist students to assess and interpret their abilities.
interests., skills. and achievement. The use of test information and
other data about students is an important part of helping them deveiop
immediate and long-range goals and plans. (Gysbers, 1990, p. 16-17)

1. Reauiarly scheauled standardized testing

2. Follow-up small group and’or individual meetings with students
ana parents to assist in interpreting resting resuits ana using
the information

3. Plannea and impiemented testing pattery to gather information
on stuaents” apilities. behaviors. ana achievement throuch
tests. inventories. observations. interviews. ana other
proceaures.

The testing battery miaht include:

. a model of basic interviewing techniques

a classroom environment assessment

two behavior assessments

two self-concept studies

a personality inventory

three comparative educational evaluations

. a screening device for children of alcoholics
(Mader. 1992)

-

Q) 11 51 3 O o 3

4. Functioning Child Study Team

+w

Counselors and other eaucation personnel assist students to make the
transition from school to work or to additional education and
training. (Gyspers. 1990. p. 17)

1. Pre-registration and registration for kindergarten students
ana their parents

2. Orientation meeting for parents of new students at the
peqinning of the school vear

3. Support group ansor individual meetings with new stugents in
grages 1-5 auring the first few months of the school year

4. Preparations of fifth grage studente through the quidance
curriculum for the trangition to middle school
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Cooraination with miaale school counselors of an orlentation
day at the new schooi )

Scheduies parent meetinas. school newsletters. individual
meetings, as necessary regaraing curriculum changes ana
choices available at the midale school and the impact of these
choices for future eaucaticnai and occupationai pians of
students.

"0
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Elementary School Component

RESPONSIVE SERVICES

Responsive services consist of activities to meet the immediate neeas
and concerns of students whether tnese needs or concerns require
counselina, consultation, referral. or information. This component is
available to all students and is often student initiated. Cooperation
and support of the entire faculty and staff are essential for the
effective implementation of responsive services. and this will be
discussea further in the system support section. A comprehensive
regponsive services proaram which would meet the needs of the K-5
students in this sch2ool district, would include the following ccmponents
of: indiviauai counseling, smail aroup counseling, consultation. and
referrai. are outlined in detaii below.

jvi i G

Indiviauai counseling is a personai ana private interaction between
a counseior and a student in which they work together on a probiem
or topic of interest. A face-to-face. one-to-one meeting with a
counselor provides a student maximum privacy in which to freely
explore ideas. feelinags, and behaviors. School counselors estabiish
trust ana pbuild a helping relationship. They respect the privacy of
information. always considering actions in terms of the rights.
integrity. and welfare of students. Counselors are obligated by law
and ethical standards to report and to refer a case when a person‘s
welfare is in jeopardy. It is a counselor’s duty to inform an
individua! of the conditions and limitations under which assistance
may be provided. Issues to pe discussed may include:

acacemic failure
chiid abuse
divorce
arief/loss
suicide threats
sexuality issues
school adjustment/attendance
benavior problems
peer problems
supstance abuse
famiiy |ssues
seif-esteem/identity
confiict resoiution
cecision-making skilis
otners. as deemea appropriate
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Smail aroup counseilng lnvolves a counselor working with two or more
students tocgether. Group size agenerally ranges from flve to eigant
members. Group alscussions may be relatively unstructured or may pe
pased on structurea iearning actlvities. Group members have an
opportunity to iearn from each other. They can share ideas, give ana
receive feeapack. increase their awareness, gain new knowiedae.
practice sxiiis. and think about their goals ang actions. Group
discussions may pe propiem-centered, where attention is given to
particular concerns or proplems. Discussions may be arowth-centered.
where generai topic¢s are reiated to personai ard academic deveiopment.
Groups may inciude. put are not limited to. the following:

1. Uncerstanaing personal values- Indlvicuals peneflt from a
knowleage of those values {mportant to them and how these
values influence their declsions. Counselors can help thelr
stucents in this process of examining “things important to
them.* This aid may be offered through aroup meetings,
indiviauai conferences. readings, or in-class activities.
There is no attempt made to alter or change values but simpiy
to help students understand more clearly their own values.

2. Adiustment to school- Counselors help students adiust to a
new school setting by scheduling meetings with groups of
students transferring from one buildinag to another. These
orientation meetings are frequently in conjunction with
classroom teachers., Students new to the district transfer in
throughout the school year. Proarams sponsored by counselors

are aesianed to help these students make the transition more
easily.

When teachers and students have difficulty getting alonag with
each otner. counseiors may be helpful in resoiving the propiems.
The stuaent., parents. or the teacher may initiate the request.

3. Famiiy Reiation Groups- Counseiors meet with students who have
expresseda ajfficuities in their families. either individuaiiy
or in groups. Ideas for change ana/or copying may be discussea.
Referrai sources may be identiflea to students and/or their
parents,

4. Decision-Making Counseling- Counselors meet with aroups ana
indiviauais to aiscuss gystematic ways of making decisions
basea on the stugents’ interest. abiiities. values, and
personai deveiopment. Consideration is aiven to alternative
solutions and consequences before a aecision is made.

S. Behavior Chanage Programs- Day dreamina. misuse of study time.
disorganization. inappropriate peer interaction. disruptive
behavior. poor school attendance. defiance of authority, poor
heaith habits are only some of the stuaent behaviors on which a
counseior mignht focus in behavior ana change program.

-3
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The inappropriate pehaviors are identified throuagh discussion
with parents. teachers. and/or the student. A program is
aevelopeaq.

Consuitation

Counselors consult with school staff. parents, and community agencies
regarding strategies ana resources necessary to meet the students
needs: can be related to: situational, Informational. or instructional
needs. The counselor as a consultant helps people to be more
effective in working with others. Consultation helps individuals
think through probiems and concerns, acquire more knowledge and skill,
and become more ob.jective and self-confident. This intervention can
take place in individuai or group conferences. or through
staff-development activities.

Consultation is most effective when it is ongoing. and is involved
with a wide range of organizations and individuals. both
school-oriented ana non-schooi-pased.

. Consultation with School Staff

A. Sharing information with classroom te:zchers- Counseiors and
teachers share information about individual student needs.
This exchange among foliow professionals must always be
considerea private ana confidential and is exchanged on a
needg-to-know pasis.

B. Counselor Knowleage of the normal pattern of arowth ana
development (sociai. intellectual. and physical) is used to
plan intervention strategies for the teachers to carry out.

2. Collaboration

A. The counseior ana the teacher identify the classroom needs.

B. The counseior aesigns a program to meet the needs of the
individual class or students.

C. The counselor and the teacher modify the program pased on its
effectiveness. '

D. Team Meetings- Counseiors develop procedures and plan
programs to help team members with students.

E. Curriculum Consui:ing- Counselors discuss with staff the
effects current or purposed curriculum have on stugents.

=]

Principal s Aavisory Committees- School wide planning
includes counseicrs.

G. Team Leaaer Meetings- (ounseiors work with teachers in
pianning.

"/
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Stugdent Assglstance Program Teams- Help Identlify and refer
at-risk youth. <{(Refer to Appendix )

Lialson with Non-School Agencies- Counselors provide a
liaison service with non-schooi agencies. The various
services, agencles, organizations, and Institutions are an
essential part of a viaole school system. Contacts may pe on

a referral or consuitation rasis or on an information exchange
basis.

a. Information Sharing- Counseliors share information with
agencles which function formally as social or service
organizations. The information is treated as confidentiai
and district and legai auicelines are followed. Some of
these agencies ana services: The Bureau of Employment
Security, Parks ana Recreation. Police. Youth Services
Bureau. Probation Office. County Employment and Training
Agency, a iocai Physician and Mental Health personnei.

b. Continuing Contact- Contact is maintained with those
commuiiity organizations which can provide information to
students so they may make plans more wisely.

c. Parent Consultatlion- Counselors seek to enhance the level
of parental involvement through:

. Parent Education Workshops

Parent Consultation Center (information and family

management training/literature)

3. In-Home Services Program

4., "Brief Family Intervention®- programs conducted by
university practicum students.

S. Parent Support Groups (parents rotate facilitating

role)

1
2

Referral

Counselors use referral sources to deal with crises such as suicide.

violence. abuse and terminai iiiness. These referral sources may
inciuace:

Mental Heaith Agencies- DruasAlcohol issues. mental illness

Empioyment and Training Proograms- "Career Day" focused on
children

Vocational Rehabilitation- Special needs:

vision/hearing/physical cisapiiities difficulties relatea to
work

Juvenile Services- Law enforcement. Civil Law Education

Social Services- For potential placement
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Spaciai Schooi Proarams- Special or ccmpensatory eaucation.
sucn as support eaucation/instruction for pre-screening
ourposes. to assist in appropriate eaucational referrai.

Crisis Intervention- Possibie hospitziization. contact
resource for other appropriate proqrams.

in-Schooi Psychologicai Evaluation- referral would follow
these aujgeiines:

A. The teacher. principal, parent, or any party directly
involvea with the student may refer the child to the
auidance counselor for academic testing.

B, The classroom teacher fills out a referral form which
consists of the childs’ academic apilities in the classroom.
The school .urse fills out one section of the form.
indicating if there are any problems with vision. hearing or
any other sianificant medical difficulties. The guidance
counselor filis out a section inaicating any measures that
have been taken to remedy the proplem ana scores achieved
from group Intelligence and achievement tests.

C. The quicance counselor will meet with the classroom teacher
ana‘or parent to evaluate the situation and either:
a. Perform the necessary remediations that are appropriate.
p. Perform pre-screening via a Slosson 1.Q. Test and a
compietion of current achievement and classroom leveis.

J. The parent is contacted ana aavisea about the course of
action that has peen recommended. Thls may be a suggestion
to perform acaaemic testing on ana ingividual basis by the
guigance counseior and/or the schooi psychoioaist. A
speciai pehavioral or remedial plan may aiso pe advisea. If
further testing is advised. the parents wiil be asked to
sian a form giving permission to perform the academic
testing.

E. Clpon completion of these tests. the guidance counselor will
report the results to the pbuilding principal. teacher(s).
and parent(s). At this time. a decision wil}] be made
wnether to call for a Chiid Study Team (CST) meeting, in
crder to evaluate the child’s acacemic strenaths and
weaknesses, The team consists of the ciassroom teacher.
orincipal, guidance counselor. ana other teachers directly
involved with the student. Each person on the team provides
‘put ag to what they feel the chiid’s strenaths and
weaknesses are.

. £ the resuits from the meeting irgicate that a
csycnological is in order. the psycnoiogist wiil perform
the evaiuation as soon as possSibie.

rz}

G. .con compietion of the psychoioaqist s evaiuation. a parent

-
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conferenge is 28t up to relate the test resylits,

The psychoiogist wili Inform poth aulcance ana the pullding
principal of test results, If the child is
non-exceptionai. a parent conference will be scheduled by
the principai ana/or the gquidance counselor.

The Multidisciplinary Team Meeting (MDT) is then scheduled.
This involves those individuals from the CST and School
Psychologist. Recommendaticns are made. and a consensus is
reached, These recommendations are then presented to the
parents.

if the chila is exceptional, an Individualized Educationai
Plan (IEP) packet needs to be filled out by the child‘s
current teacher. After compieted , the IEP information
will be sent to the special eaucation teacher to deveiop
the IEP.

A parent conference wiil then be arrangea by the principai
ands/or guidance counselor to present the parents with the
results ana to secure their iegai permission for placement.
The Notice Of Recommended Assionment (NORA) and IEP must be
signea at this time.

After all the necessary papers are signed and documented,
the chilid can be placed In a special education class or
receive services.

R
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Elementary Schooi Component

SYSTEM SUPPORT
Manacement Activities

The aaministration and management of a comprehensive gquidance program
require an ongoing support system. That is why system support is a
ma.jor program component. Unfortunateiy, it is often overiookea or
oniy minimaily appreciated (Gyspers, p. 18)." And yet. the system
support component is as important as the Guidance Curriculum. the
Indiviauai Planning, and the Responsive Services. Without continuing

support. these other three components of the guidance program wiil be
Ineffective.

Management activities on the elementary school level would inciude two
ma.ior blocks of time devoted to adiusting for the needs of effective
teams working with students. The first activity would be monthly team
maintenance meetings for the elementary advisory committee. i.e. staff
members from various grade levels and the elementary school
counselors. The second activity would involve the school counselor
teaming with each grade level teaching group in bi-weekly sessions
reqarding updates on needs of individual students.

Also included in the system support component are activities that
support programs other then guidance. These activities could inciuge
counselors peing involved in the school teaming program ¢helping
interpret test results for use by teachers, parents. and
administrators), serving on departmental curriculum committees
(helping interpret student needs cata for curriculum revision). ana
working with school administrators (Gysbers, p. 19).

Consuitation

in designina the comprehensive guidance program the authors agree with
John J. Schmidt (1991) that typicaily, consulting is viewea as a
process that:

{. Helps teachers learn apout the needs of individual students.
adiust instructional strategies to penefit classes of students.
ana identify resources to improve student learnina.

2. Teams counselors and teachers In an effort to examine the
curriculum and make instructional plans to increase learning
opportunities for ail children.

3. Provides instruction for aili students about deveiopmental

issues. personal growth. peer relationships, learning. and other
important tcpics.

4. Assists parents with information about their children and ways
to support learning ana deveiopment.,

E”
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tollaporates victh other school ang community professionals to
desian strategies to ennance student gevelopment.

6. Offers Information to stuacents to heip them with educational ana
career decisions.

7. Enhances professional development: Counselors involved in
reguiariy updating their professional knowledge and skills
through consultation and collaboration.

Included in this area are activities designed to help counselors
become knowiedgeable about community resources, referral agencies.
field trip sites. employment opportunities, and the local labor
market. :his may involve counseiors vi=iting iocal businesses anc
Industries and social services agencies. Examples of community
outreach on the eiementary ievel couid invoive such activities as:

l. Working with a local grocery store to ailow elementary stugents
use of paper pags to advertise schooi events or to iilustrate
boox reviews then return bags to the store for customers to
carry home.

2. Use of the eiementary building for community organizations to
meet such as scout troops.

3. A fifth arade career day that invites business people from the
community to come in and share their occupations.

4. Sena school counselors to public organization meetings ana
schooi board meetings to share information about schoois’
comprehensive program.

when the school staff embraces the community, they learn about the
varying cultures within, and invite families to tecome an integral
part of their children’s education.

Public Relat]

The puplic relatlons portion of the comprehensive counsel ing proaram
Invoives orienting staff and the community to the complete proaram
through such means as newsletters. local media, school-community
presentations and prochures. Inciudea in the outreach are parenting
classes. as well as parent voiunteer programs and "Reading Grams ana
Gramps® working within the eiementary schooi.
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s a memper of the Guidance Depar:ment, the primary function of a
Guidance Counseicr is to provide a comprenensive guiaance program for
students in graces ~.ndergarten through f:fth in the classroom ana
specificaily provice activities to meet the neeas of their assignea
caseloaa: consui: with teachers. staff. parents, and zaministrators tc
enhance their effectiveness in heiping students ang to provide support
to all of the various educaticnal programs designed to ennance the
academic, social. zna emoticnal well-being cf the Elementary Schcoi
Students. The <Zcllowing allocations of time are suggested as

necessary tc support the aelivery of comprehensive deveiopmental
guidance services.

Guidance Curricuium 35-45%
Individual Planning 5-10%
Responsive Services 30-40%
Systems Suppcrz: 10-18%
Non-Guiaance 3%

{. Impiement the Eiementary guidance curricuium. Guide and
counsel greups and ingividuals through the gevelopment of
educational zna career plans.

2. Coursel smali groups and individual students who are having
emotional, social, or academic deveiocmental probiems.

3. Consuit with teachers, staff and parents regarding meeting
the cevelopmental needs of students. Working as a team :o
solve proolems using means that asre peneficial to alj.

4. Make referrais tc appropriate community resources for

severe probiems.

5. Participate i ana initiaticn of activities which contribute to
the effective cperation of the scnoci.

6. Evaluation ana revision of the guidance program.

7. Pursuit of prcfessional growth.

Key Duties

{. Implementaticn cf

ct

he Elementary Schoo! Guidance Program

A. Counseicrs wiil conauct the guidance program in the classrcom
is piannec in conjunction with scnco! administrators and
teacners. Jcunselors wiil act 35S consuitantsS ana resources

) 8\" . e W,.p‘ £ ooy
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cersons to faci.itale the [nfusion of guidance grincipies into
ihe regular eaucatisn-curricuia.

Guice and counsei groups ana inaividuals :througn the ceveiogment

cf eaucational zna career gians.

A. Counseiors will proviae crientation activities fsr szugents
new to the scnosci: participate ‘n orientation programs for
‘ncoming parents ana stugents: assist students in ihe

transition frem graces S to 6. inform stucents zna parents of
test resuits ana their {mplications for educaticna! ana career
sianning; and provice resources and information Io

further career awareness iand career expioration activities.

Counsel smali groups anc incividuals who are having sociz..
emotional, or ecucational proplems.

n. Counselors wi.i conauct structurea, goai-orientea gcsunse
sessions to meet the icentified needs of inaiviguai
cf stuaents. Session tcpics at the E.ementzry Sghs
nay inciuge seif-awareness. self-identity, stugy sx
oehavior management, peer relationships, famiiv ¢
child abuse, supstance abuse, suicide, cross-cu.z
exc.

Consuit with teachers. staff, and parents, regaraing meeting the
deveiopment neeas of stuaents.

A. Clounselors will participate in teamings; conduc: :n vice
programs for facuity, and staff: conduct ana facx..~ate
conferences with teachers, students, and parents: CChaucs

parent eaucaticn programs; assist famiiies with scnooi reiatea
sroblems.

Jdake referrals tc cutsice agencies for stuagents with severe
grociems.

A. Counselors wi:! consult with in-aistrict ana community
resources inciuaing Children and Youth Services. ¥entai Health
croviders, school psychoiogists, Intermediate Unit staff,
school nurses, community physicians, etc. Counseicrs wii.
21s0 coordinate the treatment plans of these sgencies o0
facilitate coordination of services and wholis:ic cianning for
Youth who are invoivea with the school ana cutsice acencies.

Participate in anc initiaticn of activities which contricute to
the effective operaticn of the school.

A. Counseiors will interpre: test results: estapiish effec:ive
.lalsons with the waricus instructionai departments. sct 3s an
advocate fcr inaiviaua: students as appropriate. :ssist ia the
clacement of stucents with gpecial neeas into appropriate
educational .eveis. participate in “he district testing
program, cecnauct puciic reiations activities, <reate grant ana

¢G
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r special orograms applicacie to guicance

Evaiuation and revisicn of tne guidance program.

-
.

Counseiors will pericaicaily review the guidance pregram with
staff, aaministrati. n. zna guidance personnei from tne

“iddle and High Schoo! .eveis. participate in a
self-stuay: review ana moaify the program biased on th
of seif-study, maintain a five-year plan for future =
zna goals.

€ resu;ts
activities

2ursue professionai growth.

A. Clounseiors will attena national, state, and local! staff
Zcevelopment programs: carticipate in professional
crganizatjons; read prcfessional journals: attena relevans
norkshops and conferences. take Doctoral courses. auiner
.ourna! articies, present ccnference worksShops, network with
ccunseling staff from ciher cistricts, participate in peer
supervision.

Three Zorms are given 3t the enxc of this section to pe used <o
assist in evaluating the guiazance counselor.
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FORMATIVE OBSERVATION FORM

Counselor Date School

Time Entered Time Leaving Observer
Performance Areas:

1. Implements the Guidance Curriculum component through effective
instructional skills and the careful planning of group sessions for
students. (classroom activitics, group activities)

2. Implements the Individual Planning component through the
effective use of guidance skills (individual appraisal, individual
advisement, placement, etc.).

3. Implements the Responsive Services component (consultation,
personal counseling, crisis counseling and referral skills).

4. Implements the System Support component through 2ffective
program monitoring and management.

5. Establishes cffective professional relationships.

6. Fulfills professional responsibilitics.

Counselor's Signature Evaluator's Signature

(Signatures simply imply that information has been discussed.)

y
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SUGGESTIONS FOR WRITING JOB TARGETS

Counselor Date School

1. Performance Area:
State here the performance arca.

2. *Criterion:
State a specific criterion such as, "selection of individual planning
activities consistent with identified student nceds.”

3. Improvement Objective(s): (Applicable descriptors and/or
definable deficiencies)
State the desired objective (outcome) to be accomplished. This will often be
similar to a descriptor for that criterion.

4. Procedures for achieving objective(s): (Explanation of
counselor and administrator responsibilities) _
Provide specific statements which describe what the counselor is to do to
achieve an objective and what you will do to assist. These statements define
the process, the steps. and the ingredients for change.

5. Appraisal Method and Target Dates:
How -will we know when progress is made? How will we monitor that
progress? At what point in time do we c¢xpect achievement of the objective
or adequate progress so (hat a time extension is appropriate?

6. Counselor's Comments:
Provide the counselor with the opportunity to share his/her thoughts.

7. Evaluator's Comments:

Be positive. If appropriate, take this opportunity to reinforce the change
that needs to bec made and why it is appropriate.

Counselor's  Signature/Date Evaluator's Signature/Date

Date Objective Achicved:

Counsclor's Signature Evaluator's Signature

(Signatures simply imply that information has bcen discussed.)

*Onc Job Target Sheet should be used for cach_criterion.

s
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JOB TARGET SHEET

Counsclor Date Schooi
1. Performance Area:
2. *Criterion:
3. Improvement Objective(s): (Applicable descriptors and/or definable
deficiencies)
4, Procedures for Achicving  Objective(s): (Explanation of counselor and

administrator responsibilities)

5. Appraisal Method and Target Dates:

6. Counsclor's Comments:
7. Evaluator's Comments:
Counselor's Signature/Date Evaluator's Signature/Date

Date Objective Achicved:

Counselor's Signature/Date Evaluator's Signature/Date

(Signatures simply imply that information has becn discussed.)

*One Job Target Sheet should be _used for cach criterion.




APPENDIXES

for the

Elementary School Guidance Program

e
hl

48e




O

ERIC

Aruitoxt provided by Eic:

lementacy Component
naiviauai Planning

-1 |}

Instructicns:

This activity is intended to help counselors monitor and
strenathen jnaividual stugent achievement of the stugcent
career development competencies and indicators and to assist
in ceveloping an educaticnai ana career plan.

T -

2t is recommended that an “Inaividual Career Plan- be
maintained for each stugent tnroughout the eiementary
schooil experience.

The counselor or teacher-advisor to whom a student is
assignea shouid pe responsibie for meeting with tnhe

students to develop. review. revise. and impiement the
pian.

As part of an end-of-vear evaiuation. the stugent’'s
.evel of success in attaining each competency shouig pe
recorqaed oy the counseior.
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Name
School

1. My pest characteristics are:

2. My malin likes and alslikes are:

3. My strongest zpiiities are:

4. When I arow un, I think I would like to work as a:

5. To pbe a good student. I need to do the follotring thinas:

6. To pecome the <ind of person and citizen I want to be. I have
fully achievea the foliowing career development competencies
and perform ai: igentifled indicators. (Write in the month
and year wnen ulily achieved.?

Competency Date

- Knowleage of tne :mportance of a self concept
to geveiopment.

-~ Skilis for inreracting with others.

PEST COPY AT ARIE
t 63
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Awareness of the importvance of emctional ana
physicail development career decision making.

Awareness of the importance of educational
achievement to career opportulities.

Awareness of interreiationsnip of work ana
tearning.

Awareness of sk!liis for ungerstandling and using
career information.

Awareness of the Interrelationship of responsibiiity.
good work habits. and career opportunities.

Awareness of how careers relate to the needs ana
functions of society.

Understanding of how to make decisiong and chcose
alternatives related to tentative educationa! ana
career qoals.

Awareness of the interreiationship of life roles
ancd careers.

Awareness of different occupations and chanaing
malesfemale roles.

1%
L

I will participate in
community activities

T
characteristics. napit

e followinag home. scnooci. ara
neip myself develop the
. ana skills I neea ana wanrt:

-
T
O
[
s

SIGNATURES:

1. Stugent

2. Parent

3. Counselor




IST APPROPRIATE LIFE SKILLS DEVELOPMENT - FIRST GRADE
Student's Name: Teacher: Date:
Please indicate where this child is functioning compared to the average child in vour class.

I. SOCIAL INTERACTION | Never | Sometimes | Usuallv | Always' N‘A
Shares P ' :

!

|
Plays:works cooperatively :
: Maintains friendships _
. Respects authority i |
Handles change easily
Follows rules

|
| |

o
hl

|
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II1. SELF CONCEPT Never | Sometimes | Usually | Alwavs| N/A

Tolerates differences between self and others | |

Displays appropriate emorions
Displays self control
Panticipates voluntarily i
Works independently with confidence
Regular in antendance

-

III. COMMUNICATION SKILLS | Never | Sometimes | Usuall Always| N/A |
Speaks freely to adults

Expresses feelings
Uses appropriate vocabulary
Speaks im complete sentences
—Conveys important information- home, school

Asks for help when necessary |

1V. DECISION MAKING Never | Sometimes | Usuaily | Always| MN/A

Displays common sense l
Makes appropriate choices
Follows through once a decision is made

1. Are you aware of any life crisis this student is experiencing? Yes No
2. Has this student experienced any loss that you are aware of? Yes No
3. Do you have relevant information conceming this child's family situation? Yes No

*IF YOU HAVE ANSWERED YES TO ANY OF THESE QUESTIONS, PLEASE
DISCUSS IT WITH THE SUPPORT TEACHER.

® 3 G0




IST APPROPRIATE LIFE SKILLS DEVELOPMENT - SECOND GRADE

Student's Name: Teacher: Date:
Please indicate where this child is functioning compared to the average child in vour ciass.

N 1

Respects others and their propeny ! | |
Makes friends easily i ! !
Shares |

Respects authonty

I. SOCIAL INTERACTION ! Never | Sometimes l Usually | Alwavs: N A

I1. SELF CONCEPT Never | Sometimes | Usually | Alwavsi N:A
Exhibits self-confidence

Handles making mistakes appropriately
Regular in attendance

I
i
Positive self image |
|

I
1
l

I11. COMMUNICATION SKILLS | Never | Sometimes | Usually | Always | N/A
Shows verbal maturity
Expresses feelings/ideas |
Participates in discussions

Asks for help when necessary

IV. DECISION MAKING Never | Sometimes | Usually | Always| N/A
Makes appropriate choices

Accepts consequences l
Displays common sense
Displays self-control

1. Are you aware of any life crisis this student is experiencing? Yes No
2. Has this student experienced any loss that you are aware of”? Yes No
3. Do you have relevant information concerning this child's family siruation? Yes No

*IF YOU HAVE ANSWERED YES TO ANY OF THESE QUESTIONS, PLEASE
DISCUSS IT WITH THE SUPPORT TEACHER.
4
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<




IST APPROPRIATE LIFE SKILLS DEVELOPMENT - THIRD GRADE

Student's Name: Teacher: Date:
Please indicate where this child is fuactioning compared to the average child in vour class.

I. SOCIAL INTERACTION Never | Sometimes | Usually | Alwavs | N:A

Gets along with other students !
1 Respects others (peers/adults) :

Makes friends easily '

Able to §hare with others

Follows rules in school and at play |

I1. SELF CONCEPT Never | Sometimes | Usually | Alwavs! N/A

Willing to participate

Not afraid to try new things

Aware of daily routine

Handles making mistakes appropriately

Displays confidence in self

Regular in attendance

III. COMMUNICATION SKILLS Never | Sometimes | Usually | Alwavs| N/A

Verbal maturity is within the norms
of the classroom

Expresses emotions appropriate to
situations

e e — e

Expresses needs and wants '

IV. DECISION MAKING Never | Sometimes | Usuai.v | Always ' N.A

. Makes appropriate choices

Accepts consequences of a decision

Recognizes a decision’s impact on others

T
Accepts responsibility for a decision ]
|

1

1 ’ I

1. Are you aware of any life crisis this student is experiencing? Yes No
2. Has this student experienced any loss that you are aware of? Yes _No
3. Do you have relevant information concerning this child's family situation? Yes No

*IF YOU HAVE ANSWERED YES TO ANY OF THESE QUESTIONS, PLEASE
DISCUSS IT WITH THI: SUPPORT TEACHER.

5




IST APPROPRIATE LIFE SKILLS DEVELOPMENT - FOURTH GRADE
Student’s Name: Teacher: D'atef )
Please indicate where this child is functioning compared to the average child in vour class.

I. SOCIAL INTERACTION - | Never | Sometimes | Usuallv ! Alwavs ! N‘A
. ' , ‘

Jzts along well with peers - ‘ i

Respects authority |

+ Can make/mainwain friendships I

]
J
!
Panticipates in classroom activities : '

{_Iiunaions as a leader as well as team player

S N O |

| I1. SELF CONCEPT Never | Sometimes | Usually ! Always: N:A

Cheertul, enthusiastic

|
|
} Shows pride in work

Honest

JU IV N S

Regular in artendance

]

i

| !

Tries. puts forth effort |
|

Self-motivation l

Dependable

Exhibits self-control

{nterested in expanding knowledge

II1. COMMUNICATION SKILLS Never | Sometimes | Usually iAlwaxs N/A

Expresses self effectively in written form |

Expresses feelings in acceptable ways |

Can initiate and participate in a
conversation

Expresses self effectively in verbal form

I

IV. DECISION MAKING Never | Sometimes | Usually | Always | N/A

Distinguishes between right and wrong

Able 1o analyze consequences of given action

ACCCp(S consequences

Knows when to ask for adult help

Not easily swayed by peers

Co




|

1! Are you aware of any life crisis this student is experiencing?Yes No

No

2. Has this student experienced any loss that yvou are aware of?Yes

3 . . . . N a . . 3
3. Do vou have relevant information concerning this child’s family situation’
Yes __ No

*IF YOU HAVE ANSWERED YES TO ANY OF THESE QUESTIONS. PLEASE
DISCUSS IT WITH THE SUPPORT TEACHER.




Elementarv Component
Regponsive Services

RESPONSIVE OSERVICES EVALUATICN FORM

Date:

1. Maior Activity:

o

Gragce Level:

3. Resource Recuirea:

4., Time ¥

L8]

ame

5. Resuits (evaluation documentation):

6. Stucent Cutcome (if appiicabple):

1C9
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Elementary Component
Support Services

READING GRAMS AND GRAMPS

WHO: Any granaparent who wouid like ~ come to the
eiementary schooi to read to chi.dren.

WHEN: The program wiil cegin in the eiementarv cafeteria.

9:00 2M Weicome 3zna Orientation by the Princiral ana
Assistant Principal.

9:10 AM Reading Grams and Gramps will eacn seiect
a book from our special box to reaa to a
class.

9:40 AM Our Reading Grams and Gramps will have
personal guides to take them to ciassrooms
where they will read to children.

10:15 AM Reading Grams and Gramps may arrange
another time with the teacher to come back
an reaq again.

Do YQU want to be a Readina Gram or Gramps? We hore sc !! Dlease
cali or send in a note witnh vour arandchild.

Senior citizens can enrich iearning in the cilassroom oy sharing
experiences that span aecaaces of history making events. Personai
examples from their own chiiahood or a new perspective to a story
bring vaiuaple insight to many aiscussions. They can zisoc moaqei
traaitionail values. such as nonesty and compassion that are so
important for impressionapie voung minds. The pona that often
forms petween senior citizens ana a class builds seif-worth for
evervone involved. it creates a relationship that is as
rewarding for volunteers was is it is for the chilaren they
influence.

-
C
oy




RESOURCE MATERIALS FOR ELEMENTARY SCHOOL GUIDANCE CURRICULUM

1. "Being A Friend" Storybook, AGS, Inc.
2. Building Self-Esteem, Consulting Psychologists Press, Inc.

3. Comprehensive Health Education Foundation

4. DUSO AGS, Inc.

5. Filmstrip Series - "How Do I Feell"

6. Filmstrip Series - 'Learning To Use Your Mind"
"Patch The Pony"
"Think Aloud Program"

Research Press

7. "Getting Along With Others" Research Fress

8. Here's Looking At You 2000

9. McGruff's Drug Prevention ana Child Protection Program

10. Puppet Productions, Inc.

il. Serendipity Books

1?2, Super Me Activity Books

13. "The Berenstein Bears Learn About Strangers"

l4. "The Same Inside" Video

15. "Vultures" Video

16. "Why We Work" Video

104
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The
Middle
School

Guidance
Program




.

Iv.

VI,

Middle Schooi Guidance Program

GuUIidance CULLICUIUM vttt ettt ettt eeeeeeennnnnnennnnn im

A. Activities (8-8)

Individual Planning ...t v e nnnn.. e e e e 14m

A. Advisement
B. Assessment
C. Placement anda Follow-Up

ReSpCNSive ServVICES vttt it ettt it e 16m

A. Indiviauai ana Smail Group Counseling
1. Suicide
2. Tragic Event Response

B. Consuitation

C. Referral

A. Management Activities
B. Consultation

C. Community Qutreach

D. Public Relations

N Lol o R VT-T-Tod ol § < X Jl Ko o N 24m
A. Job COutline
B. Evaluations

Abpendixes ...... .00, et e e ettt e e e e 30m

A. Sulcide Risk Scaie
B. Tragic Response Plan
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' Middle School Component
GUIDANCE CURRICULUM

The Gulidance Curriculum component is designed is such a way so that all
3tugdeNts can learn in a sequentiai pattern. Guidance counseiors.
teachers. ana administrators, zare invoivea in the presentation of
varlous mater!als using a numper of cifferent techniques. methoas. ana
resources, Students at the Mldale School level are presentea with
materiais that wili proviae them with knowiedae of normal growth ana

development. promote their positive mental health, and assist them in
acquiring anac using iife skills.

The focus of the Guidance Curriculum is on both classroom activities and
group actlvities. Care should be taken in both settings to incluage
activitles involving special populations as weil as minority students.
Services should be coordinated with special education and ciassroom
teachers. When possible. guldance activities should be tnfused into
regular ciassroom instruction, including as many sub.iects as possiple.

Structureg Groups

Group activitlies will be used primarlly in two ways. Large groups
will be organized for such sessions as career and educational days as
well as student orientation. Depending on the topic to be coverea.
these sessions may be conducted by counselors, teachers,
administrators, or a combination of these.

('| assroon Ecgsgn;a; i ons

Counselors teach, team teach, or suppor: the teaching of guidance
curricuium iearning activities in the ciassroom or other suijtabie
school faciiity. Classroom activities are developea arouna the areas
of Knowleage of Self and Others. Educational and Vocationai
Deveiopment. and Exploring ana Planning for Careers. Suggestea topics
for ciassroom guidance activities should include. but not pe iimited
to, the foiiowing:

1. Knowiedge of Self and Qthers

A. Understanding ana Accepting self- Stucents are qulded in
examining their own ideas., feclings. and values. Emphasis
Is placed on understanaing how thoughts and feeiings affect
pehavior as well as unaerstanding the actual physical! and
emotional changes that are a part of arowing up.

B. Understanding and Accepting Others- Lessons should include
examining physical. mental. racial. cultural, religious.

16°¢




V]

A.

and soclai alfferences 2s well as simiiaritles. Throuan
the use of roie piay, agroup aiscussions, and group
problem-solving tecnhniques, students snouid come to
understanaing ana appreciating problems with aifferences.

Learning Apout Famlly Relatlonships- Activitles should
center on qetting aiong with other family members
(inciuding step-parents., guardlans, step-brothers.
step-sisters, etc.), family responsibilities, and programs
commonly arisina in families.

Decision-Making Skills- Students will learn to identify
probiems. find possibie solutions, set goals. make
decisions, and accept responsibility for those decisions.

Eaucational and Vocatlonai Development

Improving Study and Learning Skills- Sessions will address
the areas of organizing time, listening carefuliy ana
asking questions in ciass. taking notes, and organizing
class and homework materials. Other classes should «zal
with stress and test anxiety and possible soiutions.

Success in 3chooi- Topics should incluce defining
‘success’ for each student and setting appropriate aoals.

Learning from Failure- Students will see the difference
between "failing" ana “being a failure." Exampies from
real life, incluaing famous “failures*. will reinforce
these iessons.

Planning for Schooi ana Beyona- Students wlll examlne
possible options inciuaing college, vocational schooi. ana
the military.

3. Career Planning ana Exploration

A.

Exploring and Planning for Careers- For older Middale
School students. computer programs (DisScover and others).
filmstrips, and other materials will be used to expiore
students’ interests and abilities as they relate to career
choices and coordinate course choices with career plans.
Field trips to local high schoolis. colleaes. vocational

schools. and universities might be used to enhance these
sessions.

Choosing Nontraditional Classes and Careers- Students
will learn that all ciasses and .iobs are acceptabie for
both sexes. Handling disapproval and discrimination wiii
be a part of these sessions.
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Middle School Component

INDIVIDUAL PLANNING

Concern for student development in a complex society has been a
cornerstone of the guidance movement since the days of Frank Parsons.
In recent years the concern for student development has intensifiea as
society has cecome even more complex. This concern is manifested in
many ways, cut perhaps ls expresseq most succinctly in a frequentiy
statea quicance goal: Helping students pecome the person they are
capable of becominag.

To accompiish the purposes of this component of the model, activities
and proceaures are necessary to assist students in unaerstanding ana
periodically monitoring their arowth and deveiopment. Students must
come to terns with their goals, vailues., apilities, aptitudes. and
interests (competencies) so they can continue to progress eaucatioraliy
ana occupationaily. Counseiors ana others with guidance
responsipilicies must be person-deveiopment ana placement Specialists.

Iindiviauai pianning consists of activities that hRelp stuagents to pian.
monitor. ana mange their own learning and their personal and career
geveiopment. The focus is on assisting students to develop analyze. and
evaluate their educational, uvccupational. and personal goals and plans.!
Indjvi 1 Advj t
Counselors assist students to use seif-appraisal information along
with personal-social, educatlional, career. and labor market
information to heip them plan for ana realize their personal.
educational, and occupational goais.!

L. Stuaents use DISCOVER program in ciassroom and individualivy.

2. Classroom presentation ana assistance with course selection
process.

3. Speaxkers from Vocational Technical schooi inform stuaents of
programs availaple there.

4, Fieiatrip to Vocationai Technicai to tour facilities ana gain
infermation.

5. Aavisor-Aavisee Program - Zach teacher s responsible for 3 #°
of stuaents.

5. naiviaual Counseling
Clup presentations from high scnoci stucents.

8. Various speakers form community that will provide an
introaguction to careers.




Counseiors assist stuagents to assessS ana interpret their apilities.
interests., skiils, ana achlevement. The use of test information ana
other aata apout stucents Is an important part of helping them dcevelop
immeaiate ana iong-range goais ana pians. FExampies of activities at
the Mladle Schooi Level inciuaqe:

1. Meeting with stuaents who receive progaress reports at
mid-marxing period.

2. Administration and interpretation of standardizea tests.
a. Testing for Essential Learning Skills (Mar. of 8th ar.)
b. Otis-Lennon Mental Ability Test (Mar. of 7th ar.)
c. Differential Aptitude Test (Nov. of 8th gr.

3. Self-Directed Search aaministered to 8th graders.

4. Use of DISCOVER program to assess interests and abilities. Meet
individualiy with each student.

5. Test interpretation sessions offered to parents following all
ma.jor standardized testing.

Placement and Follow-Up
Counselors and other eaucation personnei assist students to make the
transition from schooi to work or to additionai eaucation and
training.

1. Buiiainag orienvation for incoming 6th graders.

2. Builaing orientation for niah school for 8th aragers.

3. Meeting with ail interested 8th graae parents regaraing
information on scheduiing, acaagemic tracks. etc.

4. Open-House at the Miadle School for famliles of ail incoming 6th
graders and new students.

S. Open-HOuse at the High School for families of all 8th graders.
6. Testing and placement in special needs settings. including
honors classes. gifted program. study skills classes and special

education classes. (The school psychologist may acminister some
of these piacement tests.)

7. Placement of students into "Success Team* which is aesi smed for
stuaents severai grade levels below in reaaing and/or math.

8. Scheauling sessions for all students in smali classroom settings
to assure proper course selection.

9. indiviaual counseiing for students.
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Middle Schoo! Component
RESPONSIVE SERVICES

The responsive services component of the Middle School counseiing
program is estimatea tc take up 30-40% of the middle school counselors’
available time. The responsive services component is the single most
time consuming portion of the miadle school counselors’ .ob. Because of
the needs of middle school aged students, this component will utilize
counselors, aaministrators. teachers, parents, and community resources
as needed to meet the needs of students.

Responsive services will inciude five main categories: Information.
Consultation. Personai Counseiing, Crisis Counseling, and Referral
Services. Each of these catecories will be used creatively. and
flexibiy to aadaress the neeas of students, parents, teachers, schooi
aaministrators. and counseiors. Responsive services wili be availabie
to ail students and wiii pe acapted as needed to meet the neeas of
minority stuaents ana speakers of ali languages.

The area of information wiii include materials on:

Deveiopment of middle schooi students, academic issues, study skills,
parent/child relationships, aating, dating violence/date rape, drugs and
alcohol. career deveiopment. (inciuding the Discover program), col iege
decisions (including the Discover program), learning disabilities,
English for speakers of other janguages, 'special education issues,
referrai sources and ccmmunity resources, health problems, nutrition and
fitness. mental health ana iilness. family relationships. multiculturai
issues. ciubs and organizations for youth, school activities.

The information services secment of responsive services will operate in
con.iunction with the schcol library, with brochures and pamphlets on
various topics available in the waiting area of the Middle Schooi
guidance office. materiais such as books, filmstrips, vid.o tapes or
movies may be checkea out of the aroup use. The guidance counselors
will maintain an upaated list of all materials offering information
relevant to the neeas of the Middle School Community. and wiil order ana
update the informatlon materiais as needed. Staff will attena
twice-vearly workshops on various issues.

Ingiviguai ang Smali Group Counseiing Services

The counseiing services seament of the responsive services proacam
will consist of poth inaiviauai ana small group sessions which will be
available to aadress acaqemic issues. personal. and social
difficuities faced by stuaents pehavioral management, cross-cultural
issues. arug and aiccnoi issues. family proplems and other areas of
concern to students wnich occur on an on-golina pasis. Referrals will
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oe acceptea from the Student Assistance Team, teachers,
aaministrators, parents, anonymous peer- referral, and seif-referrai.

Counsaiing will ~e offered one night per week to meet the neeas cf
parents wno are unable to attena croup or inalvidual sesslons aquring
requiar scnooi hours. Indiviauai counseiing sessions with stucents
will invoive parents whenever famiiy issues seem to be a main issue
for the stuacents (divorce, separation, death in the family. supstance
abuse. etc.). Counselors wiil keep case notes om all inaividuai

sessions. ana wiil optain reieases of information whenever possibie
ana appropriate.

in the event that long-term counseling is necessarcy, all stucent cases
in need of long-term counseilng will be reviewed by the guidance team
to evaluate the counseling process and to recommend continuation of
the current counseling process or to recommend referral to a rescurce
outside of the school, or to an appropriate counseling group or
terminaticn of individual counseiing sessions.

All community agencles involved with students will be invited to
participate in team planning for individual students. The school will
make meeting space available for teamings and individual counseling
sessions with ccmmunity resources. and meetings with case workers.
Jjuvenile prcopation authorities, etc. Students will be present at ali
teamings where indlvidual students’ input and involvement is important
to the success of the plan. Students will be empowered to take
responsibiiity for schooi issues that they can change. All
appropriate reieases of information will be obtained when information
is sharea. All school personnei will adhere to the strictest ethica:
code of cenfidentiality regaraing information shared during teaminas
invoiving outside agencies. Cooraination and scheduling of

teamings ana indiviaual counseiing sessions will be done throuan the
Middie Schooi auicance secretary.

Group sessions will be an integrai portion of the counseiing services
component. The middie school wiii employ one professionai counseior
who speciaiizes in the operaticn of therapeutic counseling groups.
This counseior wiil have group sessions as his/her primary auty. ana
wlil serve as a consultant to other counseiors and staff who run qroup
or classroom guidance sessions. Students with similar issues wiil pe
groupeda wnenever this seems appropriate to meet the needs of the
stugentsS. Parent support agrcups will aiso be offered to acdress
parentai concerns such as teen sexuality, pregnancy, special education
issues, parenting, etc. Groups may De run using community resources.
adjunct counseling staff, the middle school counseling staff.
counseling teams. or counseling interns. Parent empowerment ana
leadership will be encouraged ana supported whenever possiple (i.e. an
on-going parent led group for parents of gifted students). Child care
will be available aquring the designated activity night.
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It is imperztive that the responsive services component of the
Midale Scheooi Counseiing Program inciude efficient and effective
means of zssisting studenis in crisis situations.

Crisis management may involve counseiors. parents. administrators.
school psycnologists. outside therapists. community mental heaith
personnel, Crug and Alcohol program intervention. teachers. staff
individuai students or even the entire student body.

Crisis management services will be available to respond to the
crisis neecs of students and staff. Issues addressed by the cricis
management component will include:

Suicide <:nreats ideation. drug ana alcohol interventions.
response t¢ tragic events. weapons in the school. fire and other
safety concerns. raturai disaster pians. ana schooi intruder.

The goais ¢f this component are to provide students and staff with
developmentaily appropriate means of working through crisis issues
and to reestablish normal school routines as soon as possible.
Crisis issues may include grief ana ioss. fear for ones safety.
suicide, supstance abuse. etc. If the stuaents or staff members
difficulties are severe. referral to outside recourse will be maae
to maximize the gotential benefits to the student or staff member.

Emergency :translation services will “e available for any persons
who do not speak fluent English.

The goals ana rationaie of each crisis management component will be
listed along with the specific plan for each component.

1. SuicidesSuicidal Ideation Response

A. Rationale: It is important to take all suicide threats.
attempts or ideation SERIOUSLY. Parents will be notified of
ail suicidal intentions to enable them to respond to their
chiid’s needs. The Suicide Risk Scale should be used to heip
counselors and psychologists eviluate the aanger for each
inqividuai student who is at risk c¢f suicige. Counselors anc
staif wiil consuit with another crisis management team memcer
to getermine the apprcpriate course cof action.

B. Goais:

o

Jotification of parents/evaiuation of parents’ ability tc
sppropriately hanaie suicidal student.

referrai to community mental health services if needea.

. Stapiiication of schoo! routirne.

3 O
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d, Removal of sulclige student from schocl! mlleu,

e. Evaluation of student and.plan for treatment.

f. Identification and evaluation of students who are "at-
risk" for copy-cat gestures.

a. Intervention with frlends. peers, cr #family mempers of the
suicidal stugent as needed.

h. Referral ana In.ormation resources fcr parents ana Staff
mempers.

i. Contemplation of Suicide Risk Scale for ail suiciaal
ideation ana gestures (See Appendix)

2. Tragic Event Response

A. Rationaie: In the aftermath of a particuiar:y tragic event
(natural disaster. military call-up, death. suicides.
shooting, etc., it may be necessary and desiraple for the
scheool to perform an Intervention and post-intervention roije
in the iives of students and staff. In the event of a
particulariy aistressing event, it may pe unwise or impossible
to continue effective education until the issues of shock,
arief and loss. or safely have been addressed and the process
of healing and support is begun. The school’s plan for
intervention utilizes the skills of counselors. teachers.
and others support personnel who are trained to recognized
severe "at-risk" behavior and to find appropriate support or
referral sources quickly. In addition., the school community
can utilize supportive relationships between students and
staff that are already established to provide an avenue for

discussion. understanding, and hope during a crisis situation
for a crisis.

B. Goais:
1. To aisseminate accurate. factual detaiis of the event.
2. To proviae the school community with a forum for sharing

feelings surrounding the event.
To provide opportunities to share gooa ana baa memories.
To proviae opportunities to receive emotional support.
To identify and remediate severe reactions to the event.
To avoid serial suicides and to return to normal school
operations as soon as possible.
To estapiish a professional, planned intervention to
handle tragic events- to assign rooms. personnei. etc. to
allow for the most efficlent crisis management possible.
8. To iaentify outside resources that may pe cailed into
the schooi to assist in the crisis management plan.
9. "o reduce the confusion and hysteria that may accompany a
tragic event,
10, To identify staff training needs to enable and support
staff in facing a crisis situation.

- -

-

o Ul b W
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-

(See Appenaix for an outline of the Tragic Event Response Plan)
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Consujtation

In responding to the neeas of the Middle School community. the
counseling staff will nave a very important roie as consuitant to
teachers. parents. aaministrators and principals. This consuitation
will Include Instructiconal Support Teaminas, Stugents Assistance
Teamings consuitation with community professionals (Children and
Youth. .iuvenile Probation, Drug and Alcohol, etc.), and parents. In
dealing with the problems of today’s Middle School student. it is
important that all of the agencles tasked with serving za2mu indiviauail
student work together to provide the most comprehensive and wholistic
plans for assisting youth. Too often these agencies work
independently of each other. It is necessary for them to work in
concert to best provide adequate service for all youth. The school
community is an integral, and important part of all students’ lives.
As such, the educational services component must be an integral part
of programs that serve juvenile delinquency rehabilitation.

foster care planning. learning disabilities. students’ mental heaith
concerns, drug and aicohol rehabillitation. parent-child confiict. etc.

Referral

Counselors will refer students with severe emotional., behaviorai,
social. and substance abuse problems to outside professionai
resources, Counseiors will keep updated lists of service providers.
ana will periodically meet with various community resources o
evaluate the referrai process and the appropriateness of referring
students to outside agencies. Money will be budgeted to proviae
outside services to inalviduais who cannot afford them and who ao not
quaiify for other means of funding mental health or Drug and Aicohol
treatment. Counselors wiil use reiease of information forms when
appropriate. ana wiiil attempt to involve the community service
provider in pianning for the eaucational neeas of the students.

(See Appendix for referral procedure for psychological assessments.
and behavioral checklist for Student Assistance Teams)

[
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Midale School Companent

SYSTEM SUPPORT

The aaministration and management of a comprehensive guidance program
require an on-going support system. For this reason. system support :s
a major program component. Without continuing support. the other three
components of the guidance program will be ineffective.

Activities inciuded in thi= rrogram category are by definition those
that support and enhance ac.ivities in the other three program
components. The System support component consists of management
activities that estabiisn. maintain, and enhance the total auiaance

program. Thls component is impiementea through the following
activities:

$ jvities

This area includes the pianning ana management tasks needed to support
the activities of a comprehensive guidance program. t also incluages
responsibllities that members of the school staff may need to

fulfili. These activities Include:

1. Weexiy staff meetings with principal, vice principal. nurse. ana
counselors

2. Coordination of activities and programs involving other staff
members such as:

a. Curriculum related to gquidance being taught in other classes
b. Input into Student Assistance Team Meetings and procedures

Consujtation
includea in this area are activities focusing on guidance crogram
evaiuation follow-up studies ana the continuea gevelopment ana
updating of quidance iearning activities. Ixamples of activities at
the Middie School ieveil incluage:

1. Staff curricuium geveiopment and updating.

2. Evaiuation compietea py students. parents. aaministrators. ang
counseiors.

3. Weekliy guicance staff meetings.

4. Grant writing ana inalviaual research studles performed by
counseiors.

[
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Counselicrs neec to contlinuaiiy upcate thelr professional knowieage
ana skilis. Exampies of activities-wnich aadress this goal are:

L.

Hetworking with peers

Attenaing conferences on contemporary topics related to
counseiing

Traizing for Stucent Assistance Team
Training related to group ieadership skills
Rece:ving and reading professional .iournals
Peer svaiuations and consuitations
Trairing in-service sessions

Continued post-graduate work

Subm:sslon of writing to professional Journals and presentations

Committee znd Advisory Boards- exampies of these activities in this
area inciuce:

Departmental curriculum committees
Community advisory committees

Serv.ce on professionai committees at local., state. ana/or
naticnal levei

This area Zccuses on activities aesigned to help counselors become
knowiedgeacie apout community resources, employment opportunitles, and

the

iocal .zbor market. Examples of activities in this area include:

Visitations to local businesses and industries
Visizations to and contact with various social service agencies

Speaxers from community businesses addressing staff, parents.
ana/cr students

Stucent fieldtrips to iocal tusinesses and industries

"Shacowing® program in iocal pusinesses (Student: "shadow* a

professional for several days to become more familiar with
careers,)

Referring of appropriate students to various social service
agenc:es
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Thlz area includes activities which focus orlenting staff ang
community to comprehensive guidance program. Examples of possible
activitlies iacluge:

1. Newsietters to staff and community

2. Back to School Night for parents

3. Community Open House and "Shadowing" program in which aaults
attena classes w/students for one full day

4. Use of medla to alert community members to varlous auldance
activities

5. Clup Fair

(o2

Community presentations to varlous ciubs and organizations

7. Schoci presentations to students and teachers

In conciusion. system support also involves activities that support
programs other than guidance. Activities such as test interpretation
for the schooi testlng program. serving on departmental curriculum
committees, and working with aaministrators fall into this area.

Cautlon must be taken in terms of tilme. It !s imperative to reallze the
if the guidance program is well run, focusing heavily on the first three
components, [t will provide substantial support for other programs and
personnel in the school and the community.

(323
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.O;.OWlﬁg allOCat;OuS of time are suggestea as necessary 0 upp
the celivery of ccmprenensive ceveiopmeniai guicance serwiges,
Suidance Curricuium 25-35%
individual Planning .5-25%
Responsive Services 30-40%
Systems Suppor: 10-13%
llon-Guidance 0%
Jdajor Job Responsipjiities
.. Implement the Middle Schooi guidance curricuium. Suice ana
counse! groups znd inciviauais through the develormen: of

educationai ana career pians.

z Counsel small groups ana inaividual sStucents who are naving
emotionai. socia:, or academic aeveiopmental propiefs.
3. Consuit with teachers. staff ana parents regarding meeting

the developmentai neeas of s:tudents. %Working as 3 team to
solve problems using means that are beneficial to a...
4. Make referrais to appropriate community resources far
severe proplems.
Participate in and initiation of activities which contribute tc
the effective operation of the schcoi.
6. Zvaluation and revisicn of the guidance program.
T. Pursuit of professionai growth.

N

Zey Dut]

.. implementation ci the 4icale Schooi Guidance Program
A. Counseiors wi.l ccnauct the guidance program :ir
as pianned i conjunction with schooi aaministr
teachers. Ccunse.ors wi:i act as consuitants z
persons to faciiitate the infusion of guidance
the reguiar egucation curricula.
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Guice and ccunsei ar
cf ecucaticnai ana career 2. zans.

a. Counselors wiii provice crientation activities
~ew 10 the schoci: participate in orientaticn ¢
.nceming parents ana s:Iucents: assist students
iransition from graces 6 to 7 and graages @ tc i0:
students and parents of :e results and their impi
for educationai and career planning; and provide r
‘nformation to assist i~ further career awareness ana caree
exploration activities.

-
-
olo
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viauals who are having sociai,

3. Counsel small groups ana inai
ccolems.

emotional, or educationai ¢

A. Counseiors will concducs
sessions to meet the ize

ructured. goal-orientea counseiing
ified neeas ¢f naiviauals cr groups
2f students. 3Sessicn ¢s at the Micddie Schooi ieve. may
.nclude self-awareness. if-igentity, stuay sxii.s, zenhavior
wanagement, peer reiaticnsihips, family relationships. zhild
spuse, substance apuse., suiciae, cross-cultural issues, etc.
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4. Consu.t with teachers, staff. ana parents, regarding meeting the
deveiopment neeas ¢f stucen:s.

A. Counseiors will participate in teamings; conauct in-service
crograms for facuity, zna staff; conduct and faciiitaze
conferences with teachers. stuaents. and parents: cocnouc
carent education programs: assist families with schooi r
crobiems.

3. axe referrais to outsice zgencies for stugents with severe
croc.ems.
a. Counseiors wiil consuit with in-district and community
resources including Srug and Alcohol prevention, Chilcren ana
Touth Services, Juveniie Probation, Mental Health providers,
school psychologists, Intermeaiate Unit staff, schooi nurses,
community physicians, e:c. Counselors wiil also coorcinate
lhe treatment pians of these agencies to faciiitzte
coordination of services and wholistic pianning fzr youth who
are involved with the schooi and outside agencies.
5., DParticipate in and :nitiatic: of 3ctivities wnich contrizute :2
the effective operaticn cf the schooi.
A. Counselors will interpre: test resul:s; estaplish effe v

.iaisons with the varicus instructional departments. i
zdvocate for inaiviaua: students as approcriate. issis
ciacement of stucents .7 special neeas into appropriac
cqucational leveis, carticipate in the aistrict testing
crogram, conduct suciic reiations activities, create grant anag
funding for speciai prcgrams applicable to guidance

cTi
ct 3s an
t in the

O
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acrivities.

7. Zvaiuaticn and revisizn ¢f the guicance program.
a Counseiors uiii cericdicai.y review the guicance crogram with
staff, aaminisiraticn. ana guidance cersonnei from the
Slementary anc Bigh Scheci ievels, participate in a

< i
a moaify the program pasea ¢n the resuits
i

seif-study: review a if
tain a five-year pian for future activities

of self-stucy. main
ana goals.

8. ?Pursue professiona: growin.

s

&, Counselors wii: attena nationai, state. and locai staf
Jevelopment programs: paryicipate in professiona.
organizations: reaqg professional journais: atteng reievant
workshops ana ccnferences. take Doctora. courses. auther
.curnal artic! resent cenference WOrCKShopsS. network With
counseiing szt cm other districts, carticipate in peer
supervision.

a
<
(=]
=

(<)

<% Three forms are given at the end of this secticn to pe used &
assist in evajuating the guidance counseicr.

-~
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SUGGESTIONS FOR WRITING JOB TARGETS

Counselor Date School

1. Performance Area:
State here the performance area. y

2. *Criterion: )
State 2 specific criterion such as, "selecticn of individual planning
aclivities consistent with identified student nceds.”

3. Improvement Objective(s): (Applicable descriptors and/or
definable deficiencies)
State the dcsired objective (outcome) to be accomplishcd.  This will often be
similar to a descriptor for that criterion.

4, Procedures for achieving objective(s): (Explanation of
counselor and administrator responsibilities)
Provide specific statements which describe what the counselor is to do .o
achieve an objective and what you will do to assist. These statements define
the process, the steps, and the ingredients for change.

5. Appraisal Method and Target Dates:
How - will we know when progress is made? How will we monitor that
progress? At what point in time do we ecxpect achievement of the objective
or adequate progress so that a timc extension is appropriate?

6. Counselor's Comnments:
Provide the counselor with the opportunity to share his/her thoughts.

7. Evaluator's Comments:
Be positive. If appropriate, take this opportunity to reinforce the change
that needs to be made and why it is apprepriate.

Counselor's Signatu re/Date Evaluator's Signature/Date

Datc Objective Achicved:_

Counsclor’s Signaturc Evaluator's Signature

(Signatures simply imply that information has bcen discusscd.)

*One Job Target Sheet should bc uscd for cach criterion.

idq
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JOB TARGET SHEET

Counsclor Date School
1. Performance Area:
2. *Criterion:
3. Improvement Objective(s): (Applicable descriptors andfor definable
deficiencies)
4. Procedures for Achieving Objective(s): (Explanation of counselor and

administrator responsibilities)

5. Appraisal Method and Target Dates:

6. Counsclor's Comments:
7. Evaluator's Comments:
Counselor's Signature/Date Evaluator's Signature/Date

Date Objective Achicved:

Counsclor's Signature/Date Evaluator's Signature/Date

(Signatures simply imply that information has been discussed.)

*Onc_Job Target Sheet should be used for each criterion.
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FORMATIVE OBSERVATION FORM

Counselor Date School

Time Entered Time Leaving Observer
Performance Areas:

1. Implements the Guidance Curriculum component through effective
- instructional skills and the careful planning of group sessions for
students. (classroom activitics, group activities)

2. Implements the Individual Planning component through the
effective use of guidance skills (individual appraisal, individual
advisement, placement, etc.).

3. Implements the Responsive Services component (consultation,
personal counscling. crisis counseling and referral skills).
4. Implements the System Support componcnt through effective

program monitoring and , management.

5. Establishes cflective professional relationships.
6. Fulfills profcssional responsibilitics.
Counselor's Signalur—c" - Evaluator's Signature

(Signatures simply imply that information has been discussed.)
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Mliddis Zchool Compansnt
Responsive Services

SUICIDE RISK SCALE

The ltems in this scaie are meant to be guideiines. It
gives many different ways of iooking at a person. Its
primary purpose is to .judgae a person’s lethality. this
means the probability the person will kill
herself. The first four items are of primary sianificance.
The rest are important. put the former are ones which give

the pest clues apout apsent. low. medium. and high
lethailty.

himseif or

The rating scale is:

0 No cause for concern

-

Be Alert

2 Cause of Greater Concern

There are no numerical cut-off polnts. but a "12"
indicates a high iethaiity rating. Other items can be aaded
gepenaing on the popuiation. There is no substitute for the
interaction that goes on petween the interviewer and the at

risk stuaent. Where possipie. fill in verbatim the comments
from tne student.

certainily
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Name :
Date:
Schooi:
Interviewer:

Total Sccre:

Risk Level:

Check the appropriate score for each item. Add relevant
information in the comment section.

1. HOW SPECIFIC ARE THE SUICIDAL IDEAS?

0 Abstract ana generai thougnts. “I‘m thinking about
sujicide.*® No specific events relatec to suicide as
methoa. place of funerai. etc.

1 Has thouant of some specific events or circumstances
related to suicide.

2 Has considered many specific acts or circumstances
reiated to suicide.

Score:

Comments:

2. THE METHOD

0 Has not thought about

1 Possibilities have been considered. but no specific
metnods picked out.

2 Has peen cefinitely cnosen.

Score:

Comments:
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3. THE AVAILABILITY OF THE METHOD

0 Has Not purchased pills. decidea on type of pill: aun
not pouant....

! Has peen optainec. but not reaaily availabie

2 Reaay immeaiateiy: the cun or pills are in the house

Score:

Comments:

4, STAGE OF PLAN
0 MNotning reaay
1 About to be put into effect
2 Reaay

Score:

Comments:

S. INFORMATION FROM A FAMILY MEMBER OR CLOSE FRIEND

0 No cnance cf committing suicice

I Wili try unacer certain conditions
2 Definiteiv will try
Score:
Comments:
2
T




4. STUDENT S REPORT ZF INTENT TO COMMIT SUICIDE

0
1

want to live

is not sure. waiting to see

2 Wants to die

Score:

Comments:

7. STUDENT’S ATTITUDE TOWARD LIVING

0 Gives gooa reasons
1 Savys reasons for dying equal or outweigan reasons for
livina
2. Sees no reasons for living
Score:
Comments:

8. STUDENT’S FEELINGS ABOUT HIS/HERS SUICIDAL THOUGHTS

0 Feeis negative about them
1 Is in acute aistress or ambivalence about them
2 Accepts them

Score:

Comments:

W
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2

Score:

STUDENT -3 SENSE OF CONTEOL QVER HIS<HER THOUGHTE

¥eeps them under control

Is afraid hes/she wili pe driven to do something ana
wants someone to controi nim/her

No icnger makes an attempts to keep suicidal thoughts
unger control

Comments:

10. FREQUENCY OF SUICIDAL THOUGHTS
0 Isoliated and fleeting
1 Periods of persistent thoughts
2 Constant and persistent thoughts

Score:

Comments:

11. STUDENT’S PERCEPTION OF SJURPCES OF HELP
0 Has numerous ana reliapie sources of heip
1 Sources exist. pbut are few cr unreliable
2 Has nowhere to turn

Score:

Comments:

'.vq
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12. IS THE STUDENT SEEKING HELP'

{1 Has not scuant help pecause hesshe has not feit a
neec for :t
I Has souant or is seeking heip

2 tHas not sougnt nelp pecause ne/she coes DOt want
interference with anv plans

Score:

Comments:

13. PREPARATIUN FOR DEATH

0 MNone
1 Has thought zbout them
= Planned ocut or written
Score:
Comments:

i4, SUICIDE MNOTE
0 Not thouaht about
1 Considered put not pianned out or written
2 Planned out or written

Score:

Comments:

@
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15 THOUGHTS ABOUT THE FUTURE
0 Definite plans
1 Has mentioned vague plans
2 MNo plans at all

Scoeore:

Comments:

16. ALCOHOL AND aANY OTHER DRUGS
0 HNot a drug taker
1 Takes aruagas sociallv
2 Continuaily turning to arugs

Score:

Comments:

17. PRIOR ATTEMPT
0 DNone
I A prior attempt
2 More than one attempt

Score:

Comments:

s
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18, CAUSING ANOTHER’S DEATH

0 Do not pelieve

1 Questioning

2 Beileve they haa a hana in someone's aeath
Score:
Comments:

19. SPECIAL DAY
0 None at all approaching
1 One approachinaga
2 Date imminent

Score:

Comments:

20. INTENSITY OF DEPRESSIVE MQQDS
0 Apsent to iow
i Moaerarte
2 High

Score:

Comments:

21. OTHER FACTORS

Score:

~}
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SUICIDE RISK SCALE SUMMARY REPORT

School ¢

Name:

Address:

Date:
DOB:

Notification
Date/Time:

Parent Name:

Phone #:

Levei of Risk:

Presenting Problem:

Recommenaations:

Resulits of Parental

Contact:

Slanatures/Titles of Team Members:

Joord
'.
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IRAGIC EVENT RESPONSE PLAN

I. 1Introauction

iI. Rationaie

III. Goais

IV. Generai Guideiines

Specific Pian of Action

I. Responsibilities

. Principal

. Superintendent

.  SAT/PPSS/CST-Coordinators
. Student Assistance Team

. Teachers

moQom >

Thinas To Do/Thinas NOT To Do
High Risk Characteristics
Biblicaraphy

I. Introauction

The aeath of a student or staff member. whatever the
cause. is an intensely emotional event in the life of a
school. We recognize its part in conjunction with the
community and the family in the event of such an occurrence.
For purposes of this plan. a tragic event is an untimely
death. as a result of an acciacent. iliness. suicide. etc.

Adequate preparation for such a situation requires
preestapiished intervention ana post-intervention
proceaures. This plan is basea upon current research and
generaliy accepted practices. However. it iIs acknowleagea
that any traqic event is a unique situation and. accordina
to circumstances calls for an ad hoc response. Priority
consideration is givensto the emotional needs of the
students and staff. Therefore. this plan does not estaplisn
mandates as much as it generates options to be considered
and utilized as needed.

s
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I1. Rationaie

In the aftermath of such a traglc event many students
and perhaps the entire school. cannot contlinue effective
education until the issues of shock. arief and loss have
been confrontea. The danger of seriocus emotlional reactions
and even sympathetic or serial suicides exist. The school.
staffed with professional teachers and counselors. trained
in observation and understanding student or adolescent
behavior. ls prepared to identify student(s) displaying
"at-risk" behavior and to find appropriate referral help
quickly.

III. Goals

The qoais of the Tragic Event Pesponse Plan are to meet
the crisis with 3 comprehensive professional intervention
ana to reestablish a normal school routine as soon as
possible. The stucents’ needs inciuqge:

1. A knowleage of facts

2. Opportunities to share feelinas of arief and loss

3. Opportunities to discuss aood and bad memories
without penaity

4. (Opportunities to receive emotionai support as

neegedaQd




iv.

General Gulaellines

[
.

Communlicatlon and factual Information are extremeiy
important. Ail staff members should relv on the
information which is provided by the puiiding
princlipal or cesianee.

All staff mempers should observe students carefuliv
for at least two weeks. Students displaving “Hiagh
Risk” characteristics should be noted anda reportedq
to the auidance office. (See Jast page of Tradqic
Event Plan)

Specific announcements reqgarding a tragic daeath will
pe madce by inaividual homeroom teachers from a
prepared written statement. Thls procedure is more
personai than a PA announcement and assures that

all stundents hear the same information ana nhave a
chance to ask gquestions immediatelvy.

Every attempt shouid be made to malntain a sense of
order and normal routine. School assemblies and
memorial services will be discouraged. Every
attempt will be made to deal with the situation
sensitively and permit students and staff to grieve
but to avoid sensationalizing or glorifying the
death. Everv teacher is encouraged to permit
students to discuss thelr feelinas in c¢lass. The
teacher. however must feel comfortable in aolina
this. and must concduct the class in a sympathetic
but ob.iiective manner. The teacher should refer any
student that has peen observed as having cifficulty
coping with the situation. This referral! process
should be estapliishea according to the nature of the

event and expiainea to the staff before students
arrive at scnooi.

The followling is a reccmmenced pyramlid of
intervention for stuaent referrals:

Level 1 Classroom- for the most students who need
factual information and a generai
alscussion of the events.

Level II Gym-auditoriums/Cafeterla- For stuaents
too upset to remaln In class ana needing

-

3 ionger time to talk. friends. teammate.
etc.

Level III Guicance Office- For critically
distrauaht students and staff needing one
tn one support. (boyfriend. relative)

3
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Speciflc Plan of Action

i. Responsipilities

A. pPring

As soon as any staff member pecomes aware of the
tragic death of a student. facultv member. or
anyone closely associated with the school. hes/she
should immediately report the situation to the
Principai.

The Principal will gather as many facts regarding
the death as possible. Then he will contact the
Superintendent.

Call faculty meetlinag- Alert all staff and expiain
pvramid of intervention.

Call Student Assistance Team Coordinator/Pupii
Personnel Services Supervisor/Child Stuay Team.

Work with the SAT/PPSS/CST to:

a. chair staff meeting to announce the incigent

b. draft memo for students to be read by
teachers

c. assist with contacting helping agencies and
individuals (i.e. cleray. MH-MR)

a. ask Superintendent’s office to be prepared
Wwith media statements

dold a brief ena-of-aday staff meeting.

Arrange to return the deceased’s belonginags in a
personalized and timely manner.

Contact family for information and support
regarding funeral arrangements., etc.

B. Superintendent

1.

2.

Deal with all media inquiries.

Contact neighboring school districts.
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SAT/PPS5-CST-Coordlnators

1.

2.

3.

Notify other team mempers and calls a meeting.

Cutlines initial steps to be followed by team
(i.e. where to meet and what needs to be done)

Conaucts follow-up meeting with team.

Stugent Assistance Team

Assists Principal in preparina statement for
staff to snare with students and drafting ietter
to parents.

Assists any teacher who may want help in sharing
information.

3. laentifies vuineraple staff anda students
-lists "at-risk* student
-contacts ail apsent stuaents

4, Is avaiiapie to meet with sStudents or staff who
may need to talk with someone.

Teachers

1. Attena staff meetina to receive factual
information.

2. Read prepared statement to ciass and facilitate
questions and discussions.

2. Obegerve student reactlion and refer student
accordaing to pyramid.

4. Monitor students and reestaplish normal classrocm

routine.

[y
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6.

Ihipag to Do

If the aeath 1s a suicide. emphasize to students that
suicicge is a permanent sciution to a temporary propiem.
Aiso empnasize that heip is availaple ana peopie care.

EMBRaSICE TRAT n0 ond iS to blame.

o

L

Proviace smaii aroup or one-on-one opportunities for
students to discuss the sjituation. as needed.

information must be maace available to students as to
whom to contact for heip is they or a frienda are
depressed or thinking of suicide.

Remove everything that has students name on it. (i.e.
shop pro.iect. class list)

Invoive peer helpers and aavisor as appropriate.

Utiiize the district’s other SAT’s as needed (i.e. they
may be substitutes for those involived in the crisis)

Thinas NOT to Do

Do not dismiss schooi. The students need to follow a
normal pattern. School should be conductea as usuail
insofar as is possible.

Do not encourage generai students body attendance ar the
funerai. Of course. close friends and familiy should be

permitted to attend. Stucents should have parent
permission to attena.

U0 not cedicarte anytning in the student s memory. With
suicices it is important not to sensationalize or
romanticize the aeatn.

Usually itarge stugents assemply programs followinag
a sulcice are ineffective. The best approach is to deai
with the suicide in smail c¢lassroom groups.

Do not use the PA option to make announcements about the
deceased.

Do not iimit postintervention activities to only one
ciass or aroup.

%% DEPENDING UPON THE NATURE-CIRCUMSTANCES OF THE TRAGEDY
SOME OF THESE SUGGESTIONS MAY OR MAY NOT APPLY. THESE ARE
POINTS TO CONSIDER AS PART OF A COMPREHENSIVE RESPONSE PLAN.
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Q.
10.

11.

Hiah RIsk Characterjsticg

Withdraws socially from family. relatives, friends. and
teachers.

Has diminished interest in usuail pursuits.
Leaves poems. diaries. drawinas. or letters to be founa.

Expresses hopelessness. helplessness. worthlessness. and
confusion.

Arranges to give away prizea possessions

Has haa a significant loss or anniversary of a
siagnificant ioss.

Sudden!y appears peaceful curing crisis.

Becomes accident-prone or preoccupied with personai
heaicth.

Expresses a desire to adie.
Demonstrates any change in or perscnality or attituce.

Exhibits dare-devi! or self-abusive behaviors.
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BOOES FOR CHILDREN
ABOUT GRIEF
Lifetime~ Bryan Mellonie ana Robert Ingpen
When Peopie Die- Joanne Bernstein
Love, Mark- Mark Scravani
The Kigg Book about Death and Dving- Eric Rolfes

When Somecne Vervy Spec:al Dies- Marge Heegaara
Aarvv Adargvark rinas Hope- Donna 0’Tooile

ABOUT SIBLING DEATH

Am I Still a Sister?- Alvin Slms

MLM_M Erin Lynn Levy
My Brother Joey Dieg- C.oria McLendon

Losing Somecne Ycgu Lgve— Elizabeth Richter
ABOUT PARENTAL DEATH

A New Mother For Martha- Phyllis Green
Goodbyve Chicken Little- Betsy Bryars
How |t Feelis When A Parent Dies- Jill Kremetz

ABOUT A FRIEND

Dusty was My Friepnd- Andrea Clardy
The Bridae to Teribitnia- Katherine Paterson

BOOKS FOR ADULTS

No Ti F & : Copi Wi 3 W, £
Injustice After a Tragic¢ Death~ Janice Harris Lord

Bevonga Svmpatny: How to Heip Another Throuan injury.

illpess or Loss - Janice Harris Lorg

Dear Parentg: Letters to Bereaved Parents- Centering
Corporatlion

How Do We Tell The Chiiaren-~ Dan Schaeffer and Christine
Lyons

Talking About Death: A Dialogue Between Parent and
Child - Eari A. Grollman
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GUITANCE CULEICUIUM vttt ettt e st vt e s s nonnssnneensenns ih

A. Activities (9-12)

II. INAIvIAUAT PlanniNg ittt t e it vt s st osneeonsonnseness 8h

. advisement
. Assessment
. Placement and Follow-Up

Qw

I1I. RESPONSIVE SerVICES vttt ittt st trnnnennsersonnnsess 1ih

. Individual Counseling
Small Group Counseling
Crisis Counseling

. Consuitation

Referral

Information

Mo o>

IV . SYSTEM SUPPOC L vttt ittt te st e nnsesseseseenseeennens 13h

A. ¥Management Actlivities

5. Qonsu}tation

C. Jommunity Outreach

D. Public Relations

V. JOD DESCIIPTION vt tvereenennneennsnneenooenoennssens 16h

A. Job Outline

B. &Evaluations

R S ¥ =) < - o o 15 - 22h

A. Curricuium Evaluations
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Sigh Schooi Ccmpenent

GUIDANCE CCRPLC”'UW

.n crcer to agequateily crepare each high schoci stucent for iife after
gracuaticn, i3 deiibera:e p rannec presentaticn to the siuagent ¢f :ne
concepts, informaticn, ana vaiues most likely to iead to success s

needed. The purpose 0f the p.anned presentation (guidance curricuium
is to previae informaticn ana rescurces to all students t¢ petter assist
them in unaerstanaing the past. making appropriate choices in the
present. and preparing for the future. The guidance counselcr ‘guicance
depariment? is pest suiteda 0 cversee and implement the guidance
curriculum. This curricuium wiil adaress each student’s neeas - the
area ¢f 12 Knowiecge ci

self ang Qthers. 2’ Career Planning and Expioration. and 30 Educaticnai
ana Vocational Development.

The cucricuium will ce mage avai.able to each stuaent througn :he
presentaticns in tnose ¢.asses scheauled by all stucents, c.isses
selected oy the stucent. 3na unschedulea time (i.e. study nalils. free
periods, assempliy, cut ¢f schooi -imes>. The guidance staf? =i
provice the ciassrccm teacher with the appropriate lesson zians ana in-
service training 1o carry cut the guidance curriculum in the c.assrcen
for those topics which the staff do not present themselves. 3t the

beginning of each schoci year the parents wiil be notifiea of the
scheduled topics ana an invitation to attena and participate in those cf
interest to them (i.e. °th- ‘Life After High School", 10th- Colliege
Representatives anc Tcurs. {ith- "Tackling the College or Job
Applicati-n", and :12%h “Financing College or Traae Schcoi®}.

See 2ppenaix for =z .isting of

tcpics. The order in wnich the tcrics are
.istea is the orcer trey wiii oe presented to the student zithcugn
consicerapie f}v<1u.li:, aces exist. 2Jue to the increasing giversizy of
scheduies as stucdents ¢ through high schooi. the apility ¢ reacn eacn
S zna

ch grace level. The numper of perica
pic wii, ce determinea by the neeas 2f in

sessions spent on each iC
v the presenting staff members or teacher.

student gecreases wWiih e
stugents i3S determinec o
Response forms ana gquestionnaries will be distributea on an annu: c£asis
to the students. parents iana community mempers (i.e. empioyers: :c ne: o
in assessing strengins zna weaknesses in the curricuium. See sppencinx
The presenting staff memper of :eacher will be responsicie Ic issess :the
effectieness of Nue'” cresentaticn py judging stugen:t response zng
performance in :ne c.issrcom. where possible. this will inveive 3 sr:ef
pretest-postiest <or % more general curricuium zssessment czn be
viewea from the sgn coracs (i.e. department statistics. gragualicn
statistics, coiie tances, empioyment statistics, ccurse cnange
requests, etc,?
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Sign Scheco. Compenent

ENDI‘:I:uAL dad Ll ILAC

rh

stg ¢ activities that he:p stugents tc pian

! .
anC manage tneir own iearning ana personai career csveiopment.

“he focus is on assisting stuaents (o aeveiop, znaiyze. ana svaiuste
their eaucaticnal, cccupaticnai, zna personal goais anc sians.
indivicua: cianning is :mplementea through inaivicual appraisai,

inaiviauai zcvisemen:, ana piacement.

ncludes activities through which counseiors assist stucents ¢ use
self-appraisai information aicng with perscnal-sociai., ecucaticnai,

career. and iabor market information %o nhelp them pian fcr ang reaiice
thelr personai, egucationai, anc cccupationai. goals. =7 the nign

schooi

(€8]

arel, such aclivities inciuce. out zre net [imiteq LC:
naivicual stugent conferences

Heiping students with course seijection. scheauiling, aac/drep,
exc.

Helping students interpret information from report caras. ¢iass
rank, mid-vear reports, e:zc.

felp stucents to use seif-kncwiedge to uncerstand their reles
in peer reiaticnships, famiiy dvnamics. etc.

Appiy xnowleage ¢f inaivicual communicaticn st

vies 70 such
areas 3S anger nanagement. stress manacement., refusa. sxii.s

Zeiping students tc appiy strategies in cecision ma<ing ana
confiict resociuticn

.nferming stuaents with special talents apout opportunities fzor
special awarcs, recognition, etg.

Coorainating .nformation ana scheau!ing cenferences among
~ar

garents, leacners, ana acministrators

“orking 3as part of 3 team tc formulate 1IP’s for stugents trith
€xCepricnzi ecucational neeaqs

ugents WnC mus: te

Coeorainating nomeooanc instruction fcr st
ices ¢i time

apsent Irom scnoo: fcor exiengec per

-nforming stucents with nanaicaps of the avai.api.l:y of
speciz.izeq services, Zesting conaiticns. e:c.
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L Coorainzs
acaagemic

i sponsive services fsr students sxperiencing
services f

a
r emotionai cifficuities {(piezse see respeonsive
cr acciticnal informaticn)
3. Student registratiocn, iransfer, ana other orccessing tasks

4, ‘ndivicua: anc group counseling for stuagents who have faiiea
previcus:y

15, Working as part of an Instructional Support Team

‘ngiviguai Assessment

ncliudes activities that assist students to assess ana interpret their
anilities, interests., sxiils, and achievement. 2%t the niah schooi
evel, such activities inciude. put are not limitea to:

o]

1. PAST/SAT znc ..MSQT testing

2. Administefing aaditional interest, aptituae, and personaiity
inventories sucn as Stanfora Achievement Test. Ctis-Lennon
Mental Ability Test. Singer Yocationai Inventory, VIESA, ASVAB,
ACT, ACH, CLIP. AP, GATB. etc.

3. Speciaiizea eaucaticnal diagnostic services such as reading ana
speech, etc.

4, Use of Disccver, SIGI, and other computer assistea inventories.

S. Helping stucents peccme familiar with their indiviaual learning
styles

6. Activities wni
them tc zccura
Jeaknesses

r seif-esteem within students enapling
ognize indiviaual strengihs anc

J. Activities which heip stucents learn about their inaividuai
communicaticn styles

8. Activities which heip students to learn decisicn making and
confiict resoiution skil:is

. Working as a memper of an Instructionai Support Team

includes activities zhrough which the ccunselor and other ecucaticnal
personnel assis:t stucenis to make the transition from schooi <c work
cr to additional ecucation ang training. At the high schocl levei.
such activities inciuce. out are not !imited teo:

.. Dlsseminaticn of knowieage apou: the woria of work
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a werkshops. etc.
Communication with coliege perscnne! for ine purpose of

supplying transcripts. recommengaticns, eic

nowleage cf special ecucaticnai cpporIunities such as
Sovernor’'s schools., etc¢.

Training in job search sxiiis. sucn as resume writing,
interviewing, etc.

Zrranging jcb site visitations

Tnfcormation about vocaticnal cpportunities and alternatives
cCiiege
Ciscover. SIGI. ana cther CAI cregrams

~

Career anc coiiege fairs

fctivities which ciscourage sterectyping ana labeling of
career opportunities

pra
0
oD

1
O

10h

ing Peterson and ctner searches,




O

ERIC

Aruitoxt provided by Eic:

This comccnent of the ccomprehensive counseiing program respondas

11h
digh School Ccmponent

RESPOMSIVE SERVICES

3 et
o

indivicua. neeas of cur stugents. -% involives counseling sessi wnere
the high schooi counseior is responaing to a stugent’s request
assistance in deaiing with persona: concerns or reiationships.
invoive irnciviaual ot small group counseliing or consuiting wit
reacnhers. zdministrators, and parents. .t incliudes c¢risis counseiing as
weil as referrals to appropriate services cutside of the schooi. This
componen: =f the ccunse:ing program shouia invoive approximately £3-35-%
of the ccunseior’s time.

th O
[ & I
cer 3y N O

nay

nalvicuai counseling assists high scnoo! stugents in icencifyin
propiems. ana er¥pioring the causes ana their z:ternatives znd n
possib.e consequences. This one-to-one counse!ling migh* invoive

persona. issues acacemic issues, o any normal ceveiopmental task,

1i Gt unseiin

Smaii ¢croup counseiing invoives bringing togetner a group of severai
stucents experiencina 3 common issue with a counseior in order ¢
facilitzte peer suppor~. provide problem-solving opportunities,
cevelce communication skills, promote indivicual assertiveness zna
ouild inzerpersonai retationships. Group topics might incluce:

i, Seif-esteenm

2. =ss ertl"eness

3. 3S:iress

4. Zeath (grief zna ioss:

5. Z.vorce

6. ZFemarriage (step-famii!es)

7. Supstance abuse

8. Teenage pregnancy or marriage
@. Zzjustment

0. CZonfiict resoiution

i1. Support for m:inority stucents
2. Zchooi attenacan

Smali croup counseiing mignt also pe usea ¢ oring together zny
SUPPOrI carentis cf siuCcents exper.encing CCWNCR . sSsues,
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Crisis counseiing croviaes counseling and suppor:s %o stugents and
carents facxng emergency situations. The cistrict nas ceveioped &

2risgis glan whicn sutiines roles and procecures to ge folicwea I such
situaticns. .t aiso involves makxng referrzis to acaitionai
counseiing or cther sources cf aid when appropriate.

Consuitztion

Consuitation is tne process by which a consultant heips a ccnsultee
solve a problem which includes a ciient. In the high school settirng
consultation may inciude parents, teachers. administrators, other
educators, or community agencies.

digh scncol counseiors must know their !imitaticns ana therefore xnow
how, wnen, where. zna to whom to refer stucents cr acaitionai heic.
Below is a ilist of school and community resources 1o wnich stuaents

might ce referreq:

t. Locai mental health agencies (i.e., Teeniine)

2. County Chiicren and Youth Serv1ces

3. Social Service agencies

4. Empicyment and :raining programs

S. Special schooi programs (i.e. Student Assistance Teams anc the
special ecucation program’

6. Loca. drug ana alcohol agencies and treatment centers {(j.e.
Mazitti ana Suiiivan, New Insights?

7. County Crisis Intervention

8. PDE 3asic Egucation Support Services

-

Counselcrs will maintain current information on iscsues of concern %o
agolescent stuaents. 7This information sncuia pe cispiayea so that ::
is easi.y accessible ¢ students. Counseiors shou.c pe prepared 3o
discuss the information when appropriate with their students. Issues
of inter:st might incluces seif-esteem. cating, geer reiationships,
divorce. step-famiiies., teenage pregnancy, teenage parentnooc, Jeath,
assertiveness. communication skills, stress. zicohoiism., grug use anc
abuse. eating cisoraers, probliems-sclving, cecisicn-making,
gepressicn, and anxiety.
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High Schoo. Ccmponent
3YSTEM SUPPORT

The system sugport € : valuacie part of our program in that =e
acquaint the staff zna tne community with the aims ana purposes ¢
guidance program. . a.So serves to involve counselors in activities
which will increzse tne:r knowiedge about community resources.
employment ogportunities. ana the iocal iabor market. 1% aisc proviaes
counseicrs with cpportunities to meet with other school cerscnnei o
discuss issues such as policies and proceaures.

Management Activities

Management activities are 3 part of the system support ccmponen
designea ¢ assist in the facilitation of the other componente znc
activities of the nigh schooi comprehensive guidance program. his
requires cooraination ana communication within the counseiing teazm, as
well as with aaministration and faculty

ct (1

»j {u (1

The ccunseiing sta?f wiil e involved in this component oy
varticipating in the fcliowing activities:

1. Weexiy meetings cf the counseiing team lead by the qepartment
chair.

2. Weexkly meetings with the high school administration ana nurse.
3. Monthly meetings with the Pupil Services Directer.

4. Provision of input into Student Assistance Meetings ana
procequres.

5. Prevision of in-service training fer faculty concerning the
impiementaticn cf the guidance curriculum.

6. End of the year meeting with department chairs to coorajnate
curricuium.

detworxing with the entire school system is the key to successful
managenent cf the guicance program.

Q 1 f\S
ERIC t
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Througn the consuitizicn area of systems support. the counseior

shares expertise arna gains valuable knowieage from other professicnaics
and organizations. =ctivities in this area would incluce. but not e
iimitea zo:

scores ana other performance cata to parents ana

-
-
2.S.

i. Interpreting tes
other profession

2. identifying speciai neeas students and working with other
professiocnais towara aeveioping an effective educational pian.

3. Identifying at risk stuaents and working with other professionais
to impiement intervention and follow-up stirategies.

4. Identifying with appropriate school personnel to aiscuss policies.
proceaures, ind program placement.

3. Meeting with apprceriate school personnei to evaiuate h
continuing effect veness of the guidance program anag cur

6. Meeting with previous counseiors to faciiitate stugent transition
and piacement.

. Meeting with coilege representatives tc discuss aamission
requirements ana grospective canaidates.

8. Meet.“g with iabor representatives to aiscuss empioyment
requirements, cgpoartunities, and prospective canacidates.

. Adeeting with other ccunseiors to share ideas.

0. Attenaing in-serwvice. continuing ecuaction. zna professiona
deveiopment opporzunities.

[,
fn

deeting with ccmmunity asgencies. (See- Community Cutreach
section of Systems Suppor:?

Communiz+ Cutreacn

This component serves o provice the community with thee aims s-a
purposes of the guicance program. One way in which this may oe
accomplishea is threugh a community aavisory voard ccmposea of the
administrator in cnarge of the counseiing program. counselor
representiatives. ana community representatives including both parents
ina representatives cr the .ccai business community ana servic
agencies. At these meetings iceas and ccncerns may De shared zaa
aiscussea ana suppor: £gor tne program may be soiicitea from the
cmmunity. Support may aiso pe solicited from the scnhooi CSTmunity ov
having ccunseior representatives serve on sSchooi aavisory boaras.
depar tmental “rrlcv.;m commitiees. and on the steering commitiee for

v

the impiementation zng evaiuiation of the rew comprehensive ccunse. ing

186
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geliferate attempt %2 eaucate the communizy, inclucding

. Glanned vy, inclu

school cersonnel. pgarents, anc the generai pubiic, regarcing the high
szhooi s comprenensive guidance program will be conaucted cv the high
scnool cuidance team. This wil: be accomplishea through the iocai
meaia. scnoo! ana community presentations, the school newspaper anag
the guigance aepariment.

In an effort tc petter meet the needs of cur stuadents. the guidance
counse:cr will work with area resources and agencies to provice iz
current .isting of resources ana agencies that can provide assistance
10 stucents and famiiies. The iisting wii! incluae information on
services such as: tutoring, gsychological evaluations. iearning
assessments, language interpretation, speech therapy, crug and aicchol
evaiuaticn and ‘reatment, counseling coaching, aiternative eaucazion,
parenting support, crisis management programs. nRandicap training ana
resources etc.

Proviaing information to the pupiic regaraing the emergency action
pian anc provicing tne necessary in-service training o staff will
3is0 pe ine responsipility of the guidance staff. This wiil be aone
primari.y through the schooil newspaper and department newslietter.

The guicance department wiil promote the well-being of the stuaents by
provicing information and training to the parents ara community on
topics ¢f concern. Such information will be providea througnh the
above rentionea meciums &nd in announced seminars ana group sessicns.
Topics may incluce: Attention Ceficit Disoraer, arug and aicchoi
swareness, behavior managemen:., <ffective parenting, cciiege pianning,
eLC.

Yeariy evaluaticn fcrms wiil ce made availabie to the s:zuaents.
parents. snd community members (empioyers’ to assist the guicance
cepariment in assessing the reeas of the community ina ways cf
Jmpreving services. The opinicns of the pubiic are considerea very
important to the purpose of the guidance team.

ERIC L&Y
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As 3 memper of the nigh schooi guidance aepartment, the counseior wiii
implemen: 3 comprehensive guidance program for students in their
assignec caseloaa. They will provide activities to meet the neeas c¢?
these hizh schooi stuaents. consuit with teachers, parents. anc stzéé
to imprcve their effectiveness in helping their students: zna to
proviace support o other high school educational programs. Ia crce
to effectiveiv carry out such a program the fcllowing time a.iccati
are suggestegq:

Suicance Curricuium .5-25%
agivicual Pilanning 25-35%
Respcnsive Services 23-35%
Systems Support 15-25%
Non-3.idance 0%

Mador oo Seapopsindiities

-

mpienent the high school curricuium
. Help stucents deveiop eaucaticnal arc career plans
. Councsel inaiviaual and smail groups of students
. Ccnsu.t with teachers, staff. znd parents concerning the
deve:cpmeniii needs of their students.
5. Refer stucents with severe propiems 1o apprepriate community
rescurces in consuitation with parents.

o

b W o -

6. ZzarTicipate in activities which support the effective cperzticn of
the scncei guidance program.

7. Evai.ate ana revise the ouilding guicance program

8. Pursue professionai development

{. Impiementation of the High School Guicance Program

a4

unseliors will conauct the guidance program in the cizssroom
piannea in conjuncticn with school zaministrators ana
chers. Counseiors wi.: act 3s cgnsultants ana resources
sons tc facilitate the infusicn cof guidance princicies nzo
regular eaucation curricula.

€} ot e ()
Do oowm

o "

-

@ ()

ng counsei groups ana indiviaua:s through the aqeve:ocmen:
i:tnal zand career gians.

Q

W
’'a ]

£1 @

0O
-

lie

. Ccunseiors will provide orientation activities for siucen:zs
~2W to the school: participate in crientation programs ¢

.~cecming parents ana stuaents: zssist students in the

1&8
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transiticen frem uhaoes @ to:10: infcrm students and parents of
teSt "esux~= anc their implications fcr eouc;.i rnal and career
r.axning: ang p'ou‘ce resources zna infocrmat.on (o assist in
furtner areer iwareness ana career expicration activities.

3. Counsei smail croups ana individuais who z5e navin:
emoticnal, or ecucationai problems.

l[)
0
O
(2]
——

A. Counselocrs wil. conduct structurec. l-orientec counseiing

zoa
sessions tc meet the identifiea neecs c¢f incivicuals or groups
of students. Session topics at the Middie Schoci ievel may
incluage seif-avareness, self-identity, stuay skiiis, behavior
managemen:., ceer reiationships, famiiv relationships, chiic
apuse, substance apuse, suicice. cross-culturai issues., etc.

4. Consuit with teacners, s
deveicecment neeas ¢

aff, and parents. regarcing meeting the

X
(1]

ot

[

0
1]

o]

ct

[0}

A. Clcunseiors «wi. .. participate in teamings; conauct in-service
programs fcr Zaculty, and staff: conauct 2anc faciiitate
conferences wi.ih teachers, students. ana parents: conauct
parent eaucation programs; assist “amiiies with school reiatea
propiems.

5. Make referrais ¢ outside agencies for stugents with severe
problems.

A. Ccunselors wiii consult with ir-district and community
resources inciuding Drug and Aiconol ecrevention, Children anc

Youth Services, Jjuvenile Probation. Mental Heaith providers

schooi psychc.ogists, intermediate Unit stafé. school nurses.

Ulll
community enysicians, etc. Counse:icrs will :iso ¢oorainate
[~]

the treatment ©.ans of these agencies :c faci.i:zste
ccorainaticn ¢f services ana whoiistic planning for youth who
are nvoives with the school ana cutsice agencies.

6. Participate in ana initiation of activities which contribute tc
the effective cperation of the schoo..

A, Counselors wi.i interpret test resuits; establish effective
1iaisons with the various instructicnal cepar:ments, act &S an
aavocate fcr incividual students as approprizte. assist in :he
piacement ¢f stucents with speciz! neecs intc appropriate
ecucationa: .evels, participate in the district testing
crogram, ccnauct puplic relaticns activities. create grant zna
funaing fcr esrecial programs zppiicapie to guicance
activities.

Evaluztion anc revision of the guicance prcgram.

A. Ccunselors ... periodically review the quiqance crogram wizn
staff, agminisiration. and guidance rcerccnnei from the
Z'lementary inc Midaie School leveis, participate in a
se:f-study: review ana moaify the program casea ¢n the resuiss

O
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Sursue professiona:
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Three

cf self-stuagy, mzintzin

znd goals.

cocunseior

Ceveiopment program

Lo
Wi,

alt

~
.

Qrow !

enc nztionai, state.
Si ot

pian £

crganizaticns: read professional journals;
workshops anc conferences, take Doctoral cou

supervision.

forms are given at
38Sist in evaiuating the

[
O
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the end of this section to be usea
guicance counseior.
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FORMATIVE OBSERVATION FORM

Counselor Date School

Time Entered Time Leaving Observer

Performance Areas:

1. Implements the Guidance Curriculum component through effective
instructional skills and the careful planning of group sessions for
students. (classroom activitics, group activities)

2. Implements the iIndividual Planning component through the
effective use of guidance skills (individual appraisal, individual
advisement, placement, etc.).

3. Implements the Responsive Services component (consultation,
personal counscling, crisis counseling and referral skills).

4, Implements the System Support componcnt through effective
program monitoring and management.

S. Establishes cfifective professional relationships.

6. Fulfills profcssional responsibilitics.

Counselor's Signaturc Evaluator's Signature

(Signatures simply imply that information has been discussed.)
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JOB TARGET SHEET

Counsclor Date School
1. Performance Arca;
2. *Criterion:
3. Improvement Objective(s): (Applicable descriptors and/or definable
deficiencies)
4. Procedures for Achicving Objective(s): (Explanation of counselor and

administrator responsibilities)

5. Appraisal Mcthod and Target D-:ss:

6. Counsclor's Comments:

7. Evaluator's Comments:

Evaluator's Signature/Date

Evaluator's Signature/Date
(Signaturcs simply imply that information has becn discussed.)

*Onc _Job_Target Shect should be used for cach criterion.
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SUGGESTIONS FOR WRITING JOB TARGETS

Counselor Date School

1. Performance Area:
State here the performance arca.

2. *Criterion:

State a specific criterion such as, "selection of individual planning
activities consistent with identified student neceds.”

3. Improvement Objective(s): (Applicable descriptors and/or
definable deficiencles)

State the desired objective (outcome) to be accomplished. This will often be
similar to a descriptor for that critcrion.

4.  Procedures for achieving objective(s): (Explanation of
counselor and administrator responsibilities)
Provide specific statements which describe what the counselor is to do to
achieve an objective and what you will do to assist. These statements define
the process, the steps, and the ingredients for change.

5. Appraisal Method and Target Dates:
How - will we know when progress is made? How will we monitor that
progress? At what point in timec do we expcct achievement of the objective
or adequate progress so that a timc extension is appropriate?

6. Counselor's Com.aents:
Provide the counseior with the opportunity to share his/her thoughts.

7. Evaluator's Comments:

Be positive. If appropriate, take this opportunity to reinforce the change
that needs to bec made and why it is appropriate.

Counselor's  Signature/Dats Evaluator's Signature/Date

Counselor's Signaturc Evaluator's Signature

(Signatures simply imply that information has been discussed.)

*One Job Target Sheet should be used for each criterion.

e
e
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Guidance Curriculum Evaluation
Parents _Form

Dear Parent:

To help us assess and improve services, we would appreciate your completing
this evaluation form and returning it to us. We value your opinion! Please indicate the
appropriate response and provide additional comments that you feel are necessary.

Sincerely,

The Counseling Department

What grade is your son/ daughter in? Your name (optional)

Have you had the opportunity to talk with your son/ daughter's counselor? Y N
Did you receive notification of ciassroom guidance topics and seminars? Y N
Did you attend any of the seminars or classroom presentations? Y N

If so, which ones?

Were they helpful to you and your son/ daughter? Y N

Comments:

What other topics do you feel should be discussed?

What do you see as your son/ daughter's greatest need in school?

What do you see as your son/ daughter's greatest strength in school?

General comments:

Feel free to contact me by phone. My ph.# is
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Guidance Curriculum Evaluation
Employer Form

Dear Employer:

To help us assess and improve services, we would appreciate your completing
this evaluation form and returning it to us. We value your opinion! Please indicate the
appropriate response and provide additional comments that you feel are necessary.

Sincerely,
The Counseling Department

How many of your current employees attended our high school?

How many of these have graduated from our high schoo!?

What aspect of your employee’s high school record did you consider most important/
least important during the hiring process?

Rate the preparation they received for employment in your firm in the following areas:
(1=not prepared, 2=some traiiiing needed, 3=adequate, 4=well prepared, 5=excellent)

Job interview and initial contacts. 12345
Understanding and completing written work as required. 12345
Following directions. 12345

Working as a cooperative team member with other employees. 12345
Giving an honest days work (good work ethic). 12345

What areas do you feel need to be addressed/ stressed in our high school to better
prepare students for the world of work in general (and in your firm specifically)?

Additional comments:




Guidance Curriculum Evaluation
Student Form
9th Grade

Dear Student:

To help us assess and improve services, we would appreciate your completing
this evaluation form and returning it to us. We value your opinion! Please indicate the
appropriate response and provide additional comments that you feel are necessary.

Sincerely,

The Couns “ng Department

Your counselor's name Your name (optional)

How many times (approx.) have you had contact with your counselor?

Which of the following classroom guidance topics did you participate in and how
would you rate your experience in each on a scale of 1-3 ( 1=a waste of time, 2= just
OK, 3= a very worthwhile time)

Study skills 123
“My Interests”( Strangs Interest Inventory) 123
Career Awareness 123
Decision Making 123
Resolving Conflict 123
College Awareness 123
High school planning 123
Scheduling for 10th grade 123
The World of Work and Stereotypes 123

What topic(s) would you have liked to see discussed?

How could the topics listed above have been presented to better help you?

Use the back of this sheet if you have additional comments or suggestions.
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Guidance Curriculum Evaluation
Student Form
10th Grade

Dear Student:

To help us assess and improve services, we would appreciate your cor_npleting
this evaluation form and returning it to us. We value your opinion! Please indicate the
appropriate response and provide additional commerits that you feel are necessary.

Sincerely,

The Counseling Department

Your counselor's name Your name (optional)

How many times (approx.) have you had contact with your counselor?

Which of the following classroom guidance topics did you participate in and how
would you rate your experierice in each on a scale of 1-3 ( 1= & waste of time, 2= just
OK, 3= a very worthwhile time).

Peer Support Training 123
Drug/ Alcohol Awareness 123
Local and national job market information 123
Consumer Awareness 123
Marriage and Family Responsibility 123
Resume Preparation 123
College representatives (which ones) 123
Scheduling for 11th grade 123
College tours (which ones) ‘ 123

What other topics would you have liked discussed?

How could the above topics been improved?

Use the back of this sheet if you nave additional comments or suggestions.

‘ i48




Guidance Curriculum Evaluation

Student Form
11th Grade

Dear Student:

To help us assess and improve services, we would appreciate your completing
this evaluation form and returning it to us. We vaiue your opinion! Please indicate the
appropriate response and provide additional comments that you feel are necessary.

Sincerely,

The Counseling Department

Your counselor's name Your name (optional)

How many times (approx.) have you had contact with your counselor?

Which of the following classroom guidance topics did you patticipate in and how

wouid you rate your experience in each on a scale of 1-3 ( 1= a waste of time, 2= just
OK, 3= a very worthwhile time).

Job Interview Skills 123
Tackling the College Application 123
Values Clarification 123
Scheduling for 12th grade 123
College representatives (which ones)? 123
College tours (which ones) 123

What other topics would you have liked discussed?

How could the above topics baen improved?

Do you feel comfortable with your plans for the future? Explain

Use the back of this sheet if you have additional comments or suggestions.
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Guidance Curriculum Evaluation
Student Form
12th Grade

Dear Senior Student:

To help us assess and improve services, we would appreciate your completing
this evaluation form and returning it to us. We value your opinion! Please indicate the
appropriate response and provide additional comments that you feel are necessary.

Siacerely,

The Counseling Department

Your counselor's name Your name (optional)

How many times (approx.) have you had contact with your counselor?

Which of the following classroom guidance topics did you participate in and how
would you rate your experience in each on a scale of 1-3 ( 1= a waste of time, 2= just
OK, 3= a very worthwhile time).

Rights and Responsibilities 123
Financing Coliege 123
Independence Readiness : 123
College representatives (which ones)? 123
College tours (which ones) 123

What other topics would you have liked discussed?

How could the above topics been improved?

Do you feel comfortable with your plans for the future? Explain
Have you applied to a post-high education program? If yes, please identify it.
Have you been accepted at this time? If no, explain

Use the back of this sheet if you have additional comments or suggestions.
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