

ELEMENTARY GUIDANCE BEST PRACTICES 
School_________________Counselor_____________________Date_________
	Counseling Program Elements 
	T1
	T2
	T3
	Evidence or Documentation
	Completed?
In Progress?
Not Started?
	Next Steps
	Person Responsible



	ON GOING
	
	
	
	
	
	
	

	All counselors collaborate to develop comprehensive guidance program elements.  Counseling Department develops each element using the appropriate rubric.  Three to five elements are added (or modified) to the program binder each year.
	
	
	
	Comprehensive Guidance Program binder
	
	
	

	Individual, weekly counselor calendars posted outside each office door
	
	
	
	Individual Calendars
	
	
	

	Counseling Department Calendar posted in central location.  Department calendar for the year is available.  Department calendar reflects activities coordinated by the counseling department.
	
	
	
	Department Calendar
	
	
	

	Participate in professional development workshops and activities and share this information with appropriate administration, faculty, staff, students and parents
	
	
	
	Completion Certificates; attendance at district Counseling Meetings
	
	
	

	Check student records to include 1) verifying grade level and placement in appropriate programs/classes, 2) reviewing progress reports for at-risk students
	
	
	
	
	
	
	

	Ensure access to safety nets for students who struggle academically
	
	
	
	
	
	
	

	Participate in parent/teacher conferences
	
	
	
	
	
	
	

	Coordinate and/or serve on SIT (Student Intervention Team), Section 504, and Multidisciplinary Team (MT)
	
	
	
	Calendar; minutes
	
	
	

	Assist in transitioning new students who enter the school throughout the year, as well as students who leave the school during the year
	
	
	
	New Student Orientations; Calendar
	
	
	

	Weekly Support Services meetings to plan and coordinate Personal/Social and school-wide activities.  Meetings are attended by all counselors, social workers, psychologists and other mental health partners.  Administrators and other partners attend on a regular basis.
	
	
	
	
	
	
	

	Assist parents/guardians with referrals to outside agencies
	
	
	
	
	
	
	

	Meet with Counseling Advisory Board (at least twice each year)
	
	
	
	
	
	
	

	Technology:  Set up/update the school’s counseling website
	
	
	
	Counseling Website
	
	
	

	By the end of the 1ST Trimester
	
	
	
	
	
	
	

	Provide orientation to school counseling program through classroom visits 
	
	
	
	Lesson Plan(s) and Calendar
	
	
	

	Advertise safety nets program(s)
	
	
	
	Advertisements
	
	
	

	Provide in-service to faculty on the SIT process
	
	
	
	
	
	
	

	Set up classroom guidance: test-taking, study skills, time management, organizational skills, behavior, attendance, learning styles, conflict resolution, character education
	
	
	
	Lesson Plans and Calendar
	
	
	

	Identify student groups for early intervention through needs assessment and analysis of school-wide data: retained students, attendance and/or discipline issues.  
	
	
	
	List of targeted students and reasons students are targeted
	
	
	

	Provide counseling services through small groups, behavior contracts, referrals, etc.
	
	
	
	Calendar
	
	
	

	Meet with new teachers to familiarize them with counseling services
	
	
	
	
	
	
	

	By the end of the 2ND Trimester
	
	
	
	
	
	
	

	Evaluate school-wide data (if not done in 1st trimester) to determine incident rate of referrals, attendance, failing grades, tardies.  Set up programs for students, parents and teachers. 
	
	
	
	Data report or synopsis of data
	
	
	

	Organize baseline data on identified students to use for measuring outcomes after guidance programs and strategies are completed
	
	
	
	
	
	
	

	Provide counseling services through small groups, behavior contracts, referrals, etc.
	
	
	
	Calendar
	
	
	

	By the end of the 3RD Trimester
	
	
	
	
	
	
	

	Beginning planning orientation and registration of students in grade 5 for the transition to 6th grade.  Work with school counselors at feeder middle school(s) to schedule information sessions for students/parents.
	
	
	
	Orientation programs for students
	
	
	

	Conduct classroom guidance lessons on career awareness in accordance with DPS’ Personal Education Plan (PEP) expectations
	
	
	
	Lesson Plan(s) and Calendar
	
	
	

	Conduct classroom guidance lessons on college awareness in accordance with DPS’ Personal Education Plan (PEP) expectations
	
	
	
	Lesson Plan(s) and Calendar
	
	
	

	Prepare a results report (in the National ASCA Model book) on your guidance programs for year; focus more on results data 
	
	
	
	Results Report(s)
	
	
	

	Meet with administration to plan out next year’s guidance program; activities; responsibilities; changes to procedures; etc. 
	
	
	
	Calendar; Counselor-Administrator Agreement
	
	
	

	Work with teachers on development of transition information (including persona/social, family, and school matters) to pass on to feeder middle schools
	
	
	
	Transition Spreadsheet
	
	
	

	Assist administration with next year’s class placement of special needs students.
	
	
	
	
	
	
	


