

HIGH SCHOOL COUNSELING BEST PRACTICES  School _____________________  Counselor ______________ Date ______

	Counseling Program Elements
	Q1
	Q2
	Q3
	Q4
	Evidence or Documentation
	Completed?
In Progress?
Not yet 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.  Calendars reflect individual counselors’ activities.
	
	
	
	
	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
	
	
	

	Participating in professional development workshops and activities and sharing this information with appropriate administration, faculty, staff, students and parents.
	
	
	
	
	
	
	
	

	Weekly department meetings to plan and coordinate counseling activities.  Meetings are attended by all counselors.  Administrators, DSF Advisors and others in the counseling department attend on a regular basis.
	
	
	
	
	Department meeting minutes
	
	
	

	Checking records to include 1) identifying problems on each report card, 2) scheduling group guidance with students below 2.0 GPA, 3) sending warning letters, 4) identifying students for grade/credit recovery and 5) scheduling student/parent conferences as needed.
	
	
	
	
	
	
	
	

	Counseling department representation on school Data Teams, or Counseling department participates in Data Team process as its own team.
	
	
	
	
	
	
	
	

	Counseling department representation on SIT team.

	
	
	
	
	
	
	
	

	Providing individual guidance.
	
	
	
	
	Information in Conference section on IC
	
	
	

	Monitor use of time through time-task analysis (at least one 4-day time frame per semester)
	
	
	
	
	Time-task analysis results
	
	
	

	Counseling department representation on school leadership team(s) (CSC, SLT, etc.).
	
	
	
	
	
	
	
	

	Communication with feeder schools and post-secondary institutions to facilitate vertical transitions.
	
	
	
	
	
	
	
	

	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.
	
	
	
	
	
	
	
	

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

	By the end of the First Quarter:
	
	
	
	
	
	
	
	

	Complete senior contracts.  Counselors have communicated with parents of seniors regarding senior contracts.
	
	
	
	
	
	
	
	

	Ensure that all seniors have updated their personal education plan (post-secondary plan).
	
	
	
	
	Naviance
	
	
	

	Ensure that 9th grade students participate in orientation:  study skills, time management, learning styles, organizational skills.
	
	
	
	
	Pre/post test results
	
	
	

	Providing 9th grade orientation:  graduation requirements and transcripts.
	
	
	
	
	Pre/post test results
	
	
	

	Advertising fall testing and test prep opportunities:  PSAT/PLAN/SAT/ACT.
	
	
	
	
	
	
	
	

	Setting up classroom guidance: test-taking, study skills, time management, organizational skills, behavior, attendance, learning styles, grade/credit recovery, PSAT/PLAN/SAT/ACT prep and testing schedule.
	
	
	
	
	
	
	
	

	Analyze data regarding student needs through the use of a counselor-created needs assessment or other current data (IC, Safety Survey results, etc.)
	
	
	
	
	Possible Naviance report
	
	
	

	Identify counseling department goals for the school year (three recommended).
	
	
	
	
	
	
	
	

	By the end of the Second Quarter:
	
	
	
	
	
	
	
	

	Review transcripts with all 10th & 11th grade students.  Connect students with credit recovery programs when appropriate.
	
	
	
	
	
	
	
	

	Review graduation requirements and transcripts with all 10th & 11th grade students, including information on Concurrent Enrollment and ASCENT.
	
	
	
	
	
	
	
	

	Facilitate a lesson on understanding college entrance requirements for all students in grades 9-12.
	
	
	
	
	
	
	
	

	Facilitate a presentation to all 12th grade students on financial impact of post-secondary education.
	
	
	
	
	
	
	
	

	Ensure that 9th grade students have identified Career Cluster(s) through College In Colorado’s Career Cluster Finder activity.
	
	
	
	
	
	
	
	

	Ensure that all 9th grade students have developed a personal education plan (post-secondary plan) based on identified Career Cluster.  Plans should include options/opportunities such as AP, CE, ASCENT, Balarat, CEC, Executive Internships, etc.
	
	
	
	
	Naviance report
	
	
	

	Evaluating school-wide data (or 1st Q if time) to determine incident rate of referrals, attendance, grades/GPA, tardies, multi-racial make-up of AP classes.  Setting up intervention programs for students, parents and teachers.
	
	
	
	
	
	
	
	

	Planning distribution of PLAN/PSAT results to students and parents.
	
	
	
	
	
	
	
	

	Sending letters/Making calls to parents of seniors who failed a course required for graduation to plan credit recovery.
	
	
	
	
	
	
	
	

	By the end of the Third Quarter:
	
	
	
	
	
	
	
	

	Disseminating PSAT/PLAN to students and parents.
	
	
	
	
	
	
	
	

	Sending home to all students midyear scholarship reports and adding info to give parents more accurate info. 
	
	
	
	
	
	
	
	

	Publicizing Financial Aid Nights and College Goal Sunday.
	
	
	
	
	
	
	
	

	Ensure that Choice of Studies is completed by students in grades 8 - 11 for the next year, incorporating AP Potential info: Design orientation to publicize electives and changes to graduation requirements; register students for classes for next year; collaborate with middle school counselors on Choice of Studies and general orientation for 8th graders.
	
	
	
	
	
	
	
	

	Ensure that all students in grades 10-11 have reviewed and updated their personal education plan (post-secondary plan).
	
	
	
	
	Naviance report
	
	
	

	Ensure that all 11th grade students have explored post-secondary options.
	
	
	
	
	Naviance report
	
	
	

	Ensure that all 12th grade students have completed at least one post-secondary application.
	
	
	
	
	Naviance report
	
	
	

	Ensure that all 12th grade students have searched for scholarships.
	
	
	
	
	Naviance report
	
	
	

	By the end of the Fourth Quarter:
	
	
	
	
	
	
	
	

	Finalizing schedules for each junior for next school year and beginning senior contracts.
	
	
	
	
	
	
	
	

	Classroom guidance lesson for 11th grade students on college application process, etc.
	
	
	
	
	
	
	
	

	Creating next year’s school counseling program with other counselors and administrators to include activities, responsibilities, changes to procedures, etc.
	
	
	
	
	Counselor-administrator agreement, Program Audit
	
	
	

	Working with graduation committee to insure accurate walk lists, distribution/collection of caps and gowns, diploma/certificate lists.
	
	
	
	
	
	
	
	

	Ensure that all 9th grade students have registered for the College Opportunity Fund (COF)
	
	
	
	
	
	
	
	

	Ensure that all 11th grade students have produced a draft of their college essay/personal statement.
	
	
	
	
	Naviance report
	
	
	

	Collect data regarding impact of counselor-directed activities on attainment of department goals and/or SGOs.  Data should include number of students worked with, difference in students’ attitude, skills and knowledge, and impact on achievement or achievement-related behaviors.
	
	
	
	
	Results Report(s)
	
	
	

	Communicate with administration to ensure clear understanding of counselors’ summer work expectations and compensation for any time worked beyond contract year.
	
	
	
	
	
	
	
	


