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MISSION AND VISION STATEMENTS 
FOR BRENTWOOD SCHOOL COUNSELING DEPARTMENT 

 
 

The mission of the Brentwood School District Counseling Program is to enable all students regardless of individual 
differences to acquire the educational, occupational, and social competencies necessary to function and contribute 

in a changing society. 
 
 
 

The vision of the Brentwood School District Counseling Program is that all students will carry over a strong moral 
character into society and reach their personal potential as life-long learners in all social, educational, and 

occupational areas.   
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ELEMENTARY SCHOOL COUNSELING 
 
 
The implementation of elementary counseling at the primary level has become a critical component in the 
establishment of a universal and cohesive school counseling program.  The Elementary School Counseling 
Department is committed to helping our students reach their full potential in academic areas as well as in career 
preparation and social emotional wellbeing.  As a result of incorporating school counselors at the elementary level, 
the following programs have been implemented over last few school years and will continue in years to follow: 
 

• “Too Good for Violence” curriculum that is provided for 8 week periods of time to the 2nd and 3rd grade classes.  
These series of lessons are designed to promote communication and unity within the classes while also 
providing students with the information they need to stay emotionally safe and happy 

• Character Education and Monthly Character Words of the Month 
• Collaboration with the School Safety Department to provide elementary students with a Summer Safety 

Program specifically tailored to provide our students with the knowledge they need to stay safe over the 
summer months 

• Community outreach programs coordinated with the YMCA to provide our students with donations of up to 30 
free sessions of 8-week swimming lessons delegated to specific students. 

• Presentations and coordination of school wide initiatives for Anti-Bullying and Anti- Gang Programs 
• Coordinating of outside of district summer opportunities for students 
• Communication with families through monthly newsletters encouraging parents to write about how their child 

displayed the character trait of the month at home 
• Award certificates given to students for their positive behavior both inside school and in their communities 
• Community outreach with local shelters promoted through events such as Super Hero Day when students 

were encouraged to dress as super heroes and bring in donations for those less fortunate 
• Individual and small group sessions provided for topics that include the following: attendance issues, divorce, 

adjustment issues, self-esteem, social appropriateness, family challenges, study skills, and coping with the 
death of a loved one 

Social Media Awareness Program is currently being created in collaboration with the School Safety 
Department to present to parents and students 
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1- OVERVIEW 
 

The Brentwood Guidance Department is following the New York State Model for Comprehensive School 
Counseling.  The four components of the comprehensive model are school counseling curriculum, individual student 
planning, responsive services and system support.  The New York State Model is based on the American School 
Counselor Association’s National Standards for School Counseling Programs, which identify three domains: 
academic, personal/social and career.    
____________________________________________________________________________________________ 
 

School Counseling National Domains and Standards 
The National Standards for School Counseling Programs facilitate student development in three broad areas: 
academic development, career development and personal/social development. Following are the nine National 
standards adopted by New York State. 
 
Academic Domain:   
 
Standard A 
Students will acquire the attitudes, knowledge, and skills that contribute to effective learning in school and across 
the life span. 

 
Standard B 
Students will complete school with the academic preparation essential to choose from a wide range of substantial 
postsecondary options, including college. 

 
Standard C 
Students will understand the relationship of academics to the world of work, and to life at home and in the 
community. 
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Career Domain:   
 

Standard A 
Students will acquire the skills to investigate the world of work in relation to knowledge of self and to make informed 
career decisions. 

 
Standard B 
Students will employ strategies to achieve future career goals with success and satisfaction.  

 
Standard C 
Students will understand the relationship between personal qualities, education, training, and the world of work. 

 
Personal/Social Domain:   
 
Standard A 
Students will acquire the knowledge, attitudes, and interpersonal skills to help them understand and respect self and 
others. 

 
Standard B 
Students will make decisions, set goals, and take necessary action to achieve goals. 

 
Standard C 
Students will understand safety and survival skills. 
____________________________________________________________________________________________ 
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The Comprehensive Model 
The comprehensive school counseling program is a framework for the systemic development, implementation, and 
evaluation of school counseling programs. The process for delivery of the National Standards linked to the New 
York State Learning Standards is accomplished by utilizing each of the four components of the comprehensive 
model: school counseling curriculum, individual student planning, responsive services, and system support. The 
comprehensive model identifies the competencies for students and uses varying strategies to deliver the content of 
the program to every student. Most importantly, the comprehensive program links school counseling to the total 
educational process. 
 
Developmental School Counseling 
Recognizing that all children do not develop in a linear fashion according to a certain timetable and understanding 
the developmental progression of a student's growth throughout the K-12th grade experience is essential. 
Developmental school counseling: 
 
 “...is for all students, has an organized and planned curriculum, is sequential and flexible, is an integrated part of 
the total educational process, involves all school personnel, helps students learn more efficiently and effectively, and 
includes counselors who provide specialized counseling services and interventions” (Myrick, 1997) 
  
Myrick's developmental approach emphasizes: programs for all students; the importance of using an integrated 
approach involving all school personnel in the delivery of “guidance activities”; and a school counseling curriculum 
that is sequential, age appropriate, planned and organized. Thus, the school counseling program must include age 
appropriate and sequential learning experiences to deliver the standards and competencies to every student. 
 
Result-Based Accountability 
“Result-based” counseling is also a competency-based approach. An emphasis is placed on a total pupil service 
approach. This approach emphasizes the importance of students acquiring competencies to become successful in 
school and in the transition to postsecondary education and/or employment. At the heart of “result-based” school 
counseling is accountability to the students and to the building administrator.  
 
The competencies delivered emphasize early intervention, prevention, and response services. The standards and 
the competencies guide the development of the program contact for student growth and achievement in the 
academic, career, and personal/social domains are an integral part of the individual planning, school counseling 
curriculum, responsive services, and system support. School counseling programs are now organized as an integral 
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and essential part of the broader school mission. The evolution of the comprehensive and developmental school 
and guidance clearly supports the imminent need for school counseling programs to be aligned with and tied to the 
mission of schools. School counseling programs promote educational excellence through individual excellence, 
provide preventative programs and experiences, and create a collaborative model that integrates the expertise of 
school counselors, other pupil service personnel, and business and community leaders into the total program. 
Additionally, it is current with the needs and expectations of education agenda and societal issues. Random acts of 
guidance are no longer acceptable in 21st century schools. 
 
The recently released final version of ASCA's National Model for School Counseling Programs incorporates the 
National standards, the comprehensive process and results-based accountability, while considering the 
developmental needs of every student. The four main components of the model are: 
 
1. The foundation of the program which addresses the belief and mission that every student will benefit from the 
school counseling program. 
 
2. The delivery system which defines the implementation process and the components of the comprehensive 
model (guidance curriculum, individual planning with students, responsive services and system support). 
 
3. The management system that presents the organizational process and tools needed to deliver a comprehensive 
school counseling program. These processes and tools include: agreements or responsibility, use of data, action 
plans, and time and task analysis; and monthly calendars 
 
4. The accountability system which helps school counselors demonstrate the effectiveness of their work in 
measurable terms such as impacts over time, performance evaluation, and a program audit. Both the National 
Model for School Counseling Programs and the Brentwood Comprehensive School Counseling Programs speak to 
the importance of accountability and having an organizational framework that documents and demonstrates “how 
students are different as a result of the school counseling programs.”  
 
A commitment to accountability shifts public perception from questions such as “what do school counselors really 
do?” to showing how school counselors are key players in the academic success for all students.  
____________________________________________________________________________________________ 
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The Mission Statement of the Board of Education: 
 

The Brentwood School District, in partnership with our community, will provide an exceptional 
education, build character, and empower all students to reach their full potential as life-long learners in a 
diverse, global society.  

 
To achieve its mission, the District is committed to ongoing efforts aimed at setting and maintaining high expectations 
for all students and building the capacity for all students to succeed.  This is done within a systemic framework which 
acknowledges the academic, physical, and social development of pupils in distinct stages over time and the 
expectations of local, state and national learning standards. 
 
Of critical importance to the District’s comprehensive effort is the role of its guidance and related services components 
for students, parents and teachers alike.  The explanation and coordination of these responsibilities are articulated in 
this Guidance Plan.  It is intended to assist educational stakeholders in assuring the academic and social success of 
all pupils. 
 
The Brentwood Counseling Department will provide all students with a planned and sequential school counseling 
program that will prepare them to develop information-processing skills, communication skills and interpersonal skills 
in order to achieve success in school, live successful and rewarding lives and develop into contributing members of 
society.  Specific competencies have been developed for each standard: 
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School Counseling Mission and Vision Statement 
 

The Brentwood School District Guidance Department fully supports the District mission and has created its 
own: 

 
The mission of the Brentwood School District School Counseling Program is to enable all 
students regardless of individual differences to acquire the educational, occupational and social 
competencies necessary to function and contribute in a changing society.  
 
The vision of the Brentwood School District Counseling Program is that all students will carry 
over a strong moral character into society and reach their personal potential as life-long learners 
in all social, educational, and occupational areas.   

 
To do so, the department seeks to: 
 

• Ensure school success for all students as the outcomes of all counseling efforts. 
 

• Provide timely and effective communication with students, parents and teachers on all matters pertaining 
to its responsibility. 

 
• Continuously educate constituents as to the expectations of the Brentwood School experience including 

graduation requirements, assessment standards and the scope of opportunities created by school 
programming. 

 
• Provide and support career and college education awareness and planning at all levels. 
 
• Coordinate counseling, consulting and related service efforts of all support components within the school 

district. 
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2- Professional Development 

 
 

The School Counseling Staff understands and promotes the importance of professional development. Membership in and 

attendance at professional organizational events helps provide the counselors with new and innovative suggestions to continually 

evaluate and improve their program. 

 

 Counselors are committed to supporting the counseling profession by sponsoring internships through area universities. 

Counselors take advantage of  training to enhance their career exploration skills, as well as their knowledge of the general curriculum. 

 

 The School Counselors, at the High School, Freshman Center, Middle Schools, and Elementary Schools enjoy the opportunity to 

grow and develop.   Opportunities are made for counselors to attend conferences and workshops during the school day. 
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Professional Association Meetings 

Target Grade: K-12 
Time Frame:  School Year                   

Need Objective Activity Outcome Evaluation Staff Resources 
Counselors need to get 
updated information in 
order to best assist 
students. 

To remain current 
and increase 
knowledge on 
topics related to the 
field. 

Counselors attend association 
meetings and conferences on 
relevant topics and get updated 
information as well as 
exchanging ideas through 
networking with counselors 
from other districts and 
colleges. 

Counselors remain abreast 
of new information, topics 
in the field and 
opportunities for students.  
Counselors also promote 
and maintain good 
counseling practices and 
public relations. 
 

Counselors 
will inform 
their 
colleagues at 
department 
meeting of 
newly 
acquired 
learning. 

Guidance 
counselors 

Counselor s’ 
discretion as 
to what 
associations 
they wish to 
belong to. 
(WSCA, 
AMCSA, 
NYSSCA) 
Conferences  

 
Graduate /Intern Supervision 

Target Grade: K-12 
Time Frame:  September - June 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
School 
counseling 
graduate 
students need 
supervision by 
certified/tenured 
guidance 
counselors.  

To supervise 
graduate students 
and expose them 
to the 
responsibilities 
and roles of a 
school guidance 
counselor. 

Graduate students are 
expected to fulfill the 
requirements of a 
New York Accredited 
School Counseling 
Program. Students 
will be supervised by 
a New York State 
Certified and tenured 
guidance counselor. 

Intern will develop 
a thorough 
understanding of 
the varied 
responsibilities and 
duties of a 
guidance counselor. 

Graduate students 
will successfully 
complete internship 
program and are 
ready to be 
employed as 
guidance 
counselors. 

6-12 
guidance 
counselors. 

Guidance 
office, 
guidance 
plan, 
graduate 
university 
expectations, 
professional 
organization 
membership 
and school 
district 
programs. 

Monitor progress 
and supervise 
daily 
Provide 
supervision 
meetings for 
intern to give 
feedback 
Meet with the 
student’s 
university 
supervisor as per 
college 
requirement. 
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School Improvement Team (SIT) 

Target Grade: K-12 
Time Frame:  All-Year 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Counselors are 
encouraged to be 
part of the SIT 
to discuss and 
address building 
initiatives 

To meet 
monthly and 
address 
building 
initiatives 
and/or concerns 
from parents, 
faculty, staff 
and the 
community.  

The SIT team meets once 
per month. Each year 
members address issues 
that arise at the building 
level and brainstorm 
ideas on how to handle 
such issues. Smaller 
committees within the 
SIT may meet monthly 
for follow through on 
designated initiatives 

The SIT reports 
back to the 
Superintendent and 
other building 
administrators in 
the District on 
initiatives and 
outcomes of the 
committee. 

Faculty, parent, 
administrator 
and community 
response. 

Grade level 
teachers, 
guidance 
counselor, 
building 
principal, 
parents 

Room for 
meetings, 
parent 
volunteers, 
resources as 
they arise 
throughout the 
year (i.e. 
handouts) 

Attend monthly 
meetings, 
develop a plan 
and work 
throughout the 
year to 
implement it. 

 
Guidance Computerized Software and Internet Resources 

Target Grade: 6-12 
Time Frame:  School Year 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students and 
parents need to 
access Naviance 
to get 
information to 
learn about the 
various career 
options. 

To develop a 
line of 
communication 
between 
guidance 
counselors, 
students and 
parents. 
Counselors 
provide 
knowledge 
regarding 
college and 
career choices 
to students and 
parents. 

Guidance counselors will 
act as liaisons to guide 
the college and career 
exploration process.  
Students, parents and 
school personnel need to 
access updated college 
and career information. 

Students, parents 
and school 
personnel will have 
an understanding of 
college and career 
resources.  They 
will be able to 
make informed 
decisions towards 
gainful 
employment, career 
advancement and 
success in post-
secondary 
programs. 

Students will 
enter career 
pathways 
and/or gain 
“real life” 
experiences 
preparing them 
for post-
secondary 
study or 
employment. 

Guidance 
counselors, 
teachers,  

 Naviance, 
Career 
Zone, 
College 
Center at 
BHS 

Attend 
conferences, 
meetings and 
training as 
needed. 
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Student Management System/Computer Training 
Target Grade: 6-12 
Time Frame:   All-Year  

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
It is essential 
that counselors 
have access to 
the District 
student 
information 
system, eSchool. 

To understand the 
complete Student 
Management System 
used in the District. To 
schedule 5th grade 
students for middle 
school. To track all 
enrichment and 
remediation services (i.e. 
ENL) To have access to 
attendance, discipline, 
and all other pertinent 
information. 

Counselors 
must attend 
various training 
sessions for 
eSchool in 
order to track 
and access 
pertinent 
information. 

Faculty, staff and 
administrators are 
able to access 
student information 
and pertinent 
information. 

Accuracy of 
student 
educational 
history and 
various student 
reports. 
Proficiency in 
e-school. 

Counselors, 
administrators, 
faculty and 
staff 

Access to the 
eSchool 
information 
system. 
Available 
time to attend 
training 
sessions. 

Attend various 
trainings as 
they arise. 
Meet with IT 
department re: 
reports and 
other eSchool 
features such as 
the parent 
portal and 
counselor 
dashboard. 
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Student Management System/Computer Training 
Target Grade: 6-12 
Time Frame:   School Calendar Year 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
It is essential 
that counselors 
have access to 
the District 
student 
information 
system to 
develop and 
maintain student 
information and 
schedules 
throughout the 
year. 

To understand the 
complete Student 
Management System 
program used in the 
District in order to 
schedule students, access 
course history, retrieve 
Academic Intervention 
Service information for 
grades (interim report 
cards and report cards), 
transcripts, student 
reports, attendance, 
discipline and all other 
pertinent information. 

Counselors 
must attend 
various training 
sessions for the 
Student 
Management 
System in order 
to effectively 
maintain 
student grades, 
Academic 
Intervention 
Services, 
transcripts, 
course history 
and schedules. 

Each student 
receives a full 
schedule on the 
first day of school. 
Faculty, staff and 
administrators are 
able to retrieve 
student 
information, reports 
and schedules on 
the Student 
Management 
System. 

Accuracy of 
student 
schedules, 
course 
history, 
grades, 
transcripts, 
credits 
completed 
and various 
student 
reports. 

Counselors, 
administrators, 
faculty and 
staff 

Access to 
Student 
Management 
System 
information 
system. 
Available 
time to attend 
training 
sessions and 
maintain 
student 
records. 

Attend various 
trainings as 
planned. 
Meet with 
computer 
personnel re: 
reports and 
other Student 
Management 
System 
features. 
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Annual Update of Comprehensive School Counseling Program 
Target Grade: K-12 
Time Frame:  December-School Year 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Annual 
update to 
School 
Counseling 
Program. 

To clarify the 
role and 
responsibilities 
of the school 
counselors. To 
educate the 
community 
regarding 
counselor roles, 
responsibilities 
and time spent 
on activities. 

Coordinator of Guidance meets 
with Assistant Superintendents to 
develop time line of updating the 
plan and any additional 
responsibilities such as 
presentations to the Board of 
Education. Counselors review 
current plan and note any changes 
to be made, and provide 
information on activities to be 
added. As the need to stay current 
is addressed year-to-year, changes 
are made to presentations, 
activities and timelines to meet 
these needs. 

The Guidance 
Plan is a 
document that 
describes 
guidance 
responsibilities, 
as 
comprehensively 
as written 
documentation 
will permit. 

Current 
guidance 
plan is in 
place & 
adopted by 
the Board. 

Coordinator of 
Guidance, 
Assistant 
Superintendents, 
School 
Counselors. 

Room, old 
guidance 
plan. 

Meeting with 
Coordinator of 
Guidance to 
determine time 
line of 
meetings, 
updates and any 
other 
requirements 
needed.  

 
 
 

College Informational Sessions and Site Visits 
Target Grade:  11-12                                                                                                        
Time Frame:  School Year 

Need Objective Activity Outcome Evaluation Staff Resources 
To gather most current 
information on 
programs and 
scholarship 
opportunities.  

To share and 
utilize 
information in 
house. 

Attend conferences. 
Counselors will share the 
information they have 
obtained through use of the 
counselor folders and staff 
meetings. 

Parents, students and 
faculty will have the 
most current 
information in order 
to make an informed 
decision regarding 
college. 

Parents, 
students and 
faculty will 
have up to date 
information 
when thinking 
about and 
making 
decisions for 
the college 
process. 

Guidance 
counselors. 

Funding 
reimbursement 
for conference 
fees and 
transportation. 
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Planning Calendar 
 
 

Professional 
Development 

Pg. 
Ref. 

Aug Sept Oct Nov Dec Jan Feb Mar Apr May June July 

Attend association 
meetings to remain 
current and 
increase 
knowledge. 

             

Supervise 
intern/graduate 
students 

             

Address parent, 
faculty and staff 
concerns at team 
meetings. 

             

Utilize career 
pathways 
software. 

             

Utilize eSchool to 
develop and 
maintain student 
information. 

             

Annually update 
the Guidance Plan. 

             

Plan/create 
flexible schedule 
options for 
students. 

             

Attend college 
informational 
sessions and site 
visits 
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Guidance Activity Matrix 
 
 The following matrix shows the extent and depth of formalized secondary guidance activities and initiatives currently in practice in the school 
district.  The following ongoing goals are indicated on the matrix at each grade level per experiences and serves as a key for matrix understanding: 
 

a: To increase COMMUNICATION with parents. 

b: To promote clearer understanding of SCHOOL ENVIRONMENT. 

c: To promote understanding of EDUCATIONAL REQUIREMENTS. 

d: To promote SCHOOL SUCCESS SKILLS. 

e: To provide CAREER/EDUCATION awareness & planning. 

f: To promote SOCIAL/PERSONAL development. 

g:  To increase COMMUNITY INVOLVEMENT. 

h: To provide COORDINATION OF SERVICES. 

i: To provide CONSULTATION SERVICES. 

j: To provide COUNSELING SERVICES.  
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Guidance Activity Matrix 
 
 

Professional 
Development 

Kindergarten Grade 
1 

Grade 
2 

Grade 
3 

Grade 
4 

Grade 
5 

Grade 
6 

Grade 
7 

Grade 
8 

Grade 
9 

Grade 
10 

Grade 
11 

Grade 
12 

Attend association 
meetings to remain 
current and increase 
knowledge.  

      c, d, e, 
f, h, i, j 

c, d, e, 
f, h, i, j 

c, d, e, 
f, h, i, j 

c, d, e, 
f, h, i, j 

c, d, e, 
f, h, i, j 

c, d, e, 
f, h, i, j 

c, d, e, 
f, h, i, j 

Supervise 
intern/graduate 
students 

      c, d, e, 
f, g 

c, d, e, 
f, g 

c, d, e, 
f, g 

c, d, e, 
f, g 

c, d, e, 
f, g 

c, d, e, 
f, g 

c, d, e, 
f, g 

Address parent, faculty 
and staff concerns at 
team meetings. 

      a, b, d, 
e, f, h, i 

a, b, d, 
e, f, h, 

i 

a, b, d, 
e, f, h, 

i 

a, b, d, 
e, f, h, 

i 

a, b, d, 
e, f, h, 

i 

a, b, d, 
e, f, h, i 

a, b, d, 
e, f, h, i 

Utilize career 
pathways software. 

      a, c,d, 
e, h, i, j 

a, c, d, 
e, h, i, j 

a, c, d, 
e, h, i, j 

a, c, d, 
e, h, i, j 

a, c, d, 
e, h, i, j 

a, c, d, 
e, h, i, j 

a, c, d, 
e, h, i, j 

Utilize the Student 
Management System 
program to develop 
and maintain student 
info. 

      a, c, e, 
d,  h 

a, c, e, 
d,  h 

a, c, e, 
d,  h 

a, c, e, 
d,  h 

a, c, e, 
d,  h 

a, c, e, 
d,  h 

a, c, e, 
d,  h 

Annually update the 
Guidance Plan. 

      a, d, e, 
f, g, h 

a, d, e, 
f, g, h 

a, d, e, 
f, g, h 

a, d, e, 
f, g, h 

a, d, e, 
f, g, h 

a, d, e, 
f, g, h 

a, d, e, 
f, g, h 

Plan/create flexible 
schedule options for 
students. 

      b, c, 
d,e, f, 

h, i 

b, c, 
d,e, f, 

h, i 

b, c, 
d,e, f, 

h, i 

b, c, 
d,e, f, 

h, i 

b, c, 
d,e, f, 

h, i 

b, c, 
d,e, f, 

h, i 

b, c, 
d,e, f, 

h, i 
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3-Student Intervention 

 
 
 The Guidance counseling staff, K-12, actively communicates with all school stakeholders to facilitate student success in the 

classroom.  School counselors actively participate in meetings to provide the building team with accurate New York State testing data, 

attendance history, discipline history and report card information.  Through Response To Intervention (RTI) meetings, outcome 

strategies are planned and designed to meet the individual needs of the student.  School counselors are involved in the oversight of the 

implementation of these interventions.  When building interventions are exhausted, it may be necessary to solicit the assistance of the 

committee on special education, outside agency resources or to seek alternative placements that will meet the continued needs of the 

student.   
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RTI Referral Process 
Target Grade:  K-12              Domain:  Academic 
Time Frame:  Year Round 
 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
During the 
school year, 
faculty and 
staff may 
need 
additional 
consultation 
support to 
assist 
students to 
achieve 
success. 

Students in 
need of finding 
academic focus 
are referred. 

The concerned 
teacher/counselor 
fills out the 
appropriate referral 
sheet which will 
include evidence of 
strategies already 
implemented and 
attempted.  This 
may include calling 
home, conferencing 
with students 
and/or parents, and 
many other 
methods. 

Additional 
interventions will 
be identified and 
implemented to 
help the student 
find success in 
the school 
setting. 

Student  
success. 

School 
counselors, 
social 
workers, dean 
of students, 
administrator, 
school 
psychologist, 
Coordinator of 
Special 
Education, 
school nurse. 

Office space, 
progress reports, 
report cards, 
referral forms, 
permanent folders, 
attendance 
records, behavior 
observation 
sheets. 

Consult with team members. 
Review student records 
Meet with RTI when 
scheduled 
Follow up with agreed upon 
plan. 

 
 

RTI Participation 
 
Target Grade:  K-12              Domain: Academic 
Time Frame:  School Year 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students referred 
by counselors, 
faculty or parents 
who are 
experiencing 
academic or 
behavioral 
difficulties. 

To improve the 
academic 
performance of 
students who are at 
risk. 

A team of school 
personnel meet daily, 
weekly, monthly 
(depending on building 
needs) to discuss and 
develop a plan to assist 
referred students.  
Possible interventions are 
reviewed, strategies 
discussed, and a formal 
plan is written. 

The needs of 
at-risk 
students will 
be addressed 
and a case 
manager is 
assigned to 
coordinate 
and carry out 
the plan. 

Student 
success is 
reviewed at 
scheduled 
follow-up 
meetings. 

Included but not 
limited to:  
administrator, 
school counselors, 
school social 
worker, school 
psychologist, nurse, 
teacher and 
consultants. 

Teacher referral 
forms, report 
cards, permanent 
record folders, 
attendance 
records, behavior, 
observation data-
collection sheets, 
clerical, 
computer. 

Review student 
files for 
background. 
 

 
  



23 
 

 
CSE Referrals 

Target Grade:  6-12              Domain: Academic 
Time Frame:  Year Round 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Additional 
information is 
needed when 
interventions of the 
RTI Team do not 
help a student 
achieve academic 
standards, and it is 
believed that the 
student may have a 
learning or 
emotional 
disability.  A 
referral is made for 
testing with the 
school 
psychologist, 
teacher and 
administrator. 

To 
determine 
if a child 
has a  
disability. 

School counselors 
in conjunction with 
the school 
psychologist, 
teacher and 
administrator 
prepare the referral 
form, discuss its 
implications with 
parents,. 

Student in need of 
individual education 
plans will be 
appropriately 
identified by the 
District’s CSE.  
Student is tested, a 
CSE meeting is held, 
and the committee 
recommends whether 
classification is 
appropriate. 

CSE annual 
reviews are held 
for classified 
students. 

School 
counselor 
prepares social 
history.  
Psychologist 
obtains 
permission for 
the evaluation, 
testing and 
serves as case 
coordinator for 
the CSE 
meeting. At the 
high school 
level, 
counselors will 
provide 
information on 
scheduling and 
course history. 

Permanent record 
folder, CSE referral 
forms, attendance, 
standardized testing 
results, report card 
grades, progress 
reports. 

Consult with 
team members 
regarding 
concerns. 
Review student 
records with 
RTI. 
 

 
 

IEP Development 
Target Grade:  6-12              Domain: Academic 
Time Frame:  Year Round 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students who require 
counseling on their IEP 
need goals to be 
inputted onto the final 
document. Goals need 
to be consistent with 
the emotional needs of 
the student. 

To outline 
the goals 
that the 
counselor 
hopes to 
achieve 
with the 
student. 

School counselor 
will assist to develop 
counseling goals 
geared toward the 
individual need of 
the student.   

Students will 
receive 
counseling to 
address their 
needs. 

Progress reports 
will be 
completed to 
assess if the 
goals were 
adequately met. 

Guidance counselor, 
CSE, all related 
support service 
providers 

Computer, 
ClearTrack 

Consult with 
teachers and 
psychologists to 
determine the 
needs of the 
student. 
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Annual Reviews 

Target Grade:  K-8              Domain: Academic 
Time Frame:  Year Round 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Attend students’ 
Annual Review 
Meeting. 

To ensure 
every child 
with an IEP 
receives an 
Annual 
Review. 

Counselor obtains 
list of every student 
with an IEP.   

Each child with an 
IEP will have an 
annual review 
meeting at the school. 

Annual reviews 
are held for 
classified 
students. 

School 
counselor , 
CSE 

Computer, prep 
schedule, 
ClearTrack 

Guidance 
counselor 
prepares data 
and records. 
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PSAT Administration 
Target Grade:  10 and 11             Domain: Academic 
Time Frame:  October 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students need 
to be given the 
opportunity to 
gain 
experience 
with college 
admissions 
testing. 

Provide students 
with opportunity to 
take standardized 
tests in home 
district. 

Standardized tests, 
specifically the 
PSAT, are 
administered 
during the first 
semester of the 
students’ 
sophomore and 
junior year.  
Offering exams 
during the regular 
school session 
encourages 
maximum 
participation.  
Exams are 
announced 
through the 
District 
newsletter, flyers, 
guidance website, 
Parent Square 
message and in-
school 
announcements.   

Students will 
become familiar 
with standardized 
testing procedure 
and the type of 
questions they 
can expect when 
taking the SAT 
during their 
junior year. 

Counselors will 
receive 
feedback from 
students 
following 
exams.  
Students can 
also take part in 
SAT review 
classes provided 
by Evening 
school or the 
Brentwood 
Public Library 
and will receive 
interpretation of 
results. 

High School 
counselors, 
teachers, 
administrators, 
custodial staff, 
secretarial 
staff, reading 
consultants. 

Classrooms, testing 
materials, 
registration forms.   
Mailings. 

Coordinator of 
Guidance orders 
PSAT’s.  Get 
labels and send 
flyer to each 
sophomore and 
junior’s home 
respectively.  
Announce test 
dates on morning 
announcements.  
Make spreadsheet 
of testing rooms 
and roster.     
Read through 
exam materials to 
prepare for test 
administration.  
Prepare for 
students from 
other districts as 
needed.  Notify 
proctors of 
changes.  Hold 
meeting to share 
test results. 
Plan parent 
informational 
night with College 
Board 
Representative. 
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Test Interpretation/Implementation 
 

    Target Grade:  6-12              Domain: Academic  
    Time Frame:  School Year 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students, 
parents, 
teachers and 
administrators 
need 
information on 
student test 
scores. 

To provide 
students, 
parents and 
teachers with a 
standard to 
compare 
student 
progress and 
achievement. 

Tests are scored and are 
reported back to the school 
district.  Counselors use these 
scores to appropriately plan 
instruction for students.  The 
scores are explained to 
parents and students as one 
means of determining student 
progress.  NYS test scores in 
ELA/MATH/NYSESLAT/ 
REGENTS are identified to 
track student’s math, reading 
and ENL comprehension 
abilities.  Teachers are 
provided scores of students to 
identify students who may 
need additional help with 
skills. 

Students, parents, 
and teachers will 
understand test 
results and 
integrate that 
understanding 
into teaching / 
learning / 
planning process. 

Parents, 
students and 
teachers clearly 
understand test 
scores by 
successfully 
integrating the 
information to 
their specific 
needs. 

Guidance staff, 
teachers, 
administrators. 

Testing 
results, 
testing site, 
proctors, 
testing 
materials, 
registration 
forms, 
mailings. 

Interpret results of 
each student. 
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Special Needs Standardized Test Registration 
 
    Target Grade:  9-12              Domain: Academic 
    Time Frame:  Year Round          

Need Objective Activity Outcome Evaluation Staff Resources 
Students who 
possess a 
physical or 
learning 
disability need an 
opportunity to 
utilize the special 
testing services 
provided through 
the Educational 
Testing Service 
and the American 
College Testing 
Program. 

To provide 
classified 
students with 
accommodations 
appropriate to 
complete the 
SAT, PSAT or 
ACT. 

Counselors will supply 
applications for 
modifications to 
classified students’ 
contact teachers.  
Special Education 
department head  will 
mail out completed 
applications. 

Classified students will 
participate in the 
special testing services 
provided for disabled 
applicants, so as to give 
them every opportunity 
to do their best. 

Students will have 
SAT, PSAT or ACT 
scores which may be 
presented to colleges 
for admission or 
placement 
requirements. 

Counselor, 
special 
education 
teachers, 
psychologist, 
special 
education 
department 
head 

Registration forms, 
IEP’s, most recent 
psychological testing 
results, credentials and 
student health 
information. 

 
 

Plan and Oversee Advanced Placement Testing 
Target Grade: 10, 11, 12             Domain: Academic 
Time Frame:   March through May 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students 
need to 
complete AP 
testing 
requirements 

Provide students 
with opportunity to 
take  AP tests in 
home district. 

Coordinate the 
administration of all AP 
examinations. Prepare 
and disseminate testing 
materials. Collect and 
account for all test 
materials for scoring. 
Ensure the security and 
proper administration of 
the test. Monitor the 
implementation of test 
modifications. 

To test all students 
enrolled in AP 
courses. 

Accurate 
reporting of 
individual test 
from College 
Board. 

All AP 
teachers, 
Coordinator of 
Guidance, 
building 
administrators,  
 

Testing 
materials, 
classrooms 
and other 
available 
space.  
 

Order AP 
exams. Pre-
register 
students prior 
to testing day. 
Read 
administrative 
manual. 
Conduct 
meeting with 
proctors. 
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Department Social Services /Child Protective Service Referrals 

Target Grade:  K-12              Domain: Personal/ Social 
Time Frame:  When necessary 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Student 
safety 

To report 
incidents as 
mandated.  File 
reports, and 
give students 
support when 
their safety 
may be 
compromised. 

When students indicate an incident, 
staff member is mandated to report to 
the Department of Social Service or 
Child Protective Services.  Sometimes 
this is determined through consulting 
with colleagues or by calling CPS.  The 
student is seen by the nurse for 
documentation.  If the incident must be 
reported the counselors sometimes in 
conjunction with a social worker, calls 
CPS after filing the report/referral.  
When CPS representatives come to 
school, the staff member will stay with 
the student during questioning.  Staff 
member will follow up whatever way is 
needed and will also inform the 
principal. 

Students 
are safe 
and 
supported 
(under 
NYS 
Guidelines) 
allowing 
them to 
refocus on 
their 
education. 

Students are 
safe, 
relationships 
with family 
improves. 

Counselor, 
social 
worker, 
nurse, 
principal, 
psychologist, 
teacher 

Referral 
form, Child 
Protective 
Services, 
Department 
of Social 
Services. 

Compile data and 
evidence for referral 
 Meet with teams to 
discuss students of 
concern 
Follow through on team 
recommendations 

 
Classroom Intervention 

Target Grade:  K-5 As needed.             Domain: Personal/ Social 
Time Frame:  Year Round 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Classroom 
intervention 

To assist a 
class and 
teacher with 
team 
building. 

When students in a 
class are having 
difficulty with their 
interaction as a group, 
guidance counselors 
may be asked to go into 
the classroom to teach a 
lesson or multiple 
lessons to achieve 
classroom 
cohesiveness. 

The class is taught 
how to prevent 
bullying, increase 
acceptance, handle 
and manage their 
anger, et cetera 

Students 
behavior 
improves. 

Teacher, 
guidance 
counselor, 
social worker 

Activities Working with the 
classroom teacher to 
Identify the specific 
problem 
Gear lessons to assist 
with changing the 
construct of the 
classroom 
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AFY(Alternatives for Youth) Referral  
Target Grade:  6-12              Domain: Personal/ Social 
Time Frame:  Year Round 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
When 
interventions of 
the RTI do not 
help a student 
improve 
ungovernable 
behavior and/or 
poor 
attendance, 
legal 
intervention is 
needed. 

To improve a 
student’s school 
behavior and/or 
attendance thus 
improving a 
student’s 
academic 
success. 

Social Worker 
completes the 
referral form 
gathering 
appropriate 
documentation 
(attendance report, 
suspension letters, 
etc.)  Follow up to 
the referral is an 
intake meeting in 
probation which is 
attended by either 
the counselor or 
administrator, 
student and 
parents(s).  The 
referral is discussed 
as a plan of action. 

Student will 
change behavior 
and/or 
attendance 
problems. 

A review of 
student’s 
behavior 
and/or 
attendance is 
made to see 
if 
improvement 
has occurred. 

Social worker, 
school 
counselor 
and/or 
administrator, 
dean 

Report card, 
attendance 
record, 
behavioral 
report, 
progress 
reports 

 Compile data for 
referral 
Complete application 
and mail 
Follow through with 
intake meetings and 
possibly court 
appearance. 
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Social-Emotional Health and Wellness Counselor  

Target Grade:  6-12              Domain: Personal/Social 
Time Frame:  Year Round 

Need Objective Activity Outcome Evaluation Staff Resources 
Prevention and 
intervention of drug 
abuse. 
Crisis Intervention  
Trauma Group 
therapy 
Bereavement 
groups 
 

To assist 
students in 
crisis and 
focus on 
students that 
may be at 
risk for 
substance 
abuse.  

Through group and individual counseling 
students will receive help to cope with their 
personal situation.  
 
Classroom lessons on substance abuse 
prevention    
 
Guest speakers from outside agencies may be 
utilized in addition to our counselors and drug 
education teachers. 
 
Behavior Therapy 

Students have 
an 
understanding 
of the 
consequences 
of their 
decisions.   
Reduction in 
the number of 
students using 
drugs and 
alcohol. 

A survey will 
be given to 
check the 
students 
values and 
decision 
making 
ability. 

Counselors, social 
workers and 
teachers. 

Drug education 
literature, survey. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



31 
 

Human Trafficking Youth Prevention Education 
Target grade: 5-12             Domain: Personal/Social 
Time Frame: Year Round  

 
 
  

Need Objective  Activity Outcome Evaluation Staff  Resources 
Human Trafficking is an 
evident problem in 
Suffolk County. Human 
trafficking indictments 
continue to increase at 
a constant rate and 
children/minors are the 
most vulnerable 
population that fall 
victim to it.  

1. Provide human 
trafficking education that 
equips educators and 
other staff to identify and 
respond to signs that 
students are at high risk 
of or are currently 
experiencing human 
trafficking. 
2. Deliver student human 
trafficking prevention 
education that is designed 
to build student resilience 
to labor trafficking and 
sex trafficking by 
strengthening student 
knowledge and skills. 
3. Train qualified 
individuals to implement 
and replicate project 
activities throughout the 
school district or 
identified target area(s). 
4. Establish and 
implement a Human 
Trafficking School Safety 
Protocol (HTSSP) 

Throughout the 
school year, human 
trafficking 
educational and 
awareness workshops 
will be held with 
school staff, students, 
and parents in the 
community. Guest 
speakers from outside 
agencies will be 
invited to participate 
and present. 
Individual and group 
counseling will he 
held as needed.  

Students, 
district 
staff/educators, 
and parents will 
be more aware 
of the human 
trafficking 
problem facing 
our community 
and will be able 
to recognize 
“red flags”.  

Pre and post 
surveys will be 
given to 
district staff 
and students 
when 
workshops to 
evaluate 
educational 
intake.  

Counselors, 
Project 
Advisors, 
Social 
Workers, and 
Teachers.  

Student and 
“Training of 
Trainers” curricula 
provided by 
agency partners at 
ECPAT-USA (anti-
trafficking policy 
organization).  
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Planning Calendar 
 
 

Professional 
Development 

Pg. 
Ref. 

Aug Sept Oct Nov Dec Jan Feb Mar Apr May June July 

RTI Referral              
RTI Participation              
CSE Referral              
CSE Involvement              
PSAT 
Administration 

             

Standardized Test 
Interpretation / 
Implementation 

             

Special Needs 
Standardized Test 
Registration 

             

Plan and Oversee 
AP Testing 

             

DSS/CPS 
Referrals 

             

AFY Referral               

SEL Counselor              

HTYPE Counselor              
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Guidance Activity Matrix (Outcome Key) 
 
The following matrix shows the extent and depth of formalized secondary guidance activities and initiatives currently in practice in 
the school district.  The following ongoing goals are indicated on the matrix at each grade level per experiences and serves as a 
key for matrix understanding: 
 
a. To increase COMMUNICATION with parents. 
 
b. To promote clearer understanding of SCHOOL ENVIRONMENT. 

 
c. To promote understanding of EDUCATIONAL REQUIREMENTS. 

 
d. To promote SCHOOL SUCCESS SKILLS. 

 
e. To provide CAREER/EDUCATION awareness and planning. 

 
f. To promote SOCIAL/PERSONAL development. 

 
g. To increase COMMUNITY INVOLVEMENT. 

 
h. To provide COORDINATION OF SERVICES. 

 
i. To provide CONSULTATION SERVICES. 

 
j. To provide COUNSELING SERVICES. 
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Guidance Activity Matrix 
 
 

Student 
Intervention 

Kindergarten Grade 
1 

Grade 
2 

Grade 
3 

Grade 
4 

Grade 
5 

Grade 
6 

Grade 
7 

Grade 
8 

Grade 
9 

Grade 
10 

Grade 
11 

Grade 
12 

RTI Referral and 
Participation 

      c, d, f, 
h, i 

c, d, f, 
h, i 

c, d, f, 
h, i 

c, d, f, 
h, i 

c, d, f, 
h, i 

c, d, f, 
h, i 

c, d, f, 
h, i 

CSE Referral and 
Involvement 

      a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 
PSAT Administration           c, e c, e,  c, e,  

Standardized Test 
Interpretation / 
Implementation 

      b, c, e b, c, e b, c, e b, c, e b, c, e b, c, e b, c, e 

Special Needs 
Standardized Test 
Registration 

         c, d, e, 
h 

c, d, e, 
h 

c, d, e, 
h 

c, d, e, 
h 

Plan AP Testing            c, d c, d c, d 

DSS/CPS Referrals       f, h f, h f, h f, h f, h f, h f, h 

AFY Referral        f, h f, h f, h f, h f, h f, h f, h 

SEL Counselor          a, b, c, 
d, e, f, 

h 

a, b, c, 
d, e, f, 

h 

a, b, c, 
d, e, f, 

h 

a, b, c, 
d, e, f, 

h 
HTYPE Counselor       a, b, c, 

d, e, f, 
h i, j 

a, b, c, 
d, e, f, 
h, i, j 

a, b, c, 
d, e, f, 
h, i, j 

a, b, c, 
d, e, f, 
h, i, j 

a, b, c, 
d, e, f, 
h, i, j 

a, b, c, 
d, e, f, 
h, i, j 
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4- School Success 
 
 

School counselors actively work to ensure that every student, 6-12, meet with school success.  Students who excel in the school 

environment are rewarded and given positive reinforcement through progress monitoring and weekly logs.  Students who struggle are 

provided with improvement strategies through academic intervention services, parent meetings are conducted and extended counseling 

center hours are available.  School counselors monitor each student’s individual progress, plan interventions and implement positive 

reinforcement programs on an individualized basis.  Parent/guardian involvement in the school environment is encouraged.  The 

Guidance Department realizes that the home school connection is vital to ensuring school success.   
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Student Progress Reports and Updates 
Target Grade:  6-12                                                      Domains: Academic.  Personal/ Social 
Time Frame:  Year Round                                                                                                                                                     

Need Objective Activity Outcome Evaluation Staff Resources 
During the school 
year, parents may 
request additional 
updates on their 
child’s academic 
progress. 

To provide 
parents 
with 
adequate 
information 
on the 
academic 
progress of 
their child. 

Parent contacts counselor requesting an 
academic update. 
Counselor makes personal contact with (or e-
mails) the student’s teachers requesting 
feedback from all teachers involved. 
Counselor collects information from teachers 
and calls parent to discuss collected 
information.  Weekly progress reports can be 
picked up by students on Friday and parent 
can access daily/weekly progress from 
teachers via e-mail. 

Parents will 
receive 
timely and 
informative 
feedback 
from teachers 
on the 
academic 
progress of 
their child.  
Student 
academic 
performance 
will improve. 

Increased 
communication 
between 
parents, 
teachers and 
counselors. 

Counselors, 
teachers, 
guidance 
clericals. 

Telephone, 
progress check 
form, weekly 
progress 
reports, e-mail 

 
Parent / Counselor Conferences  

Target Grade:  6-12            Domains: Academic, Personal/ Social 
Time Frame:  Year Round 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Parents / 
guardians 
and 
counselors 
need to 
collaborate to 
enhance 
student 
performance. 

To provide 
parents/ 
guardians 
with ongoing 
academic and 
social 
consultation 
regarding 
their child. 

Counselors will meet with 
parents to discuss student 
progress or parental 
concerns regarding 
academic and social 
development.  Counselors 
gather information from 
teachers via team meetings 
or written correspondence 
to identify student 
achievement.  Counselors 
may use the phone or 
personally communicate 
information to parents. 

Parent 
communication 
will be enhanced 
to ensure student 
success. 

Student 
achievement and 
behavior will 
improve. 

Teachers and 
guidance 
counselors. 

Student grades, 
student 
standardized 
test scores, 
student 
progress 
information. 

Send letter to 
parents to inform 
them that 
scheduling 
process has 
begun. 
Provide 
opportunity for 
parents to meet 
with counselors 
to discuss 
articulation. 
Parents can 
schedule 
appointments on 
an as needed 
basis. 



37 
 

 
Open School Night 

Target Grade:  6-12         Domains: Academic, Personal/ Social                                                                                                          
Time Frame:  School Year 

Need Objective Activity Outcome Evaluation Staff Resources 
Parents need 
information as a 
follow- up to progress 
reports and report 
cards.  

Counselors 
meet with 
parents to 
discuss 
concerns 
regarding their 
children. 

Counselor/parent conference 
during Open School Night.  

To provide 
parents with 
additional 
resources and 
information 
regarding ways 
to assist their 
children. 

Improved 
communication 

School 
counselors, 
parents,  

Student records 
and meeting 
room. 

 
Department Meetings 

Target Grade:  6-12                                                                                                                                    
Time Frame:  Year Round                                                                                                                          

Need Objective Activity Outcome Evaluation Staff Resources 
Counselors need to 
maintain a process 
consistent from 
counselor to counselor 
within the department.   
Maintain regular 
agenda items and set 
priority items that 
change regularly and 
often.  The department 
needs to meet weekly 
(or monthly) to ensure 
communication of all 
projects and concerns.  

To provide 
counselors with 
a forum to 
address 
changes, 
projects and 
problems and 
ensure clear 
communication 
between all 
counselors. 

Counselors meet weekly (K-5 
meet monthly) to review 
concerns, plan projects and events 
and share information pertinent to 
counselors.  High school, Middle 
school and Elementary counselors 
meet Coordinator of Guidance to 
obtain pertinent information. 

All students 
will receive 
consistent 
services and 
information 
from the 
counseling 
center. 

Improved 
communication 
between 
counselors. 

All counselors, 
guidance 
clericals, 
coordinator of 
guidance and 
sometimes 
building 
principal. 

Calendars, 
student 
management 
system reports, 
paperwork, 
college room or 
library 
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Senior At-Risk Sessions 
Target Grade:  12                       Domain: Academic                                                                                           
Time Frame:  School Year 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Seniors in 
academic 
jeopardy of not 
graduating in 
June need 
additional 
motivation from 
guidance 
counselors, 
teachers and 
staff. 

To assume 
timely 
student 
graduation. 

Counselors will 
meet with seniors 
at risk of not 
graduating.  A 
spreadsheet will 
be generated 
listing these 
students.  
Students will be 
identified after 
second marking 
period. 

Counseled student 
will be more invested 
in doing well 
academically and will 
be successful in 
studies and graduate 
in June. 

Counseled 
students 
graduate on 
time. 

Counselors, 
teachers, 
coaches, 
administrators. 

Progress 
reports, 
schedules, e-
mails, report 
cards. 

Go over all senior 
report cards and 
identify students at 
risk.  Make a list, 
collaborate with 
faculty, update 
yellow card, pull 
report cards and 
progress reports with 
each student, then 
follow up with 
student to check 
progress. 
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Summer School Notification / Registration 

Target Grade:  6-12                               Domain: Academic                                                                                  
Time Frame:  June 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students and 
parents need to 
be notified of 
course failures, 
summer school 
eligibility and 
summer school 
registration. 

To notify 
parents and 
students of 
course 
failures and 
summer 
school 
eligibility. 

Counselors gather accurate 
information from teachers 
regarding students who have 
failed course and/or failed State 
exams.  Counselors assist in the 
registration of students for 
summer school classes.  
Counselors mail home letters 
stating course failure and 
eligibility.  Clericals mail 
summer school brochures and 
letters. 

Parents and 
students will 
receive timely 
and accurate 
information 
regarding 
summer school 
eligibility and 
registration. 

Students and 
parents receive 
summer school 
information.  
Eligible 
students 
register. 

Guidance 
counselors, 
guidance 
clericals, 
summer school 
principal, 
teacher. 

Course 
failure/State 
exam failure lists, 
summer school 
forms, eSchool, 
envelopes. 

Update forms; 
meet with 
summer school 
principal 
regarding 
courses 
offered. 
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Home Instruction 
Target Grade:  6-12                  Domain: Academic                                                                                              
Time Frame:  As Needed 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
The guidance 
clericals set up 
home 
instruction for 
students who 
are ill or are 
unable to 
attend 
mainstream 
instruction. 

To obtain 
personnel to 
provide home 
instruction.  
To facilitate the 
provision of at-
home instruction 
for students 
unable to attend 
regular classes 
because of 
illness or 
suspension. 

Guidance clericals will 
maintain a list of 
available tutors. Obtain 
permission to implement 
home instruction.  
Guidance clericals 
arrange for the necessary 
tutors for the courses 
homebound students 
require.  Guidance 
clericals inform teachers 
that tutoring is being 
coordinated, request work 
and follow-up as needed. 
Guidance clericals 
maintain contact with 
teachers and tutors 
regarding student 
progress and trouble 
shoot any problems that 
may arise. 

The student will 
be able to 
continue their 
mandated 
education. 
Provide for 
communication 
between tutor and 
teacher. Students 
will receive 
required 
instruction, 
ensuring their 
academic 
success. 

Review and 
disseminate 
progress notes from 
tutor. Students have 
access to the 
required amount of 
work with the tutor.  
Teacher comments 
and tutor, parent 
and student 
feedback. Re-entry 
meeting for 
students on home 
instruction is 
required for 
suspended student. 

Guidance 
counselor, 
teacher, 
tutor, 
guidance 
clericals, 
teachers.  

Telephone, 
email, and 
home 
tutoring 
forms 
student’s 
schedule, 
outside tutor 
list, tutor 
work request 
form, tutor 
table/work 
folder. 

Discuss with 
parent/ answer 
questions. 
Determine if 
situations 
warrant home 
tutoring and 
provide 
information to 
parents and 
steps to take.  
Request and 
gather notes 
from doctors. 
Fill out home 
instruction 
letter.  
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Identification of Honors Students 
Target Grade:  9-12                    Domains: Academic, Personal/ Social                                                                                          
Time Frame:  February 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students of 
exceptional 
ability need 
the 
opportunity 
to remain 
academically 
challenged. 

To identify 
students in 
math, social 
studies, science 
and language 
arts who have 
qualified for 
acceptance into 
an honors class. 

Selected students are 
given the opportunity to 
participate in an honors 
level class if they qualify.  
Letters are sent to 
students meeting the 
criteria.  Parents are 
informed of the 
requirements.  At the high 
school level, teachers 
contact counselors with a 
list of approved honors 
students. 

Students meeting 
set criteria will be 
placed in 
qualified honors 
classes for the 
upcoming school 
year. 

Student 
academic 
success. 

Guidance 
counselors, 
teachers, 
administrators 

Student grades, 
teacher 
recommendations, 
assessment scores.  

Thoroughly 
review student 
grades and 
consult with 
teacher. 
Work closely 
with 
administrators 
to select 
students and 
send letters to 
parents. 
Monitor 
student grades 
and schedule 
parent/teacher 
meetings if 
necessary.  

    
Advanced Placement Program Coordination 

Target Grade:  10-12              Domain: Academic 
Time Frame:  September - May 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students 
need to be 
given the 
opportunity 
to take 
challenging 
courses 
that can 
earn them 
college 
credit. 

To offer 
courses to 
students that 
will expand 
their 
coursework 
and provide a 
variety of 
academic 
experiences. 

Coordinator of 
Guidance will 
attend meetings on 
the Regional 
College Board 
making decisions 
as to which courses 
will be scheduled.  
Counselors will 
also work with 
faculty to discuss 
course offerings. 

The Advanced 
Placement 
schedule will 
have course 
offerings in each 
period, providing 
more 
opportunities for 
Brentwood 
students. 

Students will take 
challenging 
courses, expanding 
the number of 
students taking AP 
courses and AP 
exams. 

H.S. counselors, 
H.S. principal, 
teaching staff, AP 
Coordinator, 
department heads 

Brentwood 
High School 
AP Schedule 

College Board 
curriculum 
training for 
teachers, exam 
proctors, order 
exams.  Print all 
schedules of class 
enrollment. 
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Scheduling & Academic Intervention Services (AIS) 
Target Grade:  6-12                                                                                                       Domain:  Academic 
Time Frame:  All Year including Summer 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students are 
identified as 
needing AIS to 
help them to be 
successful in school 
and ultimately meet 
NYS Learning 
Standards.  
Students are 
identified through 
standardized tests, 
NYS Assessments, 
grades and teacher 
recommendations.  
Assisting in the 
selection, 
scheduling and 
monitoring of 
students. 

To help 
students work 
towards 
meeting the 
NYS Learning 
Standards and 
graduation 
requirements.  
To assist with 
selection and 
monitoring of 
AIS students.  
Responsible for 
scheduling 
students into 
eSchool. 

Assisting in the 
selection and 
monitoring of 
students receiving 
the following 
services: AIS 
classes, remedial 
labs, social work, 
attendance 
monitoring.  
Responsible for 
maintaining and 
balancing 
schedules and 
parent 
correspondence 
through letters, 
phone calls and 
parents 
conferences. 

Students 
receive 
stronger grades 
in school and 
ultimately meet 
the NYS 
requirements 
for graduation. 

Student 
grades, test 
scores, 
attendance in 
school. 

Counselors, 
administrators, 
Coordinator of 
Guidance, 
building 
administrators, 
teachers 

Student records, 
test scores, 
grades, eSchool, 
letters 

Thoroughly review 
student records and 
teacher 
recommendations 
Monitor grades of 
each students 
quarterly and make 
appropriate 
changes 
Maintain accurate 
records in Student 
Management 
System  
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 High School Academic- Scholarship Night / Department Awards  

Target Grade:  9-12                                                                                                  
Time Frame:  August-June 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students 
receiving 
scholarships 
and awards 
should be 
recognized 
by the 
school and 
community. 

To involve 
students, parents, 
and community 
in a process of 
recognizing 
students for their 
academic, 
athletic and 
community 
accomplishments. 

High school counselors 
contact parents to 
notify them that their 
children have been 
recognized to receive 
an award.  A high 
school counselor who 
serves as scholarship 
chairperson keeps a 
data base of all awards 
and contacts.  The 
scholarship chairperson 
works with a guidance 
clerical to develop a 
scholarship bulletin. 

Students who 
have earned 
academic, social 
and athletic 
awards will be 
recognized by the 
school and 
community. 

Number of 
students who are 
recognized at 
awards ceremony 
and input from 
presenters, 
parents, 
administrators 
and students 

Counselors, 
administrators, 
custodial staff, 
clerical, guidance 
clerical, teachers, 
Scholarship 
Committee. 

High 
school 
auditorium, 
presenter 
copies of 
program. 

Award and 
Scholarship 
Committee 
members work with 
administrators to 
assign awards to 
present.  Checks for 
the specific 
amounts needed are 
requested from the 
Scholarship 
Committee. Copies 
of the program are 
made for all 
presenters and 
updated as needed.   

    
       



44 
 

      
Middle School Academic Awards Programs and Volunteer Service Recognition Program 

Target Grade:  6-8                                                                                                  
Time Frame:  April, June 
Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Faculty and counselors 
wish to recognize 
student success as a 
means to maintain and 
improve the academic 
success of students. 

To increase student 
motivation to 
improve 
performance 
through public 
recognition of 
academic success 
and volunteer 
service. 

End of year (grades 6-8) 
grade level assemblies are 
planned.  Parents and 
family members of 
recipients are invited to 
attend the Middle School 
Awards Evening 
Presentations. 

Student 
recognition. 

Discussion 
of program 
merits and 
areas in 
need of 
change take 
place at 
team 
meetings. 

Guidance 
counselors, 
teachers, 
administrators, 
clericals 

Middle 
school 
(June), 
auditorium, 
microphone, 
programs. 

Meet with teachers to 
select students 
receiving awards. 
Develop time 
schedule for 
ceremonies and 
programs. 
Winner/recipients are 
notified. 
Awards Program is 
started, reviewed, 
updated and changed 
to reflect award 
winner, presenter and 
any other needed 
information. 
Work closely with 
PTA to identify 
students receiving 
awards.    
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Scholarship Process 
 

Target Grade:  Primarily 12 (Some 9-11)                                                                                                
Time Frame:  Year Round (scholarships are posted as they come in) 

Need Objective Activity Outcome Evaluation Staff Resources 
Students need to be 
aware of the 
scholarship 
opportunities 
available from 
Brentwood High 
School and 
community agencies. 

To help students 
research potential 
scholarship 
opportunities. 

Students are made aware of 
scholarships through a quarterly 
guidance bulletin and referral to 
online resources such as the 
District Guidance website.  
Counselors will also serve on the 
Brentwood Scholarship 
Committee.  

Students will 
become 
aware of and 
apply for 
various 
scholarships 
and 
recognitions. 

Students are 
recognized at the 
BHS Awards 
Assembly at the 
end of the school 
year.  They are 
awarded 
scholarships given 
to them by the 
committee and 
other agencies. 

Guidance 
counselors, 
scholarship 
committee. 

District website, 
advertisements 
from community 
agencies, guidance 
scholarship 
bulletin, 
scholarship 
websites. 

    
 

Administrative Consultation Meetings 
 

Target Grade:  6-12 
Time Frame:  Year Round  

Need Objective Activity Outcome Evaluation Staff Resources 
To enhance 
educational 
opportunities for the 
students through 
optimal academic 
planning. 

To provide 
consultation 
services to 
administration for 
the enhancement 
of academic 
program 
development and 
delivery. 

Meetings with administrators 
arranged on an as needed basis.  
Subsequent research of current 
practice, literature and reporting 
of findings provided as needed. 

Development 
of 
appropriate 
educational 
plans and 
programs to 
maximize 
students’ 
potential. 

Long-term 
evaluation 

Administrators, 
guidance 
counselors, 
psychologists, 
social workers, 
teachers and 
support staff 

Administrative 
office, records 
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BOCES Counselor Meetings/Visitation 
Target Grade:  11-12                      Domain: Academic                                                                                               
Time Frame:  September – June (Quarterly) 

Need Objective Activity Outcome Evaluation Staff Resources 
Counselors need 
information and 
updates regarding 
vocational training to 
better prepare students 
for post high school 
careers or exploration 
for college. 
  

Counselors will 
meet with Tech 
staff and area 
professionals to 
obtain 
information 
which will 
facilitate 
technical 
education 
learning 
experiences for 
students in 
grade 12. 

Counselors will meet 
quarterly to discuss changes 
in Tech opportunities, 
program expectations and 
professional development.  
Counselors will also tour 
new programs with other 
counselors.  Guest speakers 
from BOCES or area 
affiliates will provide high 
school to post-secondary 
college opportunity.  
Counselors set-up half day 
visitations with BOCES, 
draw up Tech visitation 
permission form, and 
distribute to interested 
students.  Students sign up 
in guidance.  Counselors 
follow-up with students, 
parents and incomplete or 
missing forms as needed.   

Students will attend 
Tech for technical 
education as seniors.  
Students have the 
information needed to 
decide if they want to 
attend BOCES and if 
so, which program 
they wish to pursue. 

Students 
receiving 
technical 
education can 
make decisions 
to pursue or 
change career 
direction based 
on their 
experiences in 
the BOCES 
programs while 
taking the 
coursework 
necessary to 
earn a NYS 
Regents 
diploma with 
the Technical 
Institution. 

Guidance 
counselors, 
career 
professionals, 
BOCES teachers 
and 
administration. 

BOCES 
program, 
guidance 
counselors and 
program 
applications. 

    
 
 
*** BOCES is dependent on BOE approval.
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 BOCES Student Visitations 
 

Target Grade:  10-12              Domain: Academic                                                            
    
Time Frame:  Spring 

Need Objective Activity Outcome Evaluation Staff Resources 
Students need 
exposure to 
vocational 
opportunities to make 
informed decisions 
with regard to their 
future participation in 
BOCES programs. 

Counselors will 
facilitate 
exposure to 
technical 
education 
opportunities for 
students going 
into grade 12. 

Counselors will plan a visit to 
BOCES for students to tour 
programs available to them for 
the following school year.  
Students will be informed via 
announcements and information 
sheets and will then sign up for 
the trip.  Students will bring in 
signed permission slips to 
participate.  Students and 
counselors will take a bus to 
BOCES for the tour. 

Students will 
select 
appropriate 
BOCES 
programs to 
attend for 
their next 
school year. 

Students will 
complete the 
one or two year 
program and 
make decisions 
to continue on 
or change 
career direction 
based on their 
participation in 
BOCES 
programs. 

Guidance 
counselors, 
guidance clerical, 
BOCES 
personnel, bus 
driver 

Parent permission 
slips, information 
sheets, sign up 
sheet, bus. 

    
 
    
*** BOCES is dependent on BOE approval.
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Regents 
 

Target Grade:  9-12 
Time Frame:  December - May 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students and 
their parents 
need to be 
informed of 
State 
assessments 
needed to 
graduate from 
high school 
and/or to 
receive IEP, 
local, Regents, 
or Advanced 
Regents 
diplomas. 

To ensure 
that all 
students meet 
State exam 
graduation 
requirements. 

Go through student 
records to determine 
which students still need 
to pass exams for their 
diploma type.  Reminder 
sheets are then filled out 
and mailed home to 
parents.  These reminders 
are sent out early in order 
to give students enough 
time to prepare for the 
exams.  Students are also 
added to walk-in lists on 
the computer to ensure 
that the exam grade will 
be recorded on their 
permanent record. 

Students and 
parents will be 
aware of the 
exams needed 
to graduate and 
be prepared to 
take them. 

All students will 
take exams 
needed to 
graduate and 
meet diploma 
requirements. 

Counselors, 
clericals, 
assistant 
principal. 

Computer, 
transcripts, 
Regents 
reminders, 
Summer 
School, 
reports, 
Regents 
schedule, 
student 
management 
system files. 

Update forms, 
change dates, 
confirm 
graduation 
requirements 
for each 
student. 

    
 

 Diploma Designation 
 

Target Grade:  10-12               Domain: Academic 
Time Frame:  December, May 

Need Objective Activity Outcome Evaluation Staff Resources 
Students and parents 
need to be aware of 
what exams they still 
need to graduate 
and/or receive a 
Regents Diploma. 

To ensure 
graduation for all 
students and 
increase the 
number of 
Regents 
Diplomas as well 
as advanced 
designation 
awarded. 

Counselors compile a list of 
students who still need to pass 
State exams to graduate.  They 
also compile a list of students 
who passed Regents courses, 
but failed the Regents Exam 
required for a Regents Diploma.   

All students 
and parents 
will be aware 
of exams 
needed to 
graduate 
and/or obtain 
a Regents 
Diploma. 

Student 
attendance at 
exams. 

Counselors, 
clericals. 

Computers and 
scheduling 
software, current 
and accurate 
information on 
State 
requirements. 
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Anti-Bullying Inactive 

 
Target Grade:  9-12 
Time Frame:  Year round 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students will 
be involved in 
raising 
awareness of 
bullying and 
promoting 
ways to reduce 
occurrences.  

To encourage 
students who 
may say 
nothing to 
speak out 
against 
bullying or 
any acts they 
see which are 
not JUST.  

The Anti-Bullying group 
will create a campaign to 
raise awareness regarding 
bullying acts and teach 
good students who do 
nothing to speak up.  

Students will 
be empowered 
to assist 
students being 
bullied, report 
acts which 
break school 
rules 

Reduction in the 
amount of 
bullying acts and 
harassment 
situations. 

Counselors, 
assistant 
principal, 
teachers. 

Assembly 
program, 
classroom 
presentations. 

Posters, 
meetings, 
videos.  
Student 
vignettes. 
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Planning Calendar 
 
 

School Success Pg. 
Ref. 

Aug Sept Oct Nov Dec Jan Feb Mar Apr May June July 

Student Progress 
Reports and 
Updates 

             

Parent/Counselor 
Conferences 

             

Weekly 
Department 
Meetings 

             

Senior At-Risk 
Sessions 

             

Summer School 
Mailing / 
Registration 

             

Home Instruction              

Identification of 
Honors Students 

             

AIS Services              

High School 
Academic Awards 

             

Middle School 
Academic Awards 

             

Scholarship 
Process 
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BOCES 
Counselor/Student 
Visits 

             

Advanced 
Placement 
Coordination 

             

Regents / RCT 
Letters 

             

Diploma 
Designation 

             

Anti- Bullying              

              

 



52 
 

Guidance Activity Matrix 
  
            The following matrix shows the extent and depth of formalized secondary guidance activities and initiatives currently in 
practice in the school district.  The following ongoing goals are indicated on the matrix at each grade level per experiences and serves 
as a key for matrix understanding: 
  

a:          To increase COMMUNICATION with parents. 

b:         To promote clearer understanding of SCHOOL ENVIRONMENT. 

c:          To promote understanding of EDUCATIONAL REQUIREMENTS. 

d:         To promote SCHOOL SUCCESS SKILLS. 

e:          To provide CAREER/EDUCATION awareness & planning. 

f:          To promote SOCIAL/PERSONAL development. 

g:          To increase COMMUNITY INVOLVEMENT. 

h:          To provide COORDINATION OF SERVICES. 

i:           To provide CONSULTATION SERVICES. 

j:          To provide COUNSELING SERVICES. 
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 Guidance Activity Matrix 
 
 

Student 
Intervention 

Kindergarten Grade 
1 

Grade 
2 

Grade 
3 

Grade 
4 

Grade 
5 

Grade 
6 

Grade 
7 

Grade 
8 

Grade 
9 

Grade 
10 

Grade 
11 

Grade 
12 

Student Progress 
Updates 

      a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, 

i 
Parent/Counselor 
Conferences 

      a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 
Department Meetings       a, b, c, 

d, e, g, 
h, i 

a, b, c, 
d, e, g, 

h, i 

a, b, c, 
d, e, g, 

h, i 

a, b, c, 
d, e, g, 

h, i 

a, b, c, 
d, e, g, 

h, i 

a, b, c, 
d, e, g, 

h, i 

a, b, c, 
d, e, g, 

h, i 
Senior At-Risk 
Sessions 

            a, c, d, 
e, f, h 

Summer School 
Mailing / Registration 

      a, b, c, 
d, e, h 

a, b, c, 
d, e, h 

a, b, c, 
d, e, h 

a, b, c, 
d, e, h 

a, b, c, 
d, e, h 

a, b, c, 
d, e, h 

a, b, c, 
d, e, h 

Home Instruction       a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

Identification of 
Honors Students 

       b, d, e, 
h, i 

b, d, e, 
h, i 

b, d, e, 
h, i 

b, d, e, 
h, i 

b, d, e, 
h, i 

b, d, e, 
h, i 

Academic Intervention 
Services 

      b, d, e, 
h, i 

b, d, e, 
h, i 

b, d, e, 
h, i 

b, d, e, 
h, i 

b, d, e, 
h, i 

b, d, e, 
h, i 

b, d, e, 
h, i 

Academic Awards 
Programs 

       a, b, c, 
d 

a, b, c, 
d 

a, b, c, 
d 

a, b, c, 
d 

a, b, c, 
d 

a, b, c, 
d 

Scholarship Process            a, c, d, 
e, f, g, 

h 

a, c, d, 
e, f, g, 

h 
Administrative 
Consultation Meetings 

      a, b, c, 
d, e, f, 

a, b, c, 
d, e, f, 

a, b, c, 
d, e, f, 

a, b, c, 
d, e, f, 

a, b, c, 
d, e, f, 

a, b, c, 
d, e, f, 

a, b, c, 
d, e, f, 
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g, h, , 
i, j 

g, h, , 
i, j 

g, h, , 
i, j 

g, h, , 
i, j 

g, h, , 
i, j 

g, h, , 
i, j 

g, h, , 
i, j 

BOCES Counselor and 
Student Visitations/ 
Meetings 

           a, b, c, 
d, e, f, 
g, h, j 

a, b, c, 
d, e, f, 
g, h, j 

Advanced Placement 
Coordination 

          a, b, c, 
d, e, g, 

h, i 

a, b, c, 
d, e, g, 

h, i 

a, b, c, 
d, e, g, 

h, i 
Regents/RCT Letters          a, b, c, 

d, e, h, 
i 

a, b, c, 
d, e, h, 

i 

a, b, c, 
d, e, h, 

i 

a, b, c, 
d, e, h, 

i 
Diploma Designation           a, c, d, 

e 
a, c, d, 

e 
a, c, d, 

e 

Anti-Bullying       a, b, c, 
d, e, f, 
g, h, , 

i, j 

a, b, c, 
d, e, f, 
g, h, , 

i, j 

a, b, c, 
d, e, f, 
g, h, , 

i, j 

a, b, c, 
d, e, f, 
g, h, , 

i, j 

a, b, c, 
d, e, f, 
g, h, , 

i, j 

a, b, c, 
d, e, f, 
g, h, , 

i, j 
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5- Scheduling & Record Keeping 
 

 
The Guidance Counseling staff actively collaborates with students in the scheduling process.  Course selections 

are carefully designed for individual students based on their needs, future goals, and post-secondary desires.  It is 

recognized that schedule adjustments will be necessary, with teacher, administrator, and parent input.  Students’ 

schedules may be changed to enhance the quality of the education and overall academic success of the student.   

It is critical that information from the elementary schools be shared with the Middle School counselors and 

administrators, and that student information from the Middle Schools be shared with the High School counselors and 

administrators.  Academic records will follow the student in the 6-12 process.  The students’ cumulative folders will 

maintain all relevant student information and be kept confidential.  Student report cards and transcripts will be reviewed 

for accuracy and filed in the cumulative folder. 
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Scheduling 5th Grade Students for Middle School 
Target Grade: Fifth grade             Domain: Academic 
Time Frame:   February– June (Every school year) 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Develop 
schedules 
for all fifth 
grade 
students. 

To appropriately 
plan for all 5th 
graders preparing 
for Middle School. 

Create individual 
schedules for each 5th 
grader. 
To meet with students 
and parents to discuss 
proposed schedule. 
Input schedule into 
eSchool. Send required 
information to middle 
schools (Listing of 
special services and team 
lists.) 
To create schedules for 
any new entrants. 
To make necessary 
schedule changes after 
annual reviews. 

Appropriate 
schedule for all 5th 
grade students. 
Increase parent 
awareness of 
middle school 
course offerings. 
 

Individual school 
schedules that 
meet students’ 
needs. 

Middle school 
counselors, 
elementary 
counselors, 5th 
grade teachers, 
and support 
staff. 

Curriculum 
guide, 
Scheduling 
forms, and 
Directives 
from the 
Middle 
School 

Compile 
student 
information  
(i.e. AIS, 
Reading, 
Bilingual,  
ENL, band, 
Chorus and 
mandated 
services) 
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Course Selection 
Target Grade: 9-12             Domain: Academic  
Time Frame: January - June             

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students 
require 
assistance in 
selecting 
courses 
appropriate for 
their 
educational 
plans and 
graduation 
requirements. 

To individually 
help students 
design realistic 
yet challenging 
class schedules  
to meet 
requirements 
and promote 
post-secondary 
plans. 

Counselors discuss course 
selections individually.   
Students are expected to review 
their proposed schedules with 
parents. 
 Student course requests are input 
into the computer. 
Counselors follow-up with 
students regarding problems with 
their schedules. 
Failures are rescheduled after 
summer school sign ups and 
again after summer school 
completion. 
Appropriately rescheduled 
students for AIS courses as 
determined by principals. 

Students will 
have a 
schedule that 
supports his 
or her 
vocational 
and 
educational 
plans while 
assuring 
District and 
state 
compliance.   

Students will 
meet their 
academic 
goals with 
only minor 
schedule 
changes.   

Counselors Course 
selection guide, 
computer 
system.  
Meetings with 
special area 
teachers to 
update course 
offerings.  
Preparation 
time and 
paperwork. 

Meet with  
heads/directors to 
discuss course 
offerings.   
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Schedule Adjustment 
Target Grade: 9-12             Domain: Academic 
Time Frame:  Year Round            

Need Objective Activity Outcome Evaluation Staff Resources 
During the 
school year 
students 
require 
schedule 
adjustments. 

To review all 
change 
requests and 
to assess their 
validity 
consistent 
with State and 
local 
expectations. 

Students must discuss possible schedule 
changes with their counselor.  After 
discussing the change, including the 
student’s purpose for wanting the 
change, the counselor will determine 
whether the change is in the student’s 
best interest.  
Teacher, parent, department head and 
administrator input will be ascertained.  
Once the counselor validates the 
possibility of the change, the student 
will obtain the appropriate form from 
his/her counselor and get appropriate 
signatures.  
Once the change is approved, then it is 
made via the computer schedule system.  
New schedules are printed and given to 
student and involved teachers. 
For teacher/counselor requested 
changes, (i.e., lab additions/deletions,  
credit check, etc.) – changes will be 
made and the student informed via a 
new schedule in homeroom.  All 
necessary teachers will be notified. 

Relevant 
changes will 
be made 
which do not 
limit or 
diminish 
student 
opportunity.  
Continuous 
behavior 
issues will be 
addressed via 
schedule 
changes with 
administrative 
approval.   

Schedule 
changes will 
enhance - not 
detract from - 
the quality of 
the education 
that student 
obtains and 
assist in the 
overall 
academic 
success of the 
student. 

Counselors, 
teachers, 
principals, 
department 
heads and 
administrators 

Change request 
forms, 
computer, up-
to-date master 
schedule, and 
assessment 
scores.   
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Balancing Classes 
Target Grade: 6 – 12            Domain: Academic  
Time Frame:  September, October, January, February, May and June 

Need Objective Activity Outcome Evaluation Staff Resources 
Classes 
need to be 
balanced to 
ensure 
equity of 
opportunity 

Create 
course 
enrollments 
considerate 
of size, 
student 
ability, 
gender and 
diversity. 

Review course enrollments for balance of 
size, student ability, gender, diversity and 
individual student needs. 

Courses will 
be balanced 
considerate 
of size, 
student 
ability 
gender and 
diversity. 

Creation of 
balanced 
class 
enrollments. 

Counselors, 
principal, 
assistant 
principals. 

Master 
schedule, 
eSchool, 
student records. 

 
 

Individual Progress Review/Parent Conference/ IGP 
Target Grade:  5/6 and 8/9        Domains: Academic, Personal/ Social, Career 
Time Frame: School Year 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Counselors share 
information regarding 
student strengths, 
areas of concerns, and 
overall academic 
performance.  Eighth 
grade 
parents/guardians, in 
addition to the above, 
need information on 
choices available in 
the high school and 
information on their 
child’s four-year plan 
and graduation 
requirements 

To ensure 
personal 
communication 
at critical 
secondary 
school junctures 
between school 
and home. 

Eighth grade 
counselors discuss 
next year’s course 
selections, the four-
year plan, and begin 
a career plan for each 
student.  Scheduling 
summaries are 
provided to all 
participating parents.  
9th to 10th grade 
parent orientation 
8th to 9th grade parent 
orientation 
5th to 6th grade parent 
orientation 

Student/pa
rent/couns
elor 
interaction 
ensures 
optimal 
student 
academic 
performan
ce. 

Students/ 
parents 
give 
verbal 
feedback.  
Evaluation 
forms 
mailed to 
freshman 
parents. 

Fifth and 
eighth 
grade 
counselors 

High school 
and middle 
school 
guidance 
offices, 
permanent 
record 
folder 
information, 
copy 
machine, 
career plan 
folders, 
mailings. 
Graduation 
tracker/IGP 

Schedule each 
parent and student 
conference, 
Send letters home 
to each parent. 
Develop materials 
to be used. 
Counselors meet 
to discuss 
feedback from 
previous years. 
Review NYS 
Career Plan. 
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Scheduling for Special Needs Population 

Target Grade: 6-12         Domains: Academic, Personal/ Social, Career 
Time Frame: March - June           

Need Objective Activity Outcome Evaluation Staff Resources 
To meet the 
specific needs of 
special 
populations. 

To appropriately 
place students 
within their 
prescribed 
special education 
program 

Create and 
review of 
schedules for 
students with 
special needs.  
Maintain and 
track services 
provided and 
accommodations 
given to each 
student. Ensure 
that students 
receive 
appropriate 
services. 

Schedules will be 
related to ensure 
that the prescribed 
individual 
educational plan for 
students with 
special needs is 
actualized. 

The appropriate 
scheduling of 
students with 
special needs. IST 
and Annual 
Reviews 

Counselors, 
special 
education 
teachers. 

Scheduling 
materials, student 
records, IEP 
information. 
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Maintain Cumulative Records 
Target Grade: K-5         Domains: Academic, Personal/ Social, Career 
Time Frame:  Sept. to June           

Need Objective Activity Outcome Evaluation Staff Resources 
The school is 
required to keep 
a cumulative 
record of 
individual 
student’s 
academic 
progress and 
results of State 
testing. 

To accurately 
maintain all 
relevant 
student 
information 
in a central 
student file.   

Counselors oversee 
the maintenance of 
student cumulative 
records. 
If needed, counselor 
will contact prior 
district to obtain 
student records and 
review when 
received. 
Ensure State test 
results are placed 
appropriately in 
cumulative records 
and eSchool. 

An accurate 
comprehensive 
student file 
will be 
maintained for 
each student. 

Each student 
will have a 
complete file 
containing 
academic 
information. 

Counselors, 
teachers, 
clericals. 

File folder for 
each student. 
State testing 
results. 
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Maintain Cumulative Records 
Target Grade: 6-12         Domains: Academic, Personal/ Social, Career  
Time Frame:  Year-round             

Need Objective Activity Outcome Evaluation Staff Resources 
The school is 
required to keep 
a cumulative 
record of 
individual 
student’s 
academic 
progress, 
diploma type, 
and testing 
information. 

To accurately 
maintain all 
relevant 
student 
information in 
a confidential, 
central 
student file.   

Counselors maintain 
scheduling, diploma 
type, standardized 
testing, student 
course drop forms, 
interventions 
attempted, support 
given and other 
overall information 
on how each student 
is progressing 
toward meeting 
graduation 
requirements. 

An accurate 
comprehensive 
confidential 
student file 
will be 
maintained for 
each student. 

Each student 
will have a 
complete file 
containing 
school related 
information. 

Counselors, 
teachers, 
administrators, 
guidance 
clerical. 

File folder for 
each student. 
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Documentation and Information Maintenance 
Target Grade: K-5          Domains: Academic, Personal/ Social, Career 
Time Frame: Year-round       

Need Objective Activity Outcome Evaluation Staff Resources 
Almost every 
aspect of 
counselor 
responsibilities 
requires 
documentation 
and record 
maintenance. 

To accurately 
document 
pertinent 
information to 
ensure its 
accessibility 
when needed.  
To prepare 
cumulative 
folders for 
transition to 
Middle School. 
E-school 
guidance log 
should be 
utilized. 

Information that counselors 
obtain needs to be organized 
and maintained.  Counselors 
compile information 
regarding students, 
interventions, et cetera. 
which must also be 
maintained and organized.   
Counselors ensure the proper 
placement of individual test 
results in the cumulative 
folder. 
Prepare folders for Middle 
School by shredding non-
essential information. 
 

Information on 
students and data 
on many aspects 
of student 
achievement will 
be accurately 
compiled and 
maintained for 
appropriate 
services. 

Records are 
kept and 
appropriate 
information 
collected. 
E-school 
guidance 
log.  

Counselors Report cards,  
computer, 
folders, 
records for 
new entrants, 
State 
assessment 
results, 
eSchool 
guidance log. 

 
 
  



64 
 

Documentation and Information Maintenance 
Target Grade: 6-12          Domains: Academic, Personal/ Social, Career 
Time Frame: Year-round            

Need Objective Activity Outcome Evaluation Staff Resources 
Almost every 
aspect of 
counselor 
responsibilities 
requires 
documentation 
and record 
maintenance. 

To accurately 
document 
pertinent 
information to 
ensure its 
accessibility 
when needed. 

Counselors are always 
obtaining information about 
students from many different 
sources.  This information 
needs to be organized and 
maintained.  Counselors are 
also frequently asked to 
compile information 
regarding students, credits, 
interventions, et cetera. 
which must also be 
maintained and compiled.  
Student transcripts are gone 
over repeatedly and status 
sheets filled out in order to 
track student progress 
toward graduation.  
Counselors update forms and 
information sheets that are 
given to students and 
parents.  Forms also need to 
be updated in order to 
increase efficiency.  All 
functions, activities and 
classes require up to date 
forms, handouts, and 
information.  Interim reports, 
report cards, and 
announcements of upcoming 
events are also done. 

Information on 
students and 
data on many 
aspects of 
student success 
will be 
accurately 
compiled, and 
maintained for 
future reference, 
comparison, 
and/or 
evaluation. 

Records are 
kept and 
appropriate 
information 
collected.   

Counselors Transcripts, 
forms, check 
list, 
schedules, e-
school 
guidance log, 
Naviance.   
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Planning Calendar 
 
 

Scheduling Pg. 
Ref. 

Aug Sept Oct Nov Dec Jan Feb Mar Apr May June July 

Scheduling 5th 
Grade Students for 
Middle School 

             

Course Selection              

Schedule 
Adjustment 

             

Balancing Classes              

Annual Student 
Review/Parent 
Conference 

             

Scheduling for 
Special Needs 
Population 

             

Maintain 
Cumulative 
Records 

             

Documentation 
and Information 
Maintenance 
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Guidance Activity Matrix 
 
 
 The following matrix shows the extent and depth of formalized secondary guidance activities and initiatives currently in 
practice in the school district.  The following ongoing goals are indicated on the matrix at each grade level per experiences and serves 
as a key for matrix understanding: 
 

 

a: To increase COMMUNICATION with parents. 

b: To promote clearer understanding of SCHOOL ENVIRONMENT. 

c: To promote understanding of EDUCATIONAL REQUIREMENTS. 

d: To promote SCHOOL SUCCESS SKILLS. 

e: To provide CAREER/EDUCATION awareness & planning. 

f: To promote SOCIAL/PERSONAL development. 

g:  To increase COMMUNITY INVOLVEMENT. 

h: To provide COORDINATION OF SERVICES. 

i: To provide CONSULTATION SERVICES. 

j: To provide COUNSELING SERVICES. 
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Guidance Activity Matrix 
 
 

Scheduling Kindergarten Grade 
1 

Grade 
2 

Grade 
3 

Grade 
4 

Grade 
5 

Grade 
6 

Grade 
7 

Grade 
8 

Grade 
9 

Grade 
10 

Grade 
11 

Grade 
12 

Scheduling 5th Grade 
Students for Middle 
School 

      a, b, c, 
d, e, f, 

i 

      

Course Selection       a, b, c, 
d, e, f  

a, b, c, 
d, e, f  

a, b, c, 
d, e, f 

a, b, c, 
d, e, f 

a, b, c, 
d, e, f 

a, b, c, 
d, e, f 

a, b, c, 
d, e, f 

Schedule Adjustment          c, d, h c, d, h c, d, h c, d, h 

Balancing Classes       a, c, d, 
e, f, h, 

i 

a, c, d, 
e, f, h, 

i 

a, c, d, 
e, f, h, 

i 

a, c, d, 
e, f, h, 

i 

a, c, d, 
e, f, h, 

i 

a, c, d, 
e, f, h, 

i 

a, c, d, 
e, f, h, 

i 
Annual Student 
Review/Parent 
Conference 

      a, b, c, 
d, e, f, 

h, i 

 a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

   

Scheduling for Special 
Needs Population 

      b, c, d, 
e, f, h, 

i 

b, c, d, 
e, f, h, 

i 

b, c, d, 
e, f, h, 

i 

b, c, d, 
e, f, h, 

i 

b, c, d, 
e, f, h, 

i 

b, c, d, 
e, f, h, 

i 

b, c, d, 
e, f, h, 

i 
Maintain Cumulative 
Records 

      a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

a, c, d, 
e, h 

Documentation and 
Information 
Maintenance 

      b, c, d, 
e, h 

b, c, d, 
e, h 

b, c, d, 
e, h 

b, c, d, 
e, h 

b, c, d, 
e, h 

b, c, d, 
e, h 

b, c, d, 
e, h 
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6- Transitions 
 
 

Entering a new school year can be very challenging for students and their parents.  As a way of assisting students 

new to the district and those who are transitioning from one district school to another, the guidance department has 

developed a series of orientation programs. 

 

Careful attention is given to the placement of students and focuses on early identification of students who may be 

considered to be “at risk” in order that appropriate early intervention may be made.  The new entrant parent, student, 

counselor interview is utilized to obtain academic, behavioral and attendance history. 

 

Information is disseminated through a series of evening parent programs and classroom presentations for students.  

Programs such as the 8th to 9th Grade Orientation and the Sophomore Orientation to the High School are designed to help 

students transition successfully.  Parent meetings are planned to inform parents/guardians of school expectations and 

procedures, so that they might play an active role in helping their children attain optimal academic success. 
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Fifth Grade Parent Orientation 

       Target Grade: 5          Domains: Academic, Personal/ Social, Career 
         Time Frame:  January-June             

Need Objective                    Activity Outcome Evaluation Staff Resources Preparation 
Parents with  
children 
entering 
middle 
school 
require 
information 
about school 
programs and  
expectations. 
 
 

To provide an 
overview  
about middle 
school 
programming 
including 
course 
opportunity,  
and 
the school’s 
expectations 
for student 
success. 

The parent orientation is  
publicized on the school  
calendar, website and a special 
mailing is made to all 5th grade 
parents.   
Guidance counselor makes  
 a short presentation 
 focusing on relevant 
middle school information. 
Parents are then invited to ask 
questions. 
Bilingual presentation in 
Spanish. 
 

Parents will have a 
comprehensive 
understanding of the 
middle school program     
and will be familiar  
with the 
general procedures and 
policies of the school. 
They will be aware of 
the student  
responsibilities  
that must be met in 
order for the student  
to be successful in the 
learning process. 
Future communication 
and support will be 
encouraged. 

Parents will  
leave with  
appropriate  
information 

Guidance, 
parents, 
students, 
social 
worker,  
principal, 
teachers 

Auditorium; 
informational 
packets, 
PowerPoint 
presentation 

Prepare  
packets  
for parents. 
Send  
reminder 
letters home  
to parents. 
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Meeting with Middle School and Elementary Counselors 

  Target Grade:  5          Domains: Academic, Personal/ Social, Career 
Time Frame:  June                             

Need Objective              Activity Outcome Evaluation Staff Resources Preparation 
Early  
Identification 
of “at risk”   
students. 
  
 

To identify  
students at  
risk. 

Meeting between middle and  
elementary counselors 
to review students 
with special needs. Strategies 
and techniques which  
have succeeded 
or failed in promoting  
student success will 
be discussed. Complete  
spreadsheet for pertinent  
information regarding  
students’ needs and concerns. 

Students “at risk” are 
identified prior to the 
commencement of their 
6th grade experience. 
Referrals to 
appropriate support 
staff will be made early 
in the year. 

Teachers’  
feedback. 

Middle 
school 
counselors,  
elementary  
counselors.  

Class lists, 
student  
spreadsheets. 

Middle school 
counselors  
schedule meeting 
with elementary 
school counselor. 
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Sixth Grade Orientation – Parent/Student 
Target Grade:  5         Domains: Academic, Personal/ Social, Career 

   Time Frame: August           
Need Objective         Activity Outcome Eval. Staff Resources Preparation 
Fifth grade 
students need 
to become 
familiar with 
the physical 
layout of the 
middle school. 

To provide 5th  
grade students 
and parents  
with a formal 
tour of  
middle school, 
team  
designations, 
and a personal 
introduction to 
middle school 
guidance  
counselors. 
 

Students and parents  
are given tours of the  
middle school building.  
Identification of  
team, teachers, and 
room assignments are 
provided. Students  
and parents are  
encouraged to  
ask questions and are 
introduced to the M.S.  
by the principal. 

Students will 
become familiar 
 with the physical 
 layout of the  
middle school, 
facilitating their 
 first day  
experience. 

Students 
will  
have 
an  
under- 
standing  
of  
the  
M.S. 
before 
the 1st 
day of 
school. 

Middle school 
guidance staff, 
teachers, 
administrators. 

Handouts  
of  
information. 

Send 
reminder letter 
home to 
parents. 
Develop 
packets for 
students and 
parents. 
Establish 
homerooms 
and teams 
for students 
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Guidance Awareness Orientation 

     Target Grade: 6          Domains: Academic, Personal/ Social, Career 
       Time Frame: September                    

Need Objective         Activity Outcome Evaluation Staff Resources Preparation 

Students 
 need info 
 about the 
 middle 
school  
guidance 
 dept. 
and its  
services. 

To provide  
students 
with  
accurate 
information  
concerning  
the location,  
the 
personnel 
 and 
the activities 
of the 
middle  
school 
guidance  
department  
and how  
to access 
its services. 

The guidance  
counselors  
meet with 6th  
grade students 
during a class period. 
Information about 
the school 
and guidance services  
are addressed in  
the ensuing discussion  

Students will know  
what type of reasons 
to seek out their 
counselor and how 
to make an 
appointment with 
them. 

Immediately 
following the 
classroom 
discussion  
period, students 
will complete 
an evaluation 
form. 

Guidance  
counselor 

Classroom 
questionnaires 

Prepare  
activity. 
Schedule items 
with 6th grade 
teachers. 
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8th Grade Parent/Student Information Night 

    Target Grade:     8           Domains: Academic, Personal/ Social, Career 
  Time Frame:      March, August      

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Transitioning 
students and 
their parents 
require 
information 
about the 
Freshman  
Center.  

To provide 
parents and 
students with 
an overview 
of the  
Freshman 
Center 
including 
graduation 
requirements, 
academic and 
social 
expectations. 

The parent orientation 
is publicized on the 
school calendar and 
in 
a special mailing to 
incoming freshmen. 
Parents are introduced 
to the counseling 
staff prior to a short 
presentation 
highlighting relevant 
information to the 
Freshman Center. 
Parents and 
students are then 
invited 
to meet directly with 
the teachers and  
counselors who will  
explain their 
programs. 
9th Grade orientation 
is offered in the 
spring and late 
summer 

Parents will acquire 
an initial,  
understanding of the 
Freshman Center. 
They 
will become familiar 
with school 
procedures and 
policies. Parental 
involvement 
and support will 
be fostered, resulting 
in increased student 
academic, social 
and career/college 
success. 

Parents will 
complete an 
evaluation 
form. 
The 
counselors 
will evaluate 
the 
program in 
their 
staff meeting. 

Guidance 
counselors, 
department 
head,  
teachers, 
administrators. 

Student  
handbooks, 
curriculum 
guides, 
various 
literature. 

Send reminder 
letters home 
for parents 
Prepare 
packets of 
information 
for parents and 
students. 
Power Point  
Presentation. 
Meet with 8th  
grade counselors  
Set up 
auditorium. 
Counselors 
meet to  
review  
graduation 
requirements. 
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8th Grade Classroom Presentation 

Target Grade:    8          Domains: Academic, Personal/ Social, Career 
Time Frame March- April                

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Eighth grade 
students need 
information 
regarding 
required and 
elective course 
opportunities 
open to them 
in the Freshman 
Center school 
including career 
pathways 
opportunities. 

Eighth grade 
pupils will be 
educated  
regarding 
ninth grade 
opportunities 
and complete 
course request 
sheets for the 
upcoming year. 

Counselors will 
meet with all 8th  
grade students. 
Course info and 
career pathway 
opportunities 
will be discussed. 
Also, the  
importance of  
doing well in 8th  
grade will be 
stressed as a 
foundation for 
future learning. 
Extracurricular 
and sports options 
will also be 
presented at this 
time. 

Students will 
select 
courses for 
ninth grade 
conditional  
upon their 
successful 
completion of 
eighth grade 
courses. 

Students select 
proper courses 
totaling 6 ½  
credits. 

All high school 
counselors; 
middle school  
counselors. 

Course selection 
forms and  
curriculum 
guide.  

Prepare course 
selection sheets 
for students. 
Prepare schedule 
for 8th graders to 
receive. 
presentations 
Input all course 
selections 
into eSchool. 
Send copies  
home to parents. 
Maintain request 
changes through- 
out remainder of  
the year. 
Coordinate with 
Middle School 
Teachers. 
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Middle School/High School Counselors Articulation Meeting 

     Target Grade:  Incoming 9th Grade         Domains: Academic, Personal/ Social, Career 
     Time Frame:     May/June                            

Need Objective Activity Outcome Evaluation Staff Resources 
The Freshman 
Center 
counselors need 
information 
about their 
incoming 9th  
grade 
students. 

To obtain 
academic and 
developmental 
information for 
incoming 9th  
grade students 
from their middle 
school counselors. 

Freshman Center counselors meet with 
the 
middle school counselors. This will 
provide an opportunity for the Freshman 
Center counselors to become aware of the 
special academic and social needs of 
entering students. 

High School 
counselors  
will be 
knowledgeable 
of the needs  
of 
incoming  
students. 

Each counselor will  
have the necessary  
information about  
entering students. 

Freshman 
Center 
counselors 
and 
middle 
school 
counselors. 

Student  
records, 
meeting  
room. 

   
 
   Meeting with New Students and Parents 

     Target Grade:  6-12          Domains: Academic, Personal/ Social, Career 
 Time Frame:  August                       

Need Objective             Activity Outcome Evaluation Staff Resources Prep 
Students and 
parents new  
to the 
Brentwood 
School  
District 
require 
information 
about the 
District and 
school their 
children will 
attend. 
. 

To inform 
students and 
parents new  
to the District  
about school 
policies, 
procedures,  
and  
programs to 
enhance  
the students’ 
academic 
and social  
success. 

A meeting is held before the 
student starts school. 
Information is reviewed  
about busing, activity 
period, the school lunch program, how 
to request a conference. Discussion 
of academic programs &  requiremen   
follow. 

Students and 
parents  
become  
acquainted 
with their  
guidance  
counselor as  
well as 
with other 
students 
new to  
the district. 

Student is 
knowledgeable 
of District 
expectations. 

Guidance 
counselors, 
guidance 
clerical, 
school  
nurse,  
administrators, 
 

Student 
schedules, 
parent and 
student 
informational 
packets, 
classrooms. 

Review 
proofs of 
residency. 
Review 
 records 
from  
previous 
school.  
Parent to 
set 
appt. 
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Meeting with New Student/Parent Registration 

Target Grade:  6-12         Domains: Academic, Personal/ Social, Career   
Time Frame:   Year-Round                    

Need Objective Activity Outcome Evaluation Staff Resources 
To obtain 
information 
regarding 
academic 
standing and  
social/emotional  
functioning. 
 

To accurately 
place students in 
classes that 
correspond 
to previous 
academic  
placements. To 
make students 
and 
parents aware of 
current programs 
in the Brentwood 
School District. 

Meet with student 
and parent/ 
guardian to discuss 
courses offered 
and school 
procedures.  

Students will be 
scheduled for 
courses which will 
allow them to 
pursue career goals 
as well as meet 
graduation 
requirements. 

Appropriately  
assigned to  
course of study 

Counselors, 
guidance  
clerical 

File folder, 
registration sheet, 
immunization 
sheet, bell  
schedule, district 
addresses and 
phone numbers, 
residency 
information sheet, 
list of clubs and 
activities,  
calendar, 
District web-site. 

 
Need Objective Activity Outcome Evaluation Staff Resources 
To provide 
support for 
students returning 
from 
incarceration, 
mental health 
facility or other 
special 
circumstances. 

To ensure 
students have a 
smooth transition 
back into a school 
setting. 

Provide individual 
or group 
counseling to 
student returning 
to school. 
Counselor will 
evaluate student’s 
feelings about 
returning to 
school and 
provide any other 
support service.  

Students will 
become 
comfortable 
being back in a 
school 
environment.  
  

School success, 
higher 
attendance rate 
than prior years, 
positive 
feedback about 
overall school 
experience.  

Counselors, 
guidance  
clerical 

School counselor, 
Teen intervene 
program,  
School survey 
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Inter-District Records Retrieval and Assessment 
Target Grade:   6-12 
Time Frame:   Year-Round 
Need Objective Activity Outcome Evaluation Staff Resources 
Accurate 
academic 
records on new 
students are 
necessary. 

To place students 
in appropriate 
courses based on 
previous 
academic and/or 
testing results. 

Any information 
parents and  
students have at  
registration is 
gathered. A formal 
request for records 
is made of the 
previous school. 
Counselors follow 
up with phone 
calls to obtain 
missing info 
and/or clarification 
of records 
received (i.e., 
grades-to-date,  
science labs,  
course descriptions  
State assessment 
scores and AIS 
information)  
student schedules 
are checked for 
appropriate 
placement. 

Students will be 
accurately 
scheduled with 
consideration 
given to their 
abilities, interests 
and progress 
towards 
graduation 
requirements. 

Successful 
transition into our 
District, complete 
transcript info 
from previous 
districts, and 
creation of an 
accurate student 
file. 

Counselors, 
clericals, 
other district 
personnel. 

Phone, fax  
machine and  
student 
file. 
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    Planning Calendar 
 
 

Transitions Pg. 
Ref. 

Aug Sept Oct Nov Dec Jan Feb Mar Apr May June July 

5th Grade Parent 
Orientation 

             

Meeting with M.S. 
and Elementary 
School Counselors 

             

Summer 
Orientation 

             

Guidance 
Awareness 
Orientation 

             

8th Grade 
Parent/Student 
Orientation Night 

             

8th Grade 
Classroom 
Presentation 

             

M.S. & H.S. 
Counselors 
Articulation 
Meeting 

             

Four Year 
Planning Meeting 
with Student and 
Parent 

             

Meeting with New 
Student/Parent 

             

New Student 
Screening 

             

Inter-District 
Records Retrieval 
and Assessment 
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Guidance Activity Matrix 

 
 
 The following matrix shows the extent and depth of formalized secondary guidance activities and initiatives currently in 
practice in the school district.  The following ongoing goals are indicated on the matrix at each grade level per experiences and serves 
as a key for matrix understanding: 
 

 

a: To increase COMMUNICATION with parents. 

b: To promote clearer understanding of SCHOOL ENVIRONMENT. 

c: To promote understanding of EDUCATIONAL REQUIREMENTS. 

d: To promote SCHOOL SUCCESS SKILLS. 

e: To provide CAREER/EDUCATION awareness & planning. 

f: To promote SOCIAL/PERSONAL development. 

g:  To increase COMMUNITY INVOLVEMENT. 

h: To provide COORDINATION OF SERVICES. 

i: To provide CONSULTATION SERVICES. 

j: To provide COUNSELING SERVICES. 
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Guidance Activity Matrix 
 
 

Transitions Kindergarten Grade 
1 

Grade 
2 

Grade 
3 

Grade 
4 

Grade 
5 

Grade 
6 

Grade 
7 

Grade 
8 

Grade 
9 

Grade 
10 

Grade 
11 

Grade 
12 

5th Grade Parent 
Orientation 

     a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, 

i 

      

Meeting with the M.S. 
and Elementary 
Counselors 

     a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, i  

      

5th Grade Summer 
Orientation 

     a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, 

i 

      

Guidance Awareness 
Orientation 

     a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f,  

i 

      

8th Grade 
Parent/Student 
Orientation Night 

        a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

   

8th Grade Classroom 
Presentation 

        b, c, d, 
e, f, h, 

i 

    

M.S. & H.S. 
Counselors 
Articulation Meeting 

        c, d, e, 
h, i 

c, d, e, 
h, i 

   

Four Year Planning 
Meeting with New 
Students and Parents 

      a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

    

Meeting with New 
Student & Parent / 
New Student 
Screening 

     a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

Inter-District Records 
Retrieval 

     a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 
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7- Guidance Publications 
  
  

          The Guidance Department writes and/or updates a number of publications each year.  These are designed to 

provide students and their parents/guardians with important and timely information. 

  

          The Guidance webpage on the Brentwood School District’s website www.bufsd.org  provides up-to-date 

information about guidance activities, counselor assignments, informational evenings and scholarship information.  Our 

page also provide links which will help students find important websites for scholarships, college search engines, career 

exploration, enrichment opportunities and personal counseling resources. 

 

 Each year, our “Senior Packet” guide to College Planning is updated and distributed to the Junior class.  In this 

guide, students can find resources to help them with the college process from start to finish. 

  

          Our School Profile reflects our academic successes to share with every application.   

  

          We take pride in the quality of our District's publications and consistently look for ways to help students have all the 

information they need to help them achieve their goals. 

http://www.bufsd.org/
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Curriculum Guide 
Target Grade: 9-12                                                                                                             Domain: Academic                    
Time Frame: Year Round                                                                                                  

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students 
require 
assistance in 
selecting 
courses 
appropriate for 
their 
educational 
plans and 
graduation 
requirements. 

To 
individually 
help 
students 
design a 
realistic and 
challenging 
class 
schedule to 
meet 
requirements 
and promote 
their post-
secondary 
plan. 

Coordinator of Guidance will 
post the curriculum guide 
online once it has been 
finalized by administration 
and Board of Education.  
Coordinator will draft a 
parent letter informing them 
of the scheduling process and 
the location of the curriculum 
guide for reference. 
Department heads will review 
all available courses in their 
area with their students. 
Students are expected to 
review their proposed 
schedule with parents. 
Annually, counselors will 
meet individually with 
students to appropriately 
schedule them for courses as 
determined by department 
recommendations. 
Student course requests are 
input into the computer. 
Counselors follow-up with 
students regarding problems 
with their schedules. 
 Failures are rescheduled after 
summer school sign ups and 
again after summer school 
completion. 

Students will 
have a 
schedule that 
supports his/ 
her vocational 
and 
educational 
plans, while 
ensuring 
District and 
State 
compliance.   

Students will 
meet their 
academic 
goals with 
only minor 
schedule 
changes.  The 
number of 
Regents 
Diploma 
recipients 
and the 
number of 
students 
accepted into 
post-
secondary 
education or 
the military 
will be 
recorded. 

Counselors, 
department 
heads, 
assistant 
principals 

Course selection 
sheets, career 
pathway 
brochures, and 
computer 
system.  Meetings 
with special area 
teachers to update 
course offerings.   

Meet with 
department 
chairs to discuss 
course 
offerings.  Meet 
with 
administration 
to discuss 
staffing.  Update 
course selection 
sheets and send 
to 
Central.  Daily 
update with 
teachers to go 
into classes and 
explain course 
offerings.   
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School Counseling Website 
Target Grade:  6-12         Domains: Academic, Personal/ Social, Career   
Time Frame:   Year-Round                    

Need Objective Activity Outcome Evaluation Staff Resources 
Students and 
parents need a 
central point to 
access current 
news and 
information.  

To publicize 
current news and 
information 
regarding all 
school 
counseling 
programs, 
scholarship 
opportunities and 
resources online. 

Students, parents 
and community 
residents will 
access the school 
counseling 
website through 
the internet. 

Students and 
parents will find 
the information 
they need.   

Number of hits 
on the website 
to indicate 
usage. 

Guidance 
counselors 

Computer, news and 
information 
www.bufsd.org 

 
College Planning Guide 

Target Grade:  9-12         Domains: Academic, Personal/ Social, Career   
Time Frame:   Year-Round                    

Need Objective Activity Outcome Evaluation Staff Resources 
Students will be 
planning for 
post-secondary 
careers 
throughout their 
high school 
years. 

To provide a 
resource for 
students to use in 
planning for 
college such as 
resume and essay 
writing.   

Students will be 
given the college 
planning guide 
and complete the 
activities. i.e.  the 
student brag sheet. 

Students will 
know what is 
expected of them 
when they are 
applying to 
colleges and 
universities. 

Demonstrate the 
ability to 
complete a 
college 
application, 
College 
acceptance. 

Counselors, 
guidance  
clerical 

College 
representatives 
for current trends 
in the admissions 
process.  College 
planning guide. 

 
 
 

http://www.bufsd.org/
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 Planning Calendar 
 
 

Guidance 
Publications 

Pg. 
Ref. 

Aug Sept Oct Nov Dec Jan Feb Mar Apr May June July 

Curriculum Guide 
 

             

Webpage 
 

             

College Planning 
Book 
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Guidance Activity Matrix 
  
            The following matrix shows the extent and depth of formalized secondary guidance activities and initiatives currently in 
practice in the school district.  The following ongoing goals are indicated on the matrix at each grade level per experiences and serves 
as a key for matrix understanding: 
  

a:          To increase COMMUNICATION with parents. 

b:         To promote clearer understanding of SCHOOL ENVIRONMENT. 

c:          To promote understanding of EDUCATIONAL REQUIREMENTS. 

d:         To promote SCHOOL SUCCESS SKILLS. 

e:          To provide CAREER/EDUCATION awareness & planning. 

f:          To promote SOCIAL/PERSONAL development. 

g:          To increase COMMUNITY INVOLVEMENT. 

h:          To provide COORDINATION OF SERVICES. 

i:           To provide CONSULTATION SERVICES. 

j:          To provide COUNSELING SERVICES. 



86 
 

Guidance Activity Matrix 
 
 

Transitions Kindergarten Grade 
1 

Grade 
2 

Grade 
3 

Grade 
4 

Grade 
5 

Grade 
6 

Grade 
7 

Grade 
8 

Grade 
9 

Grade 
10 

Grade 
11 

Grade 
12 

Curriculum Guide                 a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 
h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 
Webpage a, b, c, d, e, f, 

h, i 
a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

g, h 

a, b, c, 
d, e, f, 

g, h 

a, b, c, 
d, e, f, 

g, h 

a, b, c, 
d, e, f, 

g, h 
College Planning 
Book 

         a, c, d, 
e, i 

a, c, d, 
e, i 

a, c, d, 
e, i 

a, c, d, 
e, i 
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8- College & Career Planning 
 

 
 The 6-12 counseling program has the goal of preparing students for life after Brentwood High School.  This process involves 

making parents and students aware of academic requirements as well as providing appropriate and rewarding school-to-work 

experiences to students.  The middle school and high school guidance counselors provide transitional programming at every stage. 

The ultimate goal is to ensure a successful adjustment from high school to college, the military or post-secondary employment. 

 

 Counselors develop appropriate schedules for students in accordance with the State and local learning standards 

as implemented by the New York State Department of Education.  Developing career awareness utilizing Choices and 

Naviance software and other means begins at the middle school level.  Career fairs, the processing of college 

applications, and providing students access to military and college representatives contribute to a comprehensive school-

to-career program.  
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G.P.A. Rank 

Target Grade:  12                                      Domain: Academic                                                                                 
Time Frame:  School Year 

Need Objective Activity Outcome Evaluation Staff Resources 
To identify seniors’ 
academic standing 
for graduation & 
post-high school 
selection. 

To establish 
an accurate 
academic 
standing for 
colleges, 
scholarships, 
& graduation 

Verification of the students’ 
grades in the e-School.  
Verification of the accuracy of 
course weights and grade 
calculations.  Valedictorians 
and salutatorians are chosen 
based on the weighted average 
and rank at the end of the 
seventh semester.  

Information 
sent to 
colleges and 
other high 
schools will 
accurately 
reflect student 
achievement 

Accurate 
information in 
e-School 
 

Counselors, 
clericals, 
Information 
Technology 
Dept. 

Computers, 
report cards, 
transcripts, 
Excel. 

    
 

Back to School Night/Open House 
Target Grade:  6-12 
Time Frame:  September/October 

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Parents/ 
guardians need 
information  
regarding  
current course 
requirements. 

To provide 
parents/guardians 
with info re- 
garding current 
academic 
programming 
and/or  
curriculum, 
thus enhancing 
communication 
and promot- 
ing support for 
students’ 
academic  
success. 

Parents go to child’s  
classroom and/or 
follow an 
abbreviated 
class schedule of 
their child’s typical 
school 
day. Teachers 
disseminate 
information 
regarding 
expectations 
for each course. 
Parents are 
invited to visit 
counselors & 
other related 
personnel services. 
 

Communication 
between school 
and home is 
enhanced, 
promoting 
academic 
success 
for students. 

Parents give 
verbal 
feedback. 

Brentwood  
administrators, 
teachers, 
counselors and 
support staff. 

Classrooms, 
handouts, 
student 
schedules. 

Provide 
student 
schedules 
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College Goal  - Financial Aid 
 

Target Grade:  12           Domain: Career    
Time Frame:    October-June      

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Parents and 
students need 
information 
regarding 
financial 
planning for 
college and 
how to 
complete 
financial aid 
forms. 

To provide 
financial 
planning 
information 
and support 
for parents 
and students 
for the complex 
process of 
applying for 
financial aid. 

Parents and 
students will be 
invited to  
attend a 
financial 
aid day 
program. The 
day will  
focus on long 
 term 
financial 
planning and 
will help to 
explain the 
appropriate 
completion 
and filing of 
Federal 
financial aid 
forms.   
Financial aid 
officers and  
counselors will  
assist parents 
complete their 
FAFSA online. 
 

Parents and 
students will 
better  
understand 
and successfully 
complete the 
college 
financial aid 
application 
process. 

Written 
evaluation from 
participants. 

Counselors, 
financial 
“expert” 
speakers, 
guidance 
clerical. 

Room,  
FAFSA 
worksheets, 
pencils.  
computer 
room. 

Contact 
college/financial 
planning service 
representative. 
Send information 
to parents. 
Prepare handouts. 
Contact higher 
Education (FAFSA  
Free Application 
Federal Student 
Aid. 
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Career Exploration and Internship Program 
Target Grade: 10-12            Domain: Career  
Time Frame:  Year Round        

Need Objective Activity Outcome Evaluation Staff Resources 
Students need 
experiences in 
the workplace to 
explore and re- 
inforce career 
opportunities and 
interest. 

Counselors will 
work with the 
career office  
to facilitate  
school-to-work 
opportunities for 
students in grade 
12. 

Counselors will 
facilitate the  
course selection 
 process during 
student 
scheduling.  
The counselor 
must address  
scheduling  
concerns created 
by internships. 
 

Students will 
be 
placed in 
appropriate 
internship settings 
and their work 
and progress  
monitored. 

Students in the 
work study program 
can make decisions 
 to pursue or 
change  
career pathways  
based on 
their experiences 
in the internship 
programs, while 
taking the  
coursework 
necessary to earn 
a NY State Regents 
diploma. 

Guidance 
counselors, 
Career office  
advisor 

Scheduling 
request. 
 

 
Naviance – Road Trip Nation 

Target Grade:  7 & 8                              Domain: Career                                                                                        
Time Frame:  Fall & Spring 

Need Objective Activity Outcome Evaluation Staff Resources 
Students need to be 
aware of how their 
interests may be 
related to future career 
choices.  

To assist 
students in 
learning the 
importance of 
selecting a 
career which 
matches his/her 
interests and to 
explore the 
careers 
paralleling those 
interests. 

Discussion about careers 
precedes the activity.  Students 
complete an interest survey with 
Naviance.    Students learn how 
to save information on the 
network and to add to their 
career portfolio.    

Students will 
become aware 
of the 
relationship 
between their 
interests and 
particular 
careers. 

A better 
understanding 
of career 
choices.  
Project  

Home and 
careers 
teachers, 
guidance 
counselors 

Ensure internet access 
to Naviance 
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Naviance Interest Inventory 
Target Grade:     9-12             Domain:  Career 
Time Frame:  October 
Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students need 
to be aware of 
how their 
interests may 
be related to 
future career 
choices. 

To assist 
 students 
in learning the 
importance of 
selecting a 
career which 
matches his/her 
interests and to 
explore the 
careers  
paralleling 
those interests. 

Discussion about 
careers precedes 
the activity. 
Students  
complete an 
interest 
survey with 
Naviance in the 
computer lab. 
Information from 
career zone will be 
reviewed from 
middle school 
years if available.  
A printout of the 
careers most 
closely matching 
their own interest 
is given to each 
student. Students 
learn how to save 
information on the 
network 
and to add to 
their career 
portfolio. 
(Naviance 
registration is done 
in the 9th grade) 

Students will 
become aware 
of the 
relationship 
between their 
interests and 
particular 
careers. 

A review of the 
printed 
information. 
Students will 
make informed  
decisions  
regarding  
career path. 

Guidance 
counselor, 
classroom 
teacher. 

Naviance, 
computer lab, 
computers. 

Schedule 
sessions with 
each class. 
Administer 
interest 
inventory 
for each 
class. 
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College and Career Planning 
Target Grade:  9-12            Domain: Career   
Time Frame:  Year-Round 
Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students need to 
be  
knowledgeable 
about careers 
and the 
educational 
requirements 
necessary to 
qualify for jobs 
in those fields. 

To have 
students  
explore  
careers 
that fit their 
interests and 
abilities, 
facilitating 
their college 
selection 
process. 

Meet with 
students during 
individual  
conferences.  
Students will  
review their 
interest inventory 
from  Naviance 
to help them re- 
search and focus 
on a career. Once 
a general 
pathway 
is decided upon, 
a variety of other 
factors including 
college size, 
geographic  
location 
entrance 
difficulty 
will be factored  
into the search. 
 A list of several  
schools  
that meets the 
student’s needs 
will be produced. 

Students will be 
knowledgeable 
about career and 
college 
information, 
expectations 
and 
requirements. 

Students can 
make a decision  
to enter into 
post-secondary 
training in a 
career/major 
that fits their 
interests and 
abilities. 

Counselor Naviance, 
College 
Room, college 
planning guide 

Schedule 
sessions for 
each class or on 
an individual 
basis. 
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Career Day 
Target Grade:    6-12            Domain: Career    
Time Frame:     Annually 
Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Eighth grade 
students will 
benefit from 
the opportunity 
to hear from 
practitioners 
in various fields 
as they consider 
career options. 

Students will 
learn more  
about careers 
of choice, non- 
traditional 
careers and caree  
of the next 
century.  

Speakers present  
programs in  
Individual classes. 
 

All participants 
will have  
enhanced 
perspectives 
about future 
career options. 

Students, 
teachers and 
speakers will 
fill out 
an evaluation. 

Guidance 
counselors, 
teacher 
volunteers. 

Student 
ambassadors, 
custodial 
staff,  
cafeteria staff. 
Northwell 
Health 

Contact career 
professionals to 
present 
Set up schedule 
for 
presentations 
Counselors 
meet to review 
info to be 
presented 
Prepare flyers 
Contact area 
colleges rep 
for presentation 
Art poster 
contest 
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Junior Information Night 
Target Grade:   11            Domain: Career  
Time Frame:    March/April          
Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students and 
their parents 
require 
additional 
information 
and assistance 
as they 
continue 
to plan post  
high school 
activities. 

To inform 
parents and 
students of 
available 
college and 
career resources 
in the High 
School and 
to help 
facilitate 
their post- 
secondary  
school career  
and educational 
search. 

An evening 
meeting will be 
held with 
parents and 
students to re- 
inforce an 
organized  
approach to 
actualizing their 
college and 
career plan. 
Speakers will 
be invited to  
share 
perspectives on 
how to select 
a college and 
best utilize 
financial 
opportunities. 

Parents and 
students will 
become greater 
informed on how 
to proceed with 
their college and 
career plans. 

Parent and 
student 
evaluations 
following the 
program. 

Counselors, 
college reps,  
guidance 
clericals 

Appropriate 
handouts, 
Power Point 
presentations, 
computer, 
mailings, parent 
evaluations.  

Review other 
materials to be 
ordered from 
various 
resources. 
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Senior Information Night 
Target Grade:   12             Domain: Career 
Time Frame:     September            
Need Objective Activity Outcome Evaluation Staff Resources Preparation 
12th graders 
and their 
parents 
need a review 
of the college 
application 
process. 

To dispense 
college  
application 
process 
information 
to parents and 
students. To 
inform parents 
about upcoming 
events such as 
College Goal 
Sunday and the 
College Fair. 

Counselors  
present info on 
the application 
process, 
financial 
aid, the college 
fair, graduation 
requirements 
and 
encourage the 
use of 
Naviance 
software that 
can 
be used in this 
process. 
Question 
and answer  
session follows 
presentation. 

Seniors and their 
parents understand 
the college 
application 
process. 
Applications are 
handed in on time 
and students apply 
to appropriate 
colleges.  Students 
are aware of 
deadlines for 
taking the 
SAT/ACT and 
handing in college 
applications. 

Parents and 
students fill 
 out 
evaluations. 

H.S. 
counselors, 
college 
representatives, 
guidance 
clericals. 

Power Point, 
computer, 
mailings, 
evaluations, 
handouts. 
 

Guidance Clerical  
update flyer, get 
labels, envelopes 
and send to 
Central copy and 
send home to 
seniors. Review 
Power Point 
presentation and 
update with 
changes. 
Update evaluation 
form. 
Collect possible 
handouts, 
consolidate and 
draft them as 
necessary, decide 
on final handouts. 
Guidance clerical 
copies handouts 
and evaluations. 
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College Fair 
Target Grade:   9, 10, 11 & 12            Domain: Career 
Time Frame:  March         
Need Objective Activity Outcome Evaluation Staff Resources 
Students need to 
become aware of 
post-secondary 
education 
opportunities in 
their college 
selection process. 

Students will attend 
college fairs and 
meet with college 
reps to gather info 
and determine their 
mutual  
compatibility. 

Students will be made 
aware of fairs through 
the guidance website, 
announcements and 
individual conferences. 
Students and parents 
attend the fairs and 
talk directly to reps of 
the colleges. They are 
able to receive first- 
hand feedback regarding 
the school’s programs, 
requirements and 
environment. 

Students and 
parents will have a 
better understand- 
ing of various 
college program 
offerings. 

Students will narrow 
their list of desirable 
colleges. 

High school 
counselors, 
admission 
representatives, 
guidance 
clericals. 

H.S. Gym, 
flyers, 
announcements, 
guidance website 
Connect Ed phone 
message. 
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College Representative Visits 
Target Grade:  11-12            Domain: Career  

  Time Frame:   September-December       
Need Objective Activity Outcome Evaluation Staff Resources 
Students need to  
be able to sit  
down for an  
extended 
period of time  
with a 
representative 
from a potential 
college. 

Students will gain 
a clearer 
perspective of 
whether a college 
will be a good 
match for them. 

College reps make 
appointments 
beginning in 
August with 
guidance clerical. 
Students are in- 
formed of  
upcoming visits 
through the 
Guidance office, 
classroom  
presentations and 
Guidance website. 
Students meet 
with reps of their 
choice and gather 
needed info on the 
school. 
Counselors 
also meet with 
college reps to get 
updates on 
programs,  
admissions re- 
quirements, et 
cetera. 

Students will be 
able to assess a 
school’s 
compatibility in 
a timely,  
efficient 
manner. 

Students make 
informed choices 
regarding applying 
to and visiting 
colleges. 

High school 
counselors, 
guidance  
clericals. 
college 
representatives. 
 

College profile 
sheets, 
College meeting  
room. 
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On-Site College Admissions 
Target Grade:  12            Domain: Career  

  Time Frame:   Year Round       
Need Objective Activity Outcome Evaluation Staff Resources 
Students need to  
be able to sit  
down for an  
extended 
period of time  
with a 
representative 
from a potential 
college and  
receive an 
admissions 
 decision 
from that college. 

Students will  
receive  
immediate  
information on  
their acceptance  
or denial to a 
potential college. 

College reps 
make 
appointments 
beginning in 
August with 
guidance  
clerical. 
Students are in- 
formed of  
upcoming visits 
through the 
College room, 
classroom  
presentations and 
Students meet 
with reps of their 
choice for an  
interview.  The  
admissions 
representative 
will inform the  
student if he/she  
has been 
accepted by the 
end of the 
interview. 

Students will be 
able to assess a 
school’s 
compatibility  
and receive  
timely feedback 
from college 
representatives. 

Students make 
informed choices 
regarding applying 
to and visiting 
colleges. 

High school 
counselors, 
guidance  
clericals. 
college 
representatives.  

College Profile 
Sheets, 
College room. 
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Junior Conferences 
Target Grade:   11         Domains: Academic, Personal/ Social, Career 
Time Frame:   March, April       

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Juniors need 
information 
regarding  
careers, college 
majors, the 
college/career 
application 
process and 
their progress 
toward 
graduation and 
their goals. 

To explain the 
college/career 
application 
process, gather 
information on 
future plans, 
and give 
information on 
colleges. 

Counselors meet with 
each junior and go over 
course selections for next 
year. The college 
application process is 
explained. College 
visitation is stressed and 
college search info and 
resources are reviewed. 
Graduation requirements, 
diploma type, 
recommendation 
and SAT/ACT  are 
discussed. 

Students will 
have the  
necessary info to 
begin/continue 
the college 
career search 
process. Students 
will be aware of 
graduation 
requirements 
and importance 
of academic 
success. 

Observation 
during senior 
conferences 
allows 
counselors to 
assess  
preparedness 
for post high 
school 
transition. 

Counselors, 
guidance 
clericals 

Transcripts, 
recommendation 
letters, 
request forms, 
Junior  
conference  
checklist, 
activity sheet 
worksheet and 
samples, brag 
sheet,  
Guidance  
Direct, 
SAT/ACT  
registration 
packets, college 
catalogs. 
preparation time 
for updating 
information and 
handouts. 

Review information to 
be covered and given 
out in a conference 
folder. Update all 
sheets for students. 
Compile sheets 
into a folder for each 
student. Review each 
student’s transcripts, 
determine sequences 
credits, diploma  
type, courses and 
exams needed. Fill 
in graduation 
status cards for each 
student, and 
Regents form for 
exams as needed. 
Guidance 
clericals schedule 
a conference with 
each student. Send 
passes and follow 
up with students 
or reschedule as 
needed. 
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Senior Conferences 

Target Grade:   12         Domains: Academic, Personal/ Social, Career  
Time Frame: September, October, November     

Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Counselors  
need 
to review 
graduation 
status, post  
high 
school plans,  
and the  
college 
admission 
process with 
seniors. 

To assist 
seniors with 
post high 
school  
planning 
and review 
courses  
required 
for graduation. 

Counselors meet  
with each senior  
and explain the 
college/career 
application process 
including the 
important of college 
tours, 
recommendations 
and resources 
available.  
Counselors review 
how to fill out 
college/career 
applications 
correctly to meet 
college admissions 
standards, 
deadlines, and 
get financial aid. 
graduation 
requirements, 
diploma status and 
transcripts are also 
reviewed. 

Students 
understand the 
college/job 
application 
process. 

Students  
will 
file complete 
applications  
for college 
admissions/ 
employment. 
Students will 
obtain  
financial aid 
information to 
successfully 
complete 
application 
process. 

Counselors Transcripts, 
recommendation 
request forms, 
activity sheet 
worksheet and 
samples, 
application 
check sheets, 
brag sheet, 
 senior 
conference 
checklist,  
SAT/ACT 
registration 
information, 
college catalogs, 
important dates  
for senior year, 
yellow cards. 

Update all  
sheets for students  
and  
copy. Compile forms 
 into a folder for each 
student. Review each  
student’s transcripts; 
determine sequences,  
credits, diploma type,  
courses and exams 
needed. Fill in 
graduation status  
cards for each student, 
and Regents/RCT  
exam form for exams  
as needed. Schedule a 
conference with each  
student. Guidance 
Clerical sends  
passes  
and follows up with 
students or reschedule 
 as needed. 
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Military Advisement 
Target Grade:  9-12            Domain: Career   
Time Frame:  Year Round        
Need Objective Activity Outcome Evaluation Staff Resources Preparation 
Students who  
are interested 
in the military 
as a career 
need to gain 
information 
and access to 
recruiters. 

To provide the 
most up-to- 
date info 
regarding 
opportunities 
in 
the military. 

Advisement 
sessions with 
members of 
the armed 
forces. Military 
representatives, 
regarding  
ROTC 
and admission 
to the service 
academies, 
conduct  
seminars at the 
High School in 
collaboration 
with AFROTC.   

Students will 
receive 
information 
regarding 
possible 
options 
in the military 
service. 

Students who 
attend the 
advisement 
sessions and 
who ultimately 
pursue a career 
in the military. 
Feedback from 
recruiters and 
students. 

Counselors 
and military 
personnel, 
guidance 
clericals, 
AFROTC 
staff 

Information 
packets, meeting 
room 

Phone 
conversations  
with recruiters 
to set up  
visitations. 
Meet with 
recruiters to 
discuss 
statistics re: 
senior class. 
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College Application and Selection Process 

Target Grade: 12              Domain: Career 
Time Frame:  School Year 

Need Objective Activity Outcome Evaluation Staff Resources 
Completed 
college 
applications 
need to be 
processed. 

To provide 
students with 
year-long 
guidance and 
supervision in 
the college 
selection and 
application 
process. 

Students meet with their 
counselors to review the selection 
process, ask questions and review 
college applications.  Mid-year 
marks are forwarded to colleges 
that request them.  Final grades 
are mailed to the college of 
choice.  Guidance clerical sends 
completed application, transcript, 
letters of recommendation and 
resume to all colleges applied to.  
Clerical tracks all information 
sent. 

Students 
select 
appropriate 
colleges 
and 
programs. 

Results of 
applications 
are recorded 
by the 
guidance 
clerical. 

Counselors, 
guidance 
clerical. 

College 
applications, 
transcripts, file 
folders, 
recommendations, 
Computers. 
NAVIANCE,The 
Common 
Application 
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Planning Calendar 
 
 
Career & College 

Planning 
Pg. 
Ref. 

Aug Sept Oct Nov Dec Jan Feb Mar Apr May June July 

G.P.A. and Rank 
 

             

Back to School 
Night/Open House 
 

             

College Goal 
Sunday 

             

Career Exploration 
& Internship 
Program 

             

Naviance Interest 
Inventory 

              

College and 
Career Planning 

             

Career Day              

Junior Information 
Night 

             

Senior Information 
Night 

             

College Fair              

College 
Representative 
Visits / On-Site 
Admissions 

             

Junior 
Conferences 

             

Senior 
Conferences 

             

Military 
Advisement 

             

College 
Application & 
Selection Process 
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Guidance Activity Matrix 
  
            The following matrix shows the extent and depth of formalized secondary guidance activities and initiatives currently in 
practice in the school district.  The following ongoing goals are indicated on the matrix at each grade level per experiences and serves 
as a key for matrix understanding: 
  

a:          To increase COMMUNICATION with parents. 

b:         To promote clearer understanding of SCHOOL ENVIRONMENT. 

c:          To promote understanding of EDUCATIONAL REQUIREMENTS. 

d:         To promote SCHOOL SUCCESS SKILLS. 

e:          To provide CAREER/EDUCATION awareness & planning. 

f:          To promote SOCIAL/PERSONAL development. 

g:          To increase COMMUNITY INVOLVEMENT. 

h:          To provide COORDINATION OF SERVICES. 

i:           To provide CONSULTATION SERVICES. 

j:          To provide COUNSELING SERVICES. 
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Guidance Activity Matrix 
 
 

Transitions Kindergarten Grade 
1 

Grade 
2 

Grade 
3 

Grade 
4 

Grade 
5 

Grade 
6 

Grade 
7 

Grade 
8 

Grade 
9 

Grade 
10 

Grade 
11 

Grade 
12 

G.P.A. & Rank             a, b, c, 
d, e, f, 

h, i 
Back to School Night / 
Open House 

      a, b, c, 
d, e, f, 

g, h 

a, b, c, 
d, e, f, 

g, h 

a, b, c, 
d, e, f, 

g, h 

a, b, c, 
d, e, f, 

g, h 

a, b, c, 
d, e, f, 

g, h 

a, b, c, 
d, e, f, 

g, h 

a, b, c, 
d, e, f, 

g, h 
College Goal Sunday           a, d, e, 

f 
a, d, e, 

f 
a, d, e, 

f 
Career Exploration & 
Internship Program 

         a, c, d, 
e, i 

a, c, d, 
e, i 

a, c, d, 
e, i 

a, c, d, 
e, i 

Naviance Interest 
Inventory 

            a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 
College and Career 
Planning 

         a, c, d, 
e, f, h, 

i 

a, c, d, 
e, f, h, 

i 

a, c, d, 
e, f, h, 

i 

a, c, d, 
e, f, h, 

i 
Career Day         a, b, c, 

d, e, f, 
g, i 

    

Junior Information 
Night 

           a, b, c, 
d, e, f, 

h, i 

 

Senior Information 
Night 

            a, b, c, 
d, e, f, 

h, i 
College Fair          a, c, d, 

e, f, g, 
i 

a, c, d, 
e, f, g, 

i 

a, c, d, 
e, f, g, 

i 

a, c, d, 
e, f, g, 

i 
College Representative 
Visits / On-Site 
Admissions 

           a, b, c, 
d, e, f, 

i 

a, b, c, 
d, e, f, 

i 
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Junior & Senior 
Conferences 

           a, b, c, 
d, e, f, 

h, i 

a, b, c, 
d, e, f, 

h, i 
Military Advisement          e, f, g, 

h, i 
e, f, g, 

h, i 
e, f, g, 

h, i 
e, f, g, 

h, i 

College Application & 
Selection Process 

           a, d, e, 
f 

a, d, e, 
f 
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Re-entry Procedures/COVID-19 Planning Considerations: Guidance for School Re-entry 
The health, social, and emotional well-being of students, teachers, and families are priority of the Brentwood School district.  Supporting students 
social and emotional learning/ Mental and Behavioral health amidst COVID-19 will consist of providing support to meet the social-emotional, 
academic, and health needs of students, teachers, and families utilizing a multi-tiered approach that assesses students’ needs, reaffirms perceptions 
of safety and security, evaluates trauma and risk, provides interventions, and assesses the effectiveness of crisis prevention and intervention.   

School counselors serve as a first line of defense in identifying and addressing student social/emotional needs within the school setting. School 
counselors will be committed to supporting students ’social/emotional needs. As advocates for students, school counselors promote a positive 
environment that enhances students’ ability to properly manage the social/emotional demands of their lives. 

The school counseling services that will be implemented by the school counselors, to ensure the overall support and development of the 
students' academic, social and emotional leaning will include: 

•  Needs assessments to determine and address the needs or “gaps” the students may be facing 

• Assisting students and families with financial and employment concerns, social isolation, and growing concerns about systemic racial 
inequity  

• Provide training to classroom teachers on how to address students after the COVID-19 pandemic, and which students may require a 
referral to school mental health professionals 

• Incorporation of academic accommodations and support for all students who may be having difficulty concentrating or learning new 
information due to the stress associated with the pandemic 

• Crisis planning and response https://www.schoolcounselor.org/school-counselors/professional-development/learn-more/crisis-planning-
and-response 

• Promote psychological safety. All the basic tenets of creating psychological safety, a positive culture and trauma-responsive schools will 
be even more important. Maintaining a trauma-informed approach is critical. 

• Rapidly identify students who are not successfully transitioning back to school. To address school readjustment concerns, transition 
planning should focus on preparing school staff to implement early warning and response procedures that:  

• Quickly identify any student, family or staff having problems. They may be more withdrawn, more anxious or depressed, or exhibit some 
other indicator that the time at home was difficult for them and they would benefit from community mental health services and supports.  

•  Provide personalized supports to aid those with adjustment problems or exhibiting change that is interfering with their ability to function 
well in school.  

• Refer students in need of additional services 

 

https://www.schoolcounselor.org/school-counselors/professional-development/learn-more/crisis-planning-and-response
https://www.schoolcounselor.org/school-counselors/professional-development/learn-more/crisis-planning-and-response
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 Brentwood school counselors are available to support students who are feeling emotionally stressed OR parents who wish to discuss their 
child's emotional needs through tele-counseling sessions. 

Online Resources: 

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/index.html 

http://www.nysed.gov/common/nysed/files/programs/reopening-schools/nys-p12-school-reopening-guidance.pdf 

https://www.governor.ny.gov/sites/governor.ny.gov/files/atoms/files/Pre-K_to_Grade_12_Schools_MasterGuidence.pdf 

 

 

*This document will be updated as various reentry plans evolve. Successful reentry plans will inform innovative ways schools address student and 
staff psychological safety, social and emotional learning, and mental and behavioral health during the transition to in-person learning. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 

https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/index.html
http://www.nysed.gov/common/nysed/files/programs/reopening-schools/nys-p12-school-reopening-guidance.pdf
https://www.governor.ny.gov/sites/governor.ny.gov/files/atoms/files/Pre-K_to_Grade_12_Schools_MasterGuidence.pdf
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Brentwood School District 
EDUCATIONAL CAREER PLAN 

Overview 
Career Development and  
Occupational Studies Standards 

                                         GRADE LEVEL 

Standard 1 Career Development 
Students will be knowledgeable about the 
world of work, explore career options and 
relate personal skills, aptitudes and abilities 
to future career decisions. 
Careers in the Local Community 
Programs and activities in which students 
identify and describe different careers in the 
community and their interdependence. 
Career Awareness 
Programs and activities in which students 
learn about themselves, the world of work,  
and the relationship between the two. 
Career Development Plan 
Students identify and document their interests, 
skills and achievements in a common or 
portable planning form. 
Career Fair/Career Day 
A special event in which students meet and 
talk to a variety of workers in different 
occupations. 
Occupations-Related Tasks 
Students work collaboratively on task 
documenting various occupations, the 
academic requirements needed for those 
occupations and the likely working conditions. 

K 1 2 3 4 5 6 7 8 9 10 11 12 
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Local, State Job Opportunities 
Programs and activities in which students 
identify and explore careers at both the local  
and state levels. 
Standard 2 Integrate Learning 
Students will demonstrate how academic 
knowledge and skills are applied in the 
workplace and other settings. 
Standard 3a Universal 
Foundation Skills 
Students will demonstrate mastery of the 
foundation skills and competencies essential 
for success in the workplace. 
Standard 3b Career Majors 
Students who chose a career major will acquire 
the career-specific technical knowledge/ 
skills necessary to progress toward gainful 
employment, career achievement and success 
in post-secondary programs. 

 
 

X X X X X X X 
 
 
 
 
X 
 
 
 
X 
 
 
X 
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K – 12 CAREER DEVELOPMENT ACTIVITIES 
Brentwood Union Free School District 

Career Development 
    Components 

Grades K - 2 Grades 3 - 5 Grades 6 - 8       Grades 9 – 12 

Applied Courses --- --- --- XXX 

Apprenticeships --- --- --- --- 
Articulation Agreements --- --- --- XXX 

Career Academics --- --- --- --- 
Career Exploration XXX XXX XXX XXX 
Career Majors --- --- --- XXX 

Career Portfolio 
Development --- --- XXX XXX 

College Level Courses 
    (In-House) --- --- --- XXX 

Community Service XXX XXX XXX XXX 
Cooperative Work 
Experience --- --- --- XXX 

Field Trips 
Work-Site Tours 

XXX XXX XXX XXX 

Job Shadowing --- --- --- xxx 
Mentoring --- --- --- XXX 
Special Education 
Career Development --- XXX XXX XXX 
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 English Language Learner/ Multilingual Learner Success 
Districts and schools engage all English Language Learners/Multilingual Learners in instruction that is grade-appropriate, 

academically rigorous, and aligned with the New York State Prekindergarten Foundation for the Common Core and P-12 
Common Core Learning Standards by:  

• Articulating specific content and language objectives.  
•  Integrating explicit and implicit research-based vocabulary instruction.  
• Providing opportunities for students to discuss content and problem-solve with peers.  
• Anchoring instruction by strategically using research-based practices (e.g., multimedia, visuals, graphic organizers, etc.). 
•  Providing special education supports, services, accommodations, and specially-designed instruction to meet the specific instructional 

needs of ELLs/MLLs with disabilities.  
• Designing, selecting, and implementing a high-quality curriculum that meets the needs of Emergent Multilingual Learners (EMLLs) 

and supports the New York State Prekindergarten Foundation for the Common Core, 
http://www.p12.nysed.gov/ciai/common_core_standards/pdfdocs/nyslsprek.pdf.  

• Using academic language and content-area supports to strategically move ELLs/MLLs along the language development continuum 
utilizing New York State Bilingual Common Core Progressions, http://www.engageny.org/resource/new-york-state-bilingual-common-
core-initiative.  

Districts and schools recognize that bilingualism and biliteracy are assets and provide opportunities for all students to earn 
a Seal of Biliteracy upon obtaining a high school diploma by providing all students with:  

• Opportunities to participate in language learning or language support programs that lead to proficiency in English and other languages.  

• Opportunities to use and develop academic language and content knowledge both in English and Languages Other Than English, 
including the student’s home language.  

• Rigorous Bilingual Education programs for ELLs/MLLs aimed at maintaining and developing the home language and attaining 
English proficiency as well as biliteracy.  

• Alternate pathways for those whose home language is low incidence and, consequently, the district does not have enough students who 
speak the same language to form a bilingual education program. 
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Bilingual Program 

Brentwood Union Free School District is committed to providing a bilingual program for the purpose of teaching English to limited-English 
students and to assisting them in learning to function effectively in an a traditionally English school environment. 
 
Bilingual education is a full-time program of dual language instruction that provides for learning basic skills in the primary language of the 
students and provides a carefully structured and sequenced mastery of English language skills. 

Homeless Protocols 
The BUFSD office of Registration & Census coordinates programs for homeless and foster youth to break down barriers to school enrollment and 
create academic stability for our students. We ensure immediate enrollment in the Free & Reduced lunch program, assist families with before and 
after school programs, and facilitate communication and problem-solving between families and school site staff. 

Services Provided: 

o Mental health counseling 
o Parenting classes 
o Tutoring 
o Transportation 
o Housing and shelter referrals 
o Food 
o Shoes 
o School clothing 
o School supplies 
o Inform all students/parents about eligibility for Fee Waivers for SAT, ACT, AP and College Applications - FAFSA 

Responsibilities of Homeless School Counselor Liaison 
The Homeless Liaison is responsible for assuring that homeless/highly mobile children are fully integrated into the mainstream school setting and 
offered appropriate educational support as authorized under the McKinney-Vento Act for Homeless Education. The Homeless Liaison shall 
coordinate and collaborate with the state coordinator, community and school personnel responsible for the provision of education and related 
services to homeless students. 
 
 
 



114 
 

 
 
 
Appendix A: New York State Part 100 Regulations - School Counseling Programs 
 
As per the New York State Education Department, listed in Part 100 of the Commissioner's Regulations, school 
counseling/guidance programs are defined as follows: 
 

I) Public Schools: Each school district shall have a guidance program for all students. 
 

II) In grades k-6, the program shall be designed in coordination with the teaching staff to prepare students to participate 
effectively in their current and future educational programs, to help students who exhibit any attendance, academic, behavioral 
or adjustment problems, to education students concerning avoidance of child sexual abuse and to encourage parental 
involvement. 
 

III) In grades 7-12, the school counseling program shall include the following activities and services: 
 

A.) An annual review of each student's educational progress and career plans, with such reviews conducted with each student 
individually or with small groups by personnel certified or licensed as school counselors. 
 

B.) Instruction at each grade level to help students learn about various careers and about career planning skills conducted by 
personnel certified or licensed as school counselor, or by classroom teachers in cooperation with the school counselor. 

 
C.) Other advisory and individual or group counseling assistance to enable students to benefit from the curriculum to help 

students develop and implement postsecondary educational and career plans, to help students who exhibit any attendance, 
academic, behavioral or adjustment problems and to encourage parental involvement, provided that advisory assistance 
shall be provided by teachers or counselors or by certified teaching assistants under the supervision of counselors or 
teachers, and that such individual or group counseling shall be provided by certified or licensed school psychologists or 
certified or licensed school social workers in cooperation with certified and licensed school counselors. 

 
IV.) Each school district shall develop a district plan which sets forth the manner in which the district shall comply with the 

requirements of this subdivision. Such plan should be filed in the district offices and shall be available for review by any 
individual. The plan shall present program objectives, which describe expectations of what students will learn from the 
program; activities to accomplish the objectives; specifications of the staff members and other resources assigned to 
accomplish the objectives; provisions for the annual assessment of the program results. The plan shall be reviewed annually 
by the school counselors, and revisions shall be made as necessary. 
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Appendix B: National Standards for School Counseling Programs 
Competencies and Indicators 
 
ACADEMIC DEVELOPMENT 
STANDARD A: Students will acquire the attitudes, knowledge, and skills that contribute to effective learning in school and across the life span. 

A:A1 Improve Academic Self-concept 
A:A1.1 Articulate feelings of competence and confidence as learners 
A:A1.2 Display a positive interest in learning 
A:A1.3 Take pride in work and achievement 
A:A1.4 Accept mistakes as essential to the learning process 
A:A1.5 Identify attitudes which lead to successful learning 
A:A2 Acquire Skills for Improving Learning 
A:A2.1 Apply time management and task management skills 
A:A2.2 Demonstrate how effort and persistence positively affect learning 
A:A2.3 Use communications skills to know when and how to ask for help when needed 
A:A2.4 Apply knowledge and learning styles to positively influence school performance 
A:A2.5 Refine study and organizational skills 
A:A3 Achieve School Success 
A:A3.1 Take responsibility for their actions 
A:A3.2 Demonstrate the ability to work independently, as well as the ability to work 
A:A3.3 Cooperatively with other students 
A:A3.4 Develop a broad range of interest and abilities 
A:A3.5 Demonstrate dependability, productivity, and initiative 
A:A3.6 Share knowledge 

STANDARD B: Students will complete school with the academic preparation essential to choose from a wide range of substantial postsecondary options, 
including college. 

A:B1 Improve Learning 
A:B1.1 Demonstrate the motivation to achieve individual potential 
A:B1.2 Learn and apply critical thinking skills 
A:B1.3 Apply the study skills necessary for academic success at each level 
A:B1.4 Seek information and support from faculty, staff, family and peers 
A:B1.5 Organize and apply academic information from a variety of sources 
A:B1.6 Use knowledge of learning styles to positively influence school performance 
A:B1.7 Become a self-directed and independent learner 
A:B2 Plan to Achieve Goal 
A:B2.1 Establish challenging academic goals in elementary, middle/junior high. And high school 
A:B2.2 Develop an initial four-year plan 
A:B2.3 Update and modify the four-year plan 
A:B2.4 Use assessment results in educational planning 
A:B2.5 Develop and implement annual plan of study to maximize academic ability and achievement 
A:B2.6 Apply knowledge of aptitudes and interests to goal setting 
A:B2.7 Use problem-solving and decision-making skills to assess progress toward educational goals 
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A:B2.8 Understand the relationship between classroom performance and success in school 
A:B2.9 Identify post-secondary options consistent with interests, achievement, aptitude, and abilities 

STANDARD C: Students will understand the relationship of academics to the world of work, and to life at home and in the community. 
A:C1 Relate School to Life Experiences 
A:C1.1 Demonstrate the ability to balance school, studies, extracurricular activities, 
leisure time, and family life 
A:C1.2 Seek co-curricular and community experiences to enhance the school experience 
A:C1.3 Understand the relationship between learning and work 
A:C1.4 Demonstrate an understanding of the value of lifelong learning as essential to 
seeking, obtaining, and maintaining life goals 
A:C1.5 Understand that school success is the preparation to make the transition from 
student to community member 
A:C1.6 Understand how school success and academic achievement enhance future 
career and vocational opportunities 

 
Career Development 
STANDARD A: Students will acquire the skills to investigate the world of work in relation to knowledge of self and to make informed career decisions. 

C:A1 Develop Career Awareness 
C:A1.1 Develop skills to locate, evaluate, and interpret career information 
C:A1.2 Learn about the variety of traditional and non-traditional occupations 
C:A1.3 Develop an awareness of personal abilities, skills, interests, and motivations 
C:A1.4 Learn how to interact and work cooperatively in teams 
C:A1.5 Learn to make decisions 
C:A1.6 Learn how to set goals 
C:A1.7 Understand the importance of planning 
C:A1.8 Pursue and develop competency in areas of interest 
C:A1.9 Develop hobbies and vocational interests 
C:A1.10 Balance between work and leisure time 
C:A2 Develop Employment Readiness 
C:A2.1 Acquire employability skills such as working on a team, problem-solving and organizational skills 
C:A2.2 Apply job readiness skills to seek employment opportunities 
C:A2.3 Demonstrate knowledge about the changing workplace 
C:A2.4 Learn about the rights and responsibilities of employers and employees 
C:A2.5 Learn to respect individual uniqueness in the workplace 
C:A2.6 Learn how to write a resume 
C:A2.7 Develop a positive attitude toward work and learning 
C:A2.8 Understand the importance of responsibility, dependability, punctuality, integrity, and effort in the workplace 
C:A2.9 Utilize time and task-management skills 

 
STANDARD B: Students will employ strategies to achieve future career goals with success and satisfaction. 

C:B1 Acquire Career Information 
C:B1.1 Apply decision making skills to career planning, course selection, and career transition 
C:B1.2 Identify personal skills, interests, and abilities and relate them to current career choice 
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C:B1.3 Demonstrate knowledge of the career planning process 
C:B1.4 Know the various ways in which occupations can be classified 
C:B1.5 Use research and information resources to obtain career information 
C:B1.6 Learn to use the internet to access career planning information 
C:B2 Identify Career Goals 
C:B2.1 Demonstrate awareness of the education and training needed to achieve career goals 
C:B2.2 Assess and modify their educational plan to support career 
C:B2.3 Select course work that is related to career interests 
C:B2.4 Maintain a career planning portfolio 

STANDARD C: Students will understand the relationship between personal qualities, education, training, and the world of work. 
C:C1. Acquire Knowledge to Achieve Career Goals 
C:C1.1 Understand the relationship between educational achievement and career success 
C:C1.2 Explain how work can help to achieve personal success and satisfaction 
C:C1.3 Identify personal preferences and interests which influence career choice and success 
C:C1.4 Understand that the changing workplace requires lifelong learning and acquiring new skills 
C:C1.5 Describe the effect of work on lifestyle 
C:C1.6 Understand the importance of equity and access in career choice 
C:C1.7 Understand that work is an important and satisfying means of personal expression 
C:C2 Apply Skills to Achieve Career Goals 
C:C2.1 Demonstrate how interests, abilities and achievement relate to achieving personal, social, educational, and career goals 
C:C2.2 Learn how to use conflict management skills with peers and adults 
C:C2.3 Learn to work cooperatively with others as a team member 
C:C2.4 Apply academic and employment readiness skills in work-based learning situations such as internships, shadowing, and/or mentoring 
experiences 

STANDARD A: Students will acquire the knowledge, attitudes, and interpersonal skills to help them understand and respect self and others. 
PS:A1 Acquire Self-Knowledge 
PS:A1.1 Develop positive attitudes toward self as a unique and worthy person 
PS:A1.2 Identify values, attitudes and beliefs 
PS:A1.3 Learn the goals setting process 
PS:A1.4 Understand change is a part of growth 
PS:A1.5 Identify and express feelings 
PS:A1.6 Distinguish between appropriate and inappropriate behavior 
PS:A1.7 Recognize personal boundaries, rights, and privacy needs 
PS:A1.8 Understand the need for self-control and how to practice it 
PS:A1.9 Demonstrate cooperative behavior in groups 
PS:A1.10 Identify personal strengths and assets 
PS:A1.11 Identify and discuss changing personal and social roles 
PS:A1.12 Identify and recognize changing family roles 
PS:A2 Acquire Interpersonal Skills 
PS:A2.1 Recognize that everyone has rights and responsibilities 
PS:A2.2 Respect alternative points of view 
PS:A2.3 Recognize, accept, respect and appreciate individual differences 
PS:A2.4 Recognize, accept and appreciate ethnic and cultural diversity 
PS:A2.5 Recognize and respect differences in various family configurations 
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PS:A2.6 Use effective communications skills 
PS:A2.7 Know that communication involves speaking, listening, and nonverbal behavior 
PS:A2.8 Learn how to make and keep friends 

STANDARD B: Students will make decisions set goals, and take necessary action to achieve goals. 
PS:B1 Self-Knowledge Application 
PS:B1.1 Use a decision-making and problem-solving model 
PS:B1.2 Understand consequences of decisions and choices 
PS:B1.3 Identify alternative solutions to a problem 
PS:B1.4 Develop effective coping skills for dealing with problems 
PS:B1.5 Demonstrate when, where and how to seek help for solving problems and making decisions 
PS:B1.6 Know how to apply conflict resolution skills 
PS:B1.7 Demonstrate a respect and appreciation for individual and cultural differences 
PS:B1.8 Know when peer pressure is influencing a decision 
PS:B1.9 Identify long-and short-term goals 
PS:B1.10 Identify alternative ways of achieving goals 
PS:B1.11 Use persistence and perseverance in acquiring knowledge and skills 
PS:B1.12 Develop an action plan to set and achieve realistic goals 

 
Personal/ Social Development 
 
STANDARD C: Students will understand safety and survival skills. 

PS:C Acquire Personal Safety Skills 
PS:C1.1 Demonstrate knowledge of personal information (i.e. telephone number. Home address, emergency contact) 
PS:C1.2 Learn about the relationship between rules, laws, safety, and the protection of rights of the individual 
PS:C1.3 Learn about the differences between appropriate and inappropriate physical contact 
PS:C1.4 Demonstrate the ability to set boundaries, rights and personal privacy 
PS:C1.5 Differentiate between situations requiring peer support and situations requiring adult professional help 
PS:C1.6 Identify resource people in the school and community, and know how to seek their help 
PS:C1.7 Apply effective problem-solving and decision-making skills to make safe and healthy choices 
PS:C1.8 Learn how to cope with peer pressure 
PS:C1.9 Learn techniques for managing stress and conflict 
PS:C1.10 Learn coping skills for managing life events 
 
Legend: A:A-1. I = Academic Domain, Standard A, Competency I, and Indicator I. 
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Appendix C: Benefits of Comprehensive School Counseling Programs 
 
Comprehensive developmental school counseling programs positively impact students, parents, teachers, administrators, boards of 
education, and other student services personnel, school counselors, business, and industry. The benefits to each of these groups 
include the following: 
 
Benefits for students 
1. Prepares students for the challenges of the 21st century by acquiring knowledge and skills in academic, career, and personal/social 
development. 
2. Connects the educational program to future success. 
3. Facilitates career exploration and development. 
4. Develops decision-making and problem solving skills. 
5. Assists in acquiring knowledge of self and others. 
6. Enhances personal-social development. 
7. Assists in developing effective interpersonal relationship skills. 
8. Broadens knowledge of our changing world. 
9. Guarantees school counseling services to every student. 
10. Increases the opportunity for counselor-student interaction. 
11. Encourages facilitative, co-operative peer interactions. 
12. Fosters resiliency factors for students. 
 
Benefits for parents 
1. Prepares their children for the challenges of the 21st century through academic, career, and personal/social development. 
2. Provides support for parents in advocating for their child's academic, career, and personal/social development. 
3. Develops a systematic approach for their child's long-range planning and learning. 
4. Increases opportunities for parent/school interaction. 
5. Enables parents to access school and community resources. 
 
Benefits for teachers 
1. Provides an interdisciplinary team effort to address student needs and educational goals. 
2. Provides skill development for teachers in classroom management, teaching effectiveness, and affective education. 
3. Provides consultation to assist teachers in their guidance and advisement role. 
4. Positively impacts school climate and the learning community. 
5. Supports classroom instruction. 
6. Encourages positive, calendared activities and supportive working relationships. 
7. Promotes a team effort to address developmental skills and core competencies. 
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8. Increases teacher accessibility to the counselor as a classroom presenter and resource person. 
 
Benefits for administrators 
1. Integrates school counseling with the academic mission of the school. 
2. Provides a program structure with specific content. 
3. Assists administration to use school counselors effectively to enhance learning and development for all students. 
4. Provides a means of evaluating the effectiveness of the school counseling program. 
5. Demonstrates school counseling accountability. 
6. Enhances community image of the school counseling program 
 
Benefits for local Boards of Education 
1. Provides rationale for implementing a comprehensive developmental counseling program in the school system. 
2. Provides assurance that a quality school counseling program is available to every student. 
3. Demonstrates the necessity of appropriate levels of funding for implementation. 
4. Supports appropriate credentialing and staffing. 
5. Provides a basis for determining funding allocations for school counseling programs. 
6. Furnishes program information to the community. 
7. Gives ongoing information about student acquisition of competencies and standards through school counseling program efforts. 
 
Benefits for school counselors 
1. Provides a clearly defined role and function in the educational system. 
2. Eliminates non-counseling functions. 
3. Provides direct service to every student. 
4. Provides a tool for program management and accountability. 
5. Enhances the role of the school counselor as a student advocate. 
6. Ensures involvement in the academic mission of the school. 
7. Places school counselors in a leadership role to close the gap! 
 
Benefits for student services personnel 
1. Provides school psychologists, social workers, and other professional student services personnel with a clearly defined role of the 
school counselor. 
2. Clarifies areas of overlapping responsibilities. 
3. Fosters a positive team approach, which enhances cooperative working relationships. 
Benefits for business and industry 
1. Increases opportunities for business and industry to participate actively in the total school program. 
2. Provides increased opportunity for collaboration among counselors, business, industry, and communities. 
3. Provides a potential work force with decision-making skills, pre-employment skills, and increased worker maturity. 
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Benefits for the community 
1. Provides an increased opportunity for collaboration and participation of community members with the school program. 
2. Creates community awareness and visibility of the school counseling program. 
3. Connects the community to the needs of the school and the school to the needs of the community. 
4. Enhances economic development through quality preparation of students for the world of work. 
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Appendix D: Data Driven Results 

Use of Data: 
 
MONITORING STUDENT PROGRESS 
Using student and school site data to monitor student progress ensures all students receive what they need to achieve school success. 
School counselors should be proficient in the collection, analysis and interpretation of student achievement and related data. School 
counselors monitor student progress through three types of data: student achievement data, achievement related data, and standards- 
and competency-related data. 
 
Student-achievement data: Student achievement data measure students’ academic progress. Student achievement data fields include: 
• Standardized test data. 
• Grade point averages. 
• SAT and ACT scores. 
• Graduation rates. 
• At or above grade/achievement level in reading, math, et cetera. 
• Number of passed classes. 
• Promotion and retention rates. 
• Dropout rates. 
• Completion of specific academic programs (i.e., academic honors, college prep). 
 
Achievement-related data: Achievement related data measure those fields the literature has shown to be correlated to academic 
achievement. These data fields include: 
• Course enrollment patterns. 
• Discipline referrals. 
• Suspension rates. 
• Alcohol, tobacco and other drug violations. 
• Attendance rates. 
• Parent or guardian involvement. 
• Participation in extracurricular activities. 
• Homework completion rates. 
 
Standards- and competency-related data: 
These data measure student mastery. These data could include: 
• Percentage of students who have set and attained academic goals. 
• Percentage of students who apply effective personal or social skills. 
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Disaggregate Data 
To ensure every student achieves high academic standards, it is important to not just look at aggregate, global data from the entire 
student body, but also to disaggregate the data. To disaggregate data, school counselors separate data by variables to see if there are 
any groups of students who may not be doing as well as others.  Disaggregated data often spur change because they bring to light 
issues of equity and focus the discussion upon the needs of specific groups of students.  Although there are many variables by which 
data may be disaggregated, the common fields include: 
• Gender. 
• Ethnicity. 
• Socioeconomic status (free or reduced lunch). 
• Language spoken at home. 
• Special education. 
• Grade level. 
• Teacher(s). 
 
Program Evaluation Data 
It is critically important that school counselors use data to show the school counseling program’s impact. To do this, counselors need 
to evaluate process, perception and results data collected immediately, intermediately and over time. 
 
Process data:  
Process data answer the question, “What did you do for whom?” and provide evidence that an event occurred. It is information 
describing the way the program is conducted and if it followed the prescribed practice (i.e., Did school counseling lessons occur in 
every sixth grade class on violence prevention? How many students were affected? How many students participated in small group 
counseling?).  
Examples of process data include: 
• Held six five-session counseling groups with eight students each on anger management. 
• 1,100 sixth to eighth grade students received violence prevention school guidance lesson. 
• 250 parents or guardians attended a career evening event. 
• All high school students were seen individually to prepare a four-year plan. 
 
Perception data:  
Perception data answer the question, “What do people think they know, believe or can do?” These data measure what students and 
others observe or perceive, knowledge gained, attitudes and beliefs held and competencies achieved. These data are often collected 
through pre- and post-surveys, tests or skill demonstration opportunities such as presentations or role play, data, competency 
achievement, surveys or evaluation forms.  
Examples of perception data for competency achievement include: 
• 100 percent of students in grades 9-12 have completed an academic plan. 
• 100 percent of sixth grade students have completed an interest inventory. 
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Examples of perception data for knowledge gained include: 
• 89 percent of students demonstrate knowledge of promotion retention criteria  
• 92 percent of students can identify the early warning signs of violence. 
 
Examples of attitudes or beliefs data include: 
• 74 percent of students believe fighting is wrong. 
• 29 percent of students report feeling safe at school. 
• 78 percent of students know the name of their school counselor. 
• 90 percent of the parents or guardians feel they understand college entrance requirements. 
• 70 percent of eighth grade students understand the relationship between academics and careers. 
 
Results data:  
Results data answer the question, “So what?” The impact of an activity or program is documented through results data. These data 
show that your program has had a positive impact on students’ ability to utilize their knowledge, attitudes and skills to effect behavior 
change. These data are collected from myriad sources such as attendance rates, number of discipline referrals, grade point averages, 
student graduation rates, et cetera.  
Examples of results data for behavior change include: 
• Graduation rates improved by 14 percent. 
• Attendance improved among seventh grade males by 49 percent. 
• Discipline referrals decreased by 30 percent. 
 
 
Data over Time 
To get a true picture of the impact of the school counseling program, it is important to look at data over time. Data can be collected 
over three different time frames: immediate, intermediate, and long-range. 
 
Immediate:  
Data that measure the immediate impact of knowledge, skills and attitudes change as a result of counselor activity or intervention (i.e., 
pre- and post tests on student competencies addressed in a classroom unit; four-year plan completed). 
Intermediate:  
Data collected to measure application of knowledge, skills and attitudes over a short period of time (i.e., improved test-taking ability, 
improved classroom behavior after small-group counseling, improved grades this quarter after homework or study skill lessons). 
Long-range:  
School-wide, year-to-year, longitudinal student impact data collected for areas such as student attendance, graduation rates and 
suspension data. 
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Data Analysis 
School counselors do not have to be skilled statisticians to meaningfully analyze data. Simple percentages can create powerful pictures 
of what is happening in the school. For example, 72 percent of non free and non-reduced-price lunch students pass the math portion of 
the state’s standardized test, while only 38 percent of the free and reduced-price lunch students passed. Of the 
12 children retained in first grade, 91 percent were boys. Of the 380 school suspensions, 80 percent were for tardiness. 
 
Data Management 
Most of the data fields mentioned above are typically available on the students’ academic cumulative records or in the school’s 
computerized data system. Student database systems are the most common means by which data are collected and stored. These 
databases enhance the school counseling program’s ability to monitor every student’s progress. Although data are important, this does 
not imply that school counselors are attendance clerks. Schools may employ school counseling assistants or data clerks to assist in the 
collection and management of this information. Although data collection and analysis takes time, the benefits for students and the 
school counseling program greatly outweigh these costs. Each school district should decide what is important to be monitored. 
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