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INTRODUCTION 

 
School counselors play a vital role in the operation of schools and the success of students.  They 

work in collaboration with other educators and families to foster the academic, social and career 

development on our nation’s children.  Counselors are often facilitators of student academic 

success and liaisons to the family to help calm and temper times. Each year the demands and 

expectations of school counselors are impacted by the ever-changing dynamics of society and 

related legislation.  However, the central mission of school counselors - to help students - remains 

the same.   

 

This Elementary Counselors’ Handbook has been prepared to serve as a resource for elementary 

counselors to guide their day-to-day activities in schools and ultimately promote student 

development in academic, career and socio-emotional domains.  It includes a philosophy, program 

goals, and counselor responsibilities. It also provides a framework for implementing a 

comprehensive guidance program which promotes school success through learning support, 

prevention and intervention activities, as well as career and social/emotional support.  

 

Hopefully, you will find this handbook to be a useful tool and source of reference as you implement 

a program that will meet the needs of all elementary school students served by the Richmond 

County School System. 
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RICHMOND COUNTY SCHOOL SYSTEM 
 

 

MISSION STATEMENT 

 

The mission of the Richmond County School System is building a world-class school system 

through education, collaboration, and innovation. 

 

 

 BELIEFS 

 

We believe that:  

 

 Every person has a right to a quality education. 

 

 Education is the shared responsibility of the individual, home, school and community. 

 

 Every person can learn. 

 

 Respect and acceptance are essential for learning and personal development. 

 

 A safe, healthy and orderly environment is essential to learning. 

 

 Communication is the key to understanding among people. 

 

 Excellence cannot be compromised. 

 

 

 

 

MOTTO 

 

LEARNING TODAY….LEADING TOMORROW 
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RCSS SCHOOL COUNSELING PHILOSOPHY 

 

 

The RCSS elementary school counseling program is: 

 child-centered;  

 a prevention/intervention support service; 

 designed to aid children in mastering developmental tasks which are essential for 

positive growth. (i.e. self-understanding, self-acceptance, interpersonal relations); 

 accomplished through a focus on direct and indirect services including classroom 

lessons, group guidance, individual counseling and learning support; 

 focused on  creating an atmosphere that is conductive for the child to reach his/her fullest 

potential emotionally, socially and academically; and  

 designed to facilitate the ability of children to interact positively with their school 

environment and achieve academic success 

 

 

 

RCSS SCHOOL COUNSELING PROGRAM GOALS 

 

The goals of the RCSS School Counseling program are: 

 

1. To align each professional school counseling program with the American School 

Counselor Association (ASCA) National Model for Comprehensive School Counseling.  

 

2. To effectively implement school counseling programs that promote overall school 

improvement in the areas of achievement, behavior, and attendance through the 

implementation of data-driven counseling interventions. 

 

3. To promote the growth and development of all students in self-understanding, 

interpersonal relations, career exploration, decision-making, goal setting and problem 

solving skills. 

 

4. To assist students in understanding, monitoring and directing their academic progress and 

personal development. 

 

5. To identify and address the immediate needs and concerns of students which impact 

academic progress through group counseling, individual counseling, consultation, 

providing information and referral. 

 

6. To facilitate system support activities related to guidance and counseling involving 

program development, staff development, materials development, parent education, and 

community relations. 
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Why Elementary School Counselors? 

“Today’s young people are living in an exciting time, with an increasingly diverse society, new 

technologies and expanding opportunities. To help ensure that they are prepared to become the next 

generation of parents, workers, leaders and citizens, every student needs support, guidance and 

opportunities during childhood, a time of rapid growth and change. Children face unique and diverse 

challenges, both personally and developmentally, that have an impact on academic achievement. 

– “Toward a Blueprint for Youth:  Making Positive Youth Development a National Priority,” U.S. 

Department of Health and Human Services 

Why Elementary School Counselors? 

 

Elementary school years set the tone for developing the knowledge, attitudes and skill necessary for 

children to become healthy, competent and confident learners. Through a comprehensive developmental 

school counseling program, school counselors work as a team with the school staff, parents and the 

community to create a caring climate and atmosphere. By providing education, prevention, early 

identification and intervention, school counselors can help all children achieve academic success. The 

professional elementary school counselor holds a master’s degree and required state certification in school 

counseling. Maintaining certification includes on-going professional development to stay current with 

education reform and challenges facing today’s students. Professional association membership enhances 

the school counselor’s knowledge and effectiveness. 

 

Elementary School Students’ Developmental Needs 

 

The elementary years are a time when students begin to develop their academic self-concept and their 

feelings of competence and confidence as learners. They are beginning to develop decision-making, 

communication and life skills, as well as character values. It is also a time when students develop and 

acquire attitudes toward school, self, peers, social groups and family. Comprehensive developmental 

school counseling programs provide education, prevention and intervention services, which are integrated 

into all aspects of children’s lives. Early identification and intervention of children’s academic and 

personal/social needs is essential in removing barriers to learning and in promoting academic 

achievement. The knowledge, attitudes and skills that students acquire in the areas of academic, career 

and personal/social development during these elementary years serve as the foundation for future success. 

 

Meeting the Challenge 

 

Elementary school counselors are professional educators with a mental health perspective who understand 

and respond to the challenges presented by today’s diverse student population. Elementary school 

counselors don’t work in isolation; rather they are integral to the total educational program. They provide 

proactive leadership that engages all stakeholders in the delivery of programs and services to help students 

achieve school success. Professional school counselors align with the school’s mission to support the 

academic achievement of all students as they prepare for the ever-changing world of the 21st century. This 

mission is accomplished through the design, development, implementation and evaluation of a 

comprehensive, developmental and systematic school counseling program. ASCA’s National Standards 

in the academic, career, and personal/social domains are the foundation for this work. The ASCA National 

Model: A Framework For School Counseling Programs (ASCA, 2002), with its data-driven and results-
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based focus, serves as a guide for today’s school counselor who is uniquely trained to implement this 

program. 

 

Elementary School Counselors Implement the Counseling Program by Providing: 

 

School Guidance Curriculum 

 Academic support, including organizational, study and test-taking skills  

 Goal setting and decision-making  

 Career awareness, exploration and planning  

 Education on understanding self and others, peer relationships, coping strategies and effective 

social skills  

 Communication, problem-solving and conflict resolution  

 Substance abuse education  

 Multicultural/diversity awareness  

Individual Student Planning  

 Academic planning  

 Goal setting/decision- making  

 Education on understanding of self, including strengths and weaknesses  

 Transition plans  

Responsive Services 

 Individual and small-group counseling  

 Individual/family/school crisis intervention  

 Conflict resolution  

 Consultation/collaboration  

 Referrals  

System Support  

 Professional development  

 Consultation, collaboration and teaming  

 Program management and operation 

   

Elementary School Counselors Collaborate with: 

 

Parents 
Parent education  

Communication/networking  

Academic planning  

College/career awareness programs  

One-on-one parent conferencing  

Interpretation of assessment results 

   

Teachers 
Classroom guidance activities  

Academic support, including learning style assessment and education to help students succeed 

academically  

Classroom speakers  

At-risk student identification and implementation of interventions to enhance success 

 

Administrators 
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School climate  

Behavioral management plans  

School-wide needs assessments  

Student data and results  

Student assistance team building 

 

Students 

Peer education  

Peer support  

Academic support  

School climate  

Leadership development 

Community 

Job shadowing, service learning  

Crisis interventions  

Referrals  

Parenting classes  

Support groups  

Career education 

 

 

**These examples are not intended to be all-inclusive 
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School Counselor Certification and Renewal Information 
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Richmond Cty 
School Counselor Job Description 

 
Job Details          School Counselor 
   Title                  OFFICIAL TITLE: School Counselor    
   Description SUPER: Principal 
   SALARY RANCE: In accordance with RCBOE Salary Schedule 
  TERMS OF EMPLOYMENT: Work Year – 190(+) days 
  ________________________________________________      
SUMMARY DESCRIPTION: 
 To serve the students in all areas of guidance and counseling. To serve as a resource for other staff  
members in the above areas. Under direction, provides a comprehensive developmental program of  
guidance and counseling to assist students in the area of academic achievement, career/educational  
decision making, and personal and social development. Acts as consultant, in this regard, to school staff,  
parents and community members. 

 
PERFORMANCE RESPONSIBILITIES: (Asterisk for essential job duties) 
1. Implements/assists in implementing the school-based guidance plan (*) 

2. Promotes the school guidance and counseling program to students, school staff, parents  

and community 

3. Conducts individual counseling with students in areas of need 

4. Conducts group counseling with students in areas of educational, career and personal need 

5. Coordinates with school staff to provide supportive instructional classroom activities that relate to student educational, 

career and personal needs(*) 

6. Interprets results of group and individual tests for students, staff and parents 

7. Serves as a member of the Student Support Team 

8. Coordinates the group testing program 

9. Ensures that students receive appropriate career development assistance(*) 

10. Consults with school staff and parents on student problems and concerns as needed or requested 

11. Promotes utilization of community resources/services/agencies 

12. Participates in professional development activities 

13. The employee shall carry out such other and further duties, whether specifically listed above or not, as  

are assigned or required by such employee’s supervisor, other appropriate school personnel, law board  

policy administrative regulation, department handbook, as are reasonably necessary to the efficient  

operation of the school system and its mission. 
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KNOWLEDGE, ABILITIES AND SKILLS: 
Thorough knowledge of the RCSS Policies and Procedures, Comprehensive Guidance and Counseling Program and Program of 
Studies.  
Knowledge of growth and development stages of children.  
 Ability to use a computer and other technological equipment. 
Excellent oral and written communication skills with the ability to speak effectively to large and small groups. 
Excellent human relations skill with the ability to establish good relationships with many    different types of individuals and 
groups.  
 
EDUCATION, TRAINING AND EXPERIENCE: 
Holder of Masters Degree in Education, Guidance and Counseling. Three years of successful teaching experience is preferred. 
Must have organizational skills. 
 
CERTIFICATE AND LICENSE REQUIREMENTS: 
Meets Georgia state certification requirements for school guidance and counseling. 
 
PHYSICAL DEMANDS: 
Requires good physical and mental stamina, physical mobility and some moving of materials and equipment for 
instructional use. 
 
SPECIAL REQUIREMENT: 
None 
 
EVALUATION: 
Performance of this job will be evaluated in accordance with provisions of the School Board policy on evaluation 
of personnel. 
 
Date Established 
Date(s) Revised: 2/09 
 
This description may be changed at any time. This job description in no way states or implies that these are the 
only duties to be performed by the employee. The employee will be required to follow any other instructions 
and to perform any other related duties as assigned by the Board. Richmond County Schools reserves the right 
to update, revise or change this job description and related duties at any time. 
*Essential job duties-the basic job duties that an employee must be able to perform, with or without reasonable 
accommodation. 
 
Full-Time 
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RCSS MANDATORY ELEMENTARY SCHOOL 

GUIDANCE AND COUNSELING ACTIVITIES  
 

Program Planning & Counselor Evaluation 

1. Submit an individualized comprehensive counseling and guidance plan to the principal and 

Student Services on or before the designated date. 

 

2. Attend pre-evaluation conference with principal to review School Counselor Evaluation 

instrument and to discuss guidance plan for the year 

 

3. Attend Annual Evaluation Conference with principal 

 

Direct & Indirect Services to Students 

 

1. Plan and conduct classroom guidance activities to meet the needs of all students in the 

social/emotional, academic and career planning domains.  

 

2. Counsel students individually and in small groups.  

 

3. Counsel with students, individually and in groups, who either have been referred or are at risk of 

failure for the school year 

 

4. Assist in the implementation of the Teachers -As-Advisors program. 

 

5. Counsel with students registering for summer school, if applicable. 

 

6. Serve as a member of the RTI team and participate in screening committees designed to identify 

students with handicapping conditions. 

 

7. Share appropriate reports and recommendations of the social worker and personnel from other 

agencies/departments with appropriate staff members through case conferences, individual 

conferences and written report. 

 

8. Publicize school and community summer programs. 

 

9. Confer with the following personnel as needs arise:  

a. Administrators 

b. School Social Workers 

c. School psychologist 

d. Community agencies and their personnel 

 

10. Provide counseling services as outlined in IEPs and vocational assessment of special education 

students. 

 

11. Participate in parent and/or teacher conferences.  

 

12. Coordinate Career Awareness activities in the elementary school.  This includes at a minimum 
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ensuring the facilitation of career awareness lessons for grades 1 - 5 as required by House Bill 713 

and the College and Career Readiness Index guidelines. 

 

13. Implement a school-wide bullying prevention program as part of the Comprehensive Guidance 

and Counseling program. 

 

14. Facilitate/ assist with the coordination of activities for Red Ribbon Week. 

 

15. Coordinate/ assist with transitional activities for students entering elementary school and moving 

to middle school and/or magnet schools. 

 

16. Initiate activities to improve students' scores on standardized test activities.  Examples: 

a. participation in a school wide testing by offering study tips through classroom guidance 

b. creation of bulletin board related to information on testing and careers 

 

17. Arrange or conduct orientations for new students. 

 

18. Assist with the collection, interpretation, and analyzing school test data. 

 

Program Mangement & Professional Development 

19. Attend all professional learning and planned counselor meetings conducted by the Department of 

Student Services. 

 

20. Maintain an active public relations program for the schools guidance department, including an 

up-to-date school counseling website. 

 

21. Develop a daily schedule 

 

22. Evaluate the effectiveness of counseling and guidance activities. 

 

23. Keep and maintain a daily log of activities.  Keep records of services provided, including 

verification of classroom guidance sheets. 

 

24. Submit quarterly reports to the Department of Student Services 

 

25. Follow professional practices consistent with school, system and state policies as well as the 

American School Counselor Ethical Standards for Counselors. 

 

Other Activities 

26. Assist in registering students for the regular school year 

 

27. Coordinate record keeping activities and develop a plan for the maintenance of students’ 

cumulative scholastic records for entering and leaving students. 
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505-6-.01 THE CODE OF ETHICS FOR EDUCATORS  
 
(1) Introduction. The Code of Ethics for Educators defines the professional behavior of educators in 
Georgia and serves as a guide to ethical conduct. The Georgia Professional Standards Commission 
has adopted standards that represent the conduct generally accepted by the education profession. The 
code defines unethical conduct justifying disciplinary sanction and provides guidance for protecting the 
health, safety and general welfare of students and educators, and assuring the citizens of Georgia a 
degree of accountability within the education profession.  
 

(2) Definitions  
 
(a) “Certificate” refers to any teaching, service, or leadership certificate, license, or permit issued by 
authority of the Georgia Professional Standards Commission.  
 
(b) “Child endangerment” occurs when an educator disregards a substantial and/or unjustifiable risk of 
bodily harm to the student.  
 

(c) “Educator” is a teacher, school or school system administrator, or other education personnel who 

holds a certificate issued by the Georgia Professional Standards Commission and persons who have 
applied for but have not yet received a certificate. For the purposes of the Code of Ethics for Educators, 
“educator” also refers to paraprofessionals, aides, and substitute teachers.  
 
(d) “Student” is any individual enrolled in the state’s public or private schools from preschool through 
grade 12 or any individual between and including the ages of 3 and 17 under the age of 18. For the 
purposes of the Code of Ethics and Standards of Professional Conduct for Educators, the enrollment 
period for a graduating student ends on August 31 of the year of graduation.  
 
(e) “Complaint” is any written and signed statement from a local board, the state board, or one or more 
individual residents of this state filed with the Georgia Professional Standards Commission alleging that 
an educator has breached one or more of the standards in the Code of Ethics for Educators. A 
“complaint” will be deemed a request to investigate.  
 
(f) “Revocation” is the invalidation of any certificate held by the educator.  
 

(g) “Denial” is the refusal to grant initial certification to an applicant for a certificate.  
 
(h) “Suspension” is the temporary invalidation of any certificate for a period of time specified by the 
Georgia Professional Standards Commission.  
 
(i) “Reprimand” admonishes the certificate holder for his or her conduct. The reprimand cautions that 
further unethical conduct will lead to a more severe action.  
 
(j) “Warning” warns the certificate holder that his or her conduct is unethical. The warning cautions that 
further unethical conduct will lead to a more severe action.  
 
(k) “Monitoring” is the quarterly appraisal of the educator’s conduct by the Georgia Professional 
Standards Commission through contact with the educator and his or her employer. As a condition of 
monitoring, an educator may be required to submit a criminal background check (GCIC). The 
Commission specifies the length of the monitoring period.  
 
(l) “No Probable Cause” is a determination by the Georgia Professional Standards Commission that, 
after a preliminary investigation, either no further action need be taken or no cause exists to 
recommend disciplinary action.  
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(3) Standards  
 
(a) Standard 1: Legal Compliance - An educator shall abide by federal, state, and local laws and 
statutes. Unethical conduct includes but is not limited to the Commission or conviction of a felony or of 
any crime involving moral turpitude; of any other criminal offense involving the manufacture, 
distribution, trafficking, sale, or possession of a controlled substance or marijuana as provided for in 
Chapter 13 of Title 16; or of any other sexual offense as provided for in Code Section 16-6-1 through 
16-6-17, 16-6-20, 16-6-22.2, or 16-12-100; or any other laws applicable to the profession. As used 
herein, conviction includes a finding or verdict of guilty, or a plea of nolo contendere, regardless of 
whether an appeal of the conviction has been sought; a situation where first offender treatment without 
adjudication of guilt pursuant to the charge was granted; and a situation where an adjudication of guilt 
or sentence was otherwise withheld or not entered on the charge or the charge was otherwise disposed 
of in a similar manner in any jurisdiction.  
 
(b) Standard 2: Conduct with Students - An educator shall always maintain a professional relationship 
with all students, both in and outside the classroom. Unethical conduct includes but is not limited to:  
1. committing any act of child abuse, including physical and verbal abuse;  
2. committing any act of cruelty to children or any act of child endangerment;  
3. committing any sexual act with a student or soliciting such from a student;  
4. engaging in or permitting harassment of or misconduct toward a student that would violate a state or 
federal law;  
5. soliciting, encouraging, or consummating an inappropriate written, verbal, electronic, or physical 
relationship with a student;  
6. furnishing tobacco, alcohol, or illegal/unauthorized drugs to any student; or  
7. failing to prevent the use of alcohol or illegal or unauthorized drugs by students who are under the 
educator’s supervision (including but not limited to at the educator’s residence or any other private 
setting).  
 
(c) Standard 3: Alcohol or Drugs - An educator shall refrain from the use of alcohol or illegal or 
unauthorized drugs during the course of professional practice. Unethical conduct includes but is not 
limited to:  
1. being on school or Local Unit of Administration (LUA)/school district premises or at a school or a 
LUA/school district-related activity while under the influence of, possessing, using, or consuming illegal 
or unauthorized drugs; and  
2. being on school or LUA/school district premises or at a school-related activity involving students 
while under the influence of, possessing, or consuming alcohol. A school-related activity includes, but is 
not limited to, any activity sponsored by the school or school system (booster clubs, parent-teacher 
organizations, or any activity designed to enhance the school curriculum i.e. Foreign Language trips, 
etc). 505-6-.01 Page 3  
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(d) Standard 4: Honesty - An educator shall exemplify honesty and integrity in the course of 
professional practice. Unethical conduct includes but is not limited to, falsifying, misrepresenting or 
omitting:  
1. professional qualifications, criminal history, college or staff development credit and/or degrees, 
academic award, and employment history;  
2. information submitted to federal, state, local school districts and other governmental agencies;  
3. information regarding the evaluation of students and/or personnel;  
4. reasons for absences or leaves;  
5. information submitted in the course of an official inquiry/investigation; and  
6. information submitted in the course of professional practice.  
 
(e) Standard 5: Public Funds and Property - An educator entrusted with public funds and property 
shall honor that trust with a high level of honesty, accuracy, and responsibility. Unethical conduct 
includes but is not limited to:  
1. misusing public or school-related funds;  
2. failing to account for funds collected from students or parents;  
3. submitting fraudulent requests or documentation for reimbursement of expenses or for pay (including 
fraudulent or purchased degrees, documents, or coursework);  
4. co-mingling public or school-related funds with personal funds or checking accounts; and  
5. using school or school district property without the approval of the local board of education/governing 
board or authorized designee.  
 
(f) Standard 6: Remunerative Conduct - An educator shall maintain integrity with students, colleagues, 
parents, patrons, or businesses when accepting gifts, gratuities, favors, and additional compensation. 
Unethical conduct includes but is not limited to:  
1. soliciting students or parents of students, or school and/or LUA/school district personnel, to purchase 
equipment, supplies, or services from the educator or to participate in activities that financially benefit 
the educator unless approved by the local board of education/governing board or authorized designee;  
2. accepting gifts from vendors or potential vendors for personal use or gain where there may be the 
appearance of a conflict of interest;  
3. tutoring students assigned to the educator for remuneration unless approved by the local board of 
education/governing board or authorized designee; and  
4. coaching, instructing, promoting athletic camps, summer leagues, etc. that involves students in an 
educator’s school system and from whom the educator receives remuneration unless approved by the 
local board of education/governing board or authorized designee. These types of activities must be in 
compliance with all rules and regulations of the Georgia High School Association. 505-6-.01 Page 4 
 
 g) Standard 7: Confidential Information - An educator shall comply with state and federal laws and 
state school board policies relating to the confidentiality of student and personnel records, standardized 
test material and other information. Unethical conduct includes but is not limited to:  
1. sharing of confidential information concerning student academic and disciplinary records, health and 
medical information, family status and/or income, and assessment/testing results unless disclosure is 
required or permitted by law;  
2. sharing of confidential information restricted by state or federal law;  
3. violation of confidentiality agreements related to standardized testing including copying or teaching 
identified test items, publishing or distributing test items or answers, discussing test items, violating 
local school system or state directions for the use of tests or test items, etc.; and  
4. violation of other confidentiality agreements required by state or local policy.  
 
(h) Standard 8: Abandonment of Contract - An educator shall fulfill all of the terms and obligations 
detailed in the contract with the local board of education or education agency for the duration of the 
contract. Unethical conduct includes but is not limited to:  
1. abandoning the contract for professional services without prior release from the contract by the 
employer, and  
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2. willfully refusing to perform the services required by a contract.  
 
(i) Standard 9: Required Reports - An educator shall file reports of a breach of one or more of the 
standards in the Code of Ethics for Educators, child abuse (O.C.G.A. §19-7-5), or any other required 
report. Unethical conduct includes but is not limited to:  
1. failure to report all requested information on documents required by the Commission when applying 
for or renewing any certificate with the Commission;  
2. failure to make a required report of a violation of one or more standards of the Code of Ethics for 
educators of which they have personal knowledge as soon as possible but no later than ninety (90) 
days from the date the educator became aware of an alleged breach unless the law or local procedures 
require reporting sooner; and  
3. failure to make a required report of any violation of state or federal law soon as possible but no later 
than ninety (90) days from the date the educator became aware of an alleged breach unless the law or 
local procedures require reporting sooner. These reports include but are not limited to: murder, 
voluntary manslaughter, aggravated assault, aggravated battery, kidnapping, any sexual offense, any 
sexual exploitation of a minor, any offense involving a controlled substance and any abuse of a child if 
an educator has reasonable cause to believe that a child has been abused.  
 
(j) Standard 10: Professional Conduct - An educator shall demonstrate conduct that follows generally 
recognized professional standards and preserves the dignity and integrity of the education profession. 
Unethical conduct includes but is not limited to any conduct that impairs and/or diminishes the 
certificate holder’s ability to function professionally in his or her employment position, or behavior or 
conduct that is detrimental to the health, welfare, discipline, or morals of students.  
 
(k) Standard 11: Testing - An educator shall administer state-mandated assessments fairly and 
ethically. Unethical conduct includes but is not limited to 
1. committing any act that breaches Test Security; and  
2. compromising the integrity of the assessment.  
 
(4) Reporting  
(a) Educators are required to report a breach of one or more of the Standards in the Code of Ethics for 
Educators as soon as possible but no later than ninety (90) days from the date the educator became 
aware of an alleged breach unless the law or local procedures require reporting sooner. Educators 
should be aware of legal requirements and local policies and procedures for reporting unethical 
conduct. Complaints filed with the Georgia Professional Standards Commission must be in writing and 
must be signed by the complainant (parent, educator, or other LUA/school district employee, etc.).  
(b) The Commission notifies local and state officials of all disciplinary actions. In addition, suspensions 
and revocations are reported to national officials, including the NASDTEC Clearinghouse.  
(5) Disciplinary Action  
 
(a) The Georgia Professional Standards Commission is authorized to suspend, revoke, or deny 
certificates, to issue a reprimand or warning, or to monitor the educator’s conduct and performance 
after an investigation is held and notice and opportunity for a hearing are provided to the certificate 
holder. Any of the following grounds shall be considered cause for disciplinary action against the holder 
of a certificate:  
1. unethical conduct as outlined in The Code of Ethics for Educators, Standards 1-11 (GaPSC Rule 
505-6-.01);  
2. disciplinary action against a certificate in another state on grounds consistent with those specified in 
the Code of Ethics for Educators, Standards 1-11 (GaPSC Rule 505-6-.01);  
3. order from a court of competent jurisdiction or a request from the Department of Human Resources 
that the certificate should be suspended or the application for certification should be denied for non-
payment of child support (O.C.G.A. §19-6-28.1 and §19-11-9.3);  
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4. notification from the Georgia Higher Education Assistance Corporation that the educator is in default 
and not in satisfactory repayment status on a student loan guaranteed by the Georgia Higher Education 
Assistance Corporation (O.C.G.A. §20-3-295);  
5. suspension or revocation of any professional license or certificate;  
6. violation of any other laws and rules applicable to the profession; and  
7. any other good and sufficient cause that renders an educator unfit for employment as an educator.  
 
(b) An individual whose certificate has been revoked, denied, or suspended may not serve as a 
volunteer or be employed as an educator, paraprofessional, aide, substitute teacher or in any other 
position during the period of his or her revocation, suspension or denial for a violation of The Code of 
Ethics. The superintendent and the educator designated by the superintendent/Local Board of Education 
shall be responsible for assuring that an individual whose certificate has been revoked, denied, or 
suspended is not employed or serving in any capacity in their district. Both the superintendent and the 
superintendent’s designee must hold GaPSC certification. Should the superintendent’s certificate be 
revoked, suspended, or denied, the Board of Education shall be responsible for assuring that the superintendent 
whose certificate has been revoked, suspended, or denied is not employed or serving in any capacity in their 
district.  
Authority O.C.G.A. § 20-2-200; 20-2-981 through 20-2-984.5 

 

http://www.gapsc.com/Rules/Current/Ethics/505-6-.01.pdf 

  

http://www.gapsc.com/Rules/Current/Ethics/505-6-.01.pdf
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Source:  

https://www.schoolcounselor.org/asca/media/asca/Ethics/EthicalStandards2016

.pdf 

https://www.schoolcounselor.org/asca/media/asca/Ethics/EthicalStandards2016.pdf
https://www.schoolcounselor.org/asca/media/asca/Ethics/EthicalStandards2016.pdf
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Ethical Tips for School Counselors 

 

1.     Act in the best interests of the student clients at all times. Act in good faith and in the absence of           

        malice.  

 

2.     Inform student clients of possible limitations on the counseling relationship prior to the beginning  

        of the relationship.  

 

3.    Increase awareness of personal values, attitudes and beliefs; refer when personal characteristics  

        hinder effectiveness.  

 

4.    Actively attempt to understand the divers cultural backgrounds of the clients with whom you work,     

       including your own cultural/ethnic/racial identity and its impact on your values and beliefs about the 

       counseling process.  

 

5.    Function within the boundaries of personal competence. Be aware of personal skill levels and 

        limitations.  

 

6.    Be able to fully explain why you do what you do. A theoretical rationale should undergird counseling 

       strategies and interventions.  

 

7.    Encourage family involvement, where possible, when working with minors in sensitive areas that 

        might be controversial.  

 

8.    Follow written job descriptions. Be sure what you are doing is defined as an appropriate function in   

        your work setting.  

 

9.    Read and adhere to the ethical standards of your profession. Keep copies of the ASCA Ethical 

        Standards for School Counselors on hand, review them periodically and act accordingly.  

 

10.  Consult with other professionals (colleagues, supervisors, counselor educators, professional 

        association ethics committee, etc.) Have a readily accessible support network of professionals.  

 

11.  Join appropriate professional associations. Read association publications and participate in professional    

        development opportunities.  

 

12.  Stay up-to-date with laws and current court rulings, particularly those pertaining to counseling  

        with minors.  

 

13.  Consult with a knowledgeable attorney, when necessary. In questionable cases, seek legal advice  

        prior to initiating action. 

 

 

ASCA - 1101 King Street, Suite 625, Alexandria VA 22314 | Contact Us 

© Copyright 2006-2008 American School Counselor Association. All Rights Reserved. 

http://www.schoolcounselor.org/content.asp?contentid=125
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  School Counselor Competencies 
 

 

I. SCHOOL COUNSELING PROGRAMS  
 

School counselors should possess the knowledge, abilities, skills and attitudes necessary to plan, organize, 

implement and evaluate a comprehensive, developmental, results-based school counseling program that 

aligns with the ASCA National Model.  

 

I-A: Knowledge  
ASCA’s position statement, The Professional School Counselor and School Counseling Preparation 

Programs, states that school counselors should articulate and demonstrate an understanding of:  

__ I-A-1. The organizational structure and governance of the American educational system as well as 

cultural, political and social influences on current educational practices  

__ I-A-2. The organizational structure and qualities of an effective school counseling program that aligns 

with the ASCA National Model  

__ I-A-3. Impediments to student learning and use of advocacy and data-driven school counseling 

­practices to act effectively in closing the achievement/opportunity gap  

__ I-A-4. Leadership principles and theories  

__ I-A-5. Individual counseling, group counseling and classroom guidance programs ensuring equitable 

access to resources that promote academic achievement; personal, social and emotional 

development; and career development including the identification of appropriate post-

secondary education for every student  

__ I-A-6. Collaborations with stakeholders such as parents and guardians, teachers, administrators and 

community leaders to create learning environments that promote educational equity and 

success for every student  

__ I-A-7. Legal, ethical and professional issues in pre-K–12 schools  

__ I-A-8. Developmental theory, learning theories, social justice theory, multiculturalism, counseling 

theories and career counseling theories  

__ I-A-9. The continuum of mental health services, including prevention and intervention strategies to 

enhance student success  

 

I-B: Abilities and Skills  
An effective school counselor is able to accomplish measurable objectives demonstrating the following 

abilities and skills.  

__ I-B-1. Plans, organizes, implements and evaluates a school counseling program aligning with the 

ASCA National Model  

__ I-B-1a. Creates a vision statement examining the professional and personal competencies and 

qualities a school counselor should possess  

__ I-B-1b. Describes the rationale for a comprehensive school counseling program  

__ I-B-1c. Articulates the school counseling themes of advocacy, leadership, collaboration and systemic 

change, which are critical to a successful school counseling program.  

__ I-B-1d. Describes, defines and identifies the qualities of an effective school counseling program  

__ I-B-1e. Describes the benefits of a comprehensive school counseling program for all stakeholders, 

including students, parents, teachers, administrators, school boards, department of education, 

school counselors, counselor educators, community stakeholders and business leaders  

__ I-B-1f. Describes the history of school counseling to create a context for the current state of the 

profession and comprehensive school counseling programs  

__ I-B-1g. Uses technology effectively and efficiently to plan, organize, implement and evaluate the 

comprehensive school counseling program  
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__ I-B-1h. Demonstrates multicultural, ethical and professional competencies in planning, organizing, 

implementing and evaluating the comprehensive school counseling program  

 

__ I-B-2. Serves as a leader in the school and community to promote and support student success  

__ I-B-2a. Understands and defines leadership and its role in comprehensive school counseling 

programs  

__ I-B-2b. Identifies and applies a model of leadership to a comprehensive school counseling program  

__ I-B-2c. Identifies and demonstrates professional and personal qualities and skills of effective leaders  

__ I-B-2d. Identifies and applies components of the ASCA National Model requiring leadership, such as 

an advisory council, management system and accountability  

__ I-B-2e. Creates a plan to challenge the non-counseling tasks that are assigned to school counselors  

 

__ I-B-3. Advocates for student success  

__ I-B-3a. Understands and defines advocacy and its role in comprehensive school counseling programs  

__ I-B-3b. Identifies and demonstrates benefits of advocacy with school and community stakeholders  

__ I-B-3c. Describes school counselor advocacy competencies, which include dispositions, knowledge 

and skills  

__ I-B-3d. Reviews advocacy models and develops a personal advocacy plan  

__ I-B-3e. Understands the process for development of policy and procedures at the building, district, 

state and national levels  

 

__ I-B-4. Collaborates with parents, teachers, administrators, community leaders and other stakeholders 

to promote and support student success  

__ I-B-4a. Defines collaboration and its role in comprehensive school counseling programs  

__ I-B-4b. Identifies and applies models of collaboration for effective use in a school counseling program 

and understands the similarities and differences between consultation, collaboration and 

counseling and coordination strategies.  

__ I-B-4c. Creates statements or other documents delineating the various roles of student service 

providers, such as school social worker, school psychologist, school nurse, and identifies best 

practices for collaborating to affect student success  

__ I-B-4d. Understands and knows how to apply a consensus-building process to foster agreement in a 

group  

__ I-B-4e. Understands how to facilitate group meetings to effectively and efficiently meet group goals  

 

__ I-B-5. Acts as a systems change agent to create an environment promoting and supporting student 

success  

__ I-B-5a. Defines and understands system change and its role in comprehensive school counseling 

programs  

__ I-B-5b. Develops a plan to deal with personal (emotional and cognitive) and institutional resistance 

impeding the change process  

__ I-B-5c. Understands the impact of school, district and state educational policies, procedures and 

practices supporting and/or impeding student success  

 

I-C: Attitudes  
School counselors believe:  

__ I-C-1. Every student can learn, and every student can succeed  

__ I-C-2. Every student should have access to and opportunity for a high-quality education  

__ I-C-3. Every student should graduate from high school and be prepared for employment or college 

and other post-secondary education  

__ I-C-4. Every student should have access to a school counseling program  

__ I-C-5. Effective school counseling is a collaborative process involving school counselors, students, 

parents, teachers, administrators, community leaders and other stakeholders  
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__ I-C-6. School counselors can and should be leaders in the school and district  

__ I-C-7. The effectivness of school counseling programs should be measurable using process, 

perception and results data  

 

II: FOUNDATIONS  
 

School counselors should possess the knowledge, abilities, skills and attitudes necessary to establish the 

foundations of a school counseling program aligning with the ASCA National Model.  

 

II-A: Knowledge  
School counselors should articulate and demonstrate an understanding of:  

__ II-A-1.  Beliefs and philosophy of the school counseling program that align with current school 

improvement and student success initiatives at the school, district and state level  

__ II-A-2.  Educational systems, philosophies and theories and current trends in education, including 

federal and state legislation  

__ II-A-3.  Learning theories  

__ II-A-4.  History and purpose of school counseling, including traditional and transformed roles of school 

counselors  

__ II-A-5.  Human development theories and developmental issues affecting student success  

__ II-A-6.  District, state and national student standards and competencies, including ASCA Student 

Standards  

__ II-A-7.  Legal and ethical standards and principles of the school counseling profession and educational 

systems, including district and building policies  

__ II-A-8.  Three domains of academic achievement, career planning, and personal and social 

development  

 

II-B: Abilities and Skills  
An effective school counselor is able to accomplish measurable objectives demonstrating the following 

abilities and skills.  

__ II-B-1. Develops the beliefs and philosophy of the school counseling program that align with current 

school improvement and student success initiatives at the school, district and state level  

__ II-B-1a. Examines personal, district and state beliefs, assumptions and philosophies about student 

success, specifically what they should know and be able to do  

__ II-B-1b. Demonstrates knowledge of a school’s particular educational philosophy and mission  

__ II-B-1c. Conceptualizes and writes a personal philosophy about students, families, teachers, school 

counseling programs and the educational process consistent with the school’s educational 

philosophy and mission  

 

__ II-B-2. Develops a school counseling mission statement aligning with the school, district and state 

mission.  

__ II-B-2a. Critiques a school district mission statement and identifies or writes a mission statement 

aligning with beliefs  

__ II-B-2b. Writes a school counseling mission statement that is specific, concise, clear and 

comprehensive, describing a school counseling program’s purpose and a vision of the 

program’s benefits every student  

__ II-B-2c. Communicates the philosophy and mission of the school counseling program to all appropriate 

stakeholders  

__ II-B-3. Uses student standards, such as ASCA Student Standards, and district or state standards, to 

drive the implementation of a comprehensive school counseling program  

__ II-B-3a. Crosswalks the ASCA Student Standards with other appropriate standards  

__ II-B-3b. Prioritizes student standards that align with the school’s goals  
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__ II-B-4. Applies the ethical standards and principles of the school counseling profession and adheres 

to the legal aspects of the role of the school counselor  

__ II-B-4a. Practices ethical principles of the school counseling profession in accordance with the ASCA 

Ethical Standards for School Counselors  

__ II-B-4b. Understands the legal and ethical nature of working in a pluralistic, multicultural, and 

technological society.  

__ II-B-4c. Understands and practices in accordance with school district policy and local, state and federal 

statutory requirements.  

__ II-B-4d. Understands the unique legal and ethical nature of working with minor students in a school 

setting.  

__ II-B-4e. Advocates responsibly for school board policy, local, state and federal statutory requirements 

that are in the best interests of students  

__ II-B-4f. Resolves ethical dilemmas by employing an ethical decision-making model appropriate to work 

in schools.  

__ II-B-4g. Models ethical behavior  

__ II-B-4h. Continuously engages in professional development and uses resources to inform and guide 

ethical and legal work  

__ II-B-4i. Practices within the ethical and statutory limits of confidentiality  

__ II-B-4j. Continually seeks consultation and supervision to guide legal and ethical decision making and 

to recognize and resolve ethical dilemmas  

__ II-B-4k. Understands and applies an ethical and legal obligation not only to students but to parents, 

administration and teachers as well  

 

II-C: Attitudes  
School counselors believe:  

__ II-C-1. School counseling is an organized program for every student and not a series of services 

provided only to students in need  

__ II-C-2. School counseling programs should be an integral component of student success and the 

overall mission of schools and school districts  

__ II-C-3. School counseling programs promote and support academic achievement, personal and social 

development and career planning for every student  

__ II-C-4. School counselors operate within a framework of school and district policies, state laws and 

regulations and professional ethics standards  

 

III: DELIVERY  
 

School counselors should possess the knowledge, abilities, skills and attitudes necessary to deliver a school 

counseling program aligning with the ASCA National Model.  

 

III-A: Knowledge  
School counselors should articulate and demonstrate an understanding of:  

__ III-A-1. The concept of a school counseling core curriculum  

__ III-A-2. Counseling theories and techniques that work in school, such as solution-focused brief 

counseling, reality therapy, cognitive-behavioral therapy  

__ III-A-3. Counseling theories and techniques in different settings, such as individual planning, group 

counseling and classroom guidance  

__ III-A-4. Classroom management  

__ III-A-5. Principles of career planning and college admissions, including financial aid and athletic 

eligibility  

__ III-A-6. Principles of working with various student populations based on ethnic and racial background, 

English language proficiency, special needs, religion, gender and income  

__ III-A-7. Responsive services  
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__ III-A-8. Crisis counseling, including grief and bereavement  

 

III-B: Abilities and Skills  
An effective school counselor is able to accomplish measurable objectives demonstrating the following 

abilities and skills.  

__ III-B-1. Implements the school school counseling core curriculum  

__ III-B-1a. Crosswalks ASCA Student Standards with appropriate guidance curriculum  

__ III-B-1b. Develops and presents a developmental guidance curriculum addressing all students’ needs, 

including closing-the-gap activities  

__ III-B-1c. Demonstrates classroom management and instructional skills  

__ III-B-1d. Develops materials and instructional strategies to meet student needs and school goals  

__ III-B-1e. Encourages staff involvement to ensure the effective implementation of the school guidance 

curriculum  

__ III-B-1f. Knows, understands and uses a variety of technology in the delivery of school counseling core 

curriculum activities  

__ III-B-1g. Understands multicultural and pluralistic trends when developing and choosing school 

counseling core curriculum  

__ III-B-1h. Understands the resources available for students with special needs  

 

__ III-B-2. Facilitates individual student planning  

__ III-B-2a. Understands individual student planning as a component of a comprehensive program.  

__ III-B-2b. Develops strategies to implement individual student planning, such as strategies for appraisal, 

advisement, goal-setting, decision-making, social skills, transition or postsecondary planning  

__ III-B-2c. Helps students establish goals, and develops and uses planning skills in collaboration with 

parents or guardians and school personnel  

__ III-B-2d. Understands career opportunities, labor market trends, and global economics, and uses 

various career assessment techniques to assist students in understanding their abilities and 

career interests  

__ III-B-2e. Helps students learn the importance of college and other post-secondary education and helps 

students navigate the college admissions process  

__ III-B-2f. Understands the relationship of academic performance to the world of work, family life and 

community service  

__ III-B-2g. Understands methods for helping students monitor and direct their own learning and 

personal/social and career development  

 

__ III-B-3. Provides responsive services  

__ III-B-3a. Understands how to make referrals to appropriate professionals when necessary  

__ III-B-3b. Lists and describes interventions used in responsive services, such as consultation, individual 

and small-group counseling, crisis counseling, referrals and peer facilitation  

__ III-B-3c. Compiles resources to utilize with students, staff and families to effectively address issues 

through responsive services  

__ III-B-3d. Understands appropriate individual and small-group counseling theories and techniques such 

as rational emotive behavior therapy, reality therapy, cognitive-behavioral therapy, Adlerian, 

solution-focused brief counseling, person-centered counseling and family systems  

__ III-B-3e. Demonstrates an ability to provide counseling for students during times of transition, 

separation, heightened stress and critical change  

__ III-B-3f. Understands what defines a crisis, the appropriate response and a variety of intervention 

strategies to meet the needs of the individual, group, or school community before, during and 

after crisis response  

__ III-B-3g. Provides team leadership to the school and community in a crisis  

__ III-B-3h. Involves appropriate school and community professionals as well as the family in a crisis 

situation  
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__ III-B-3i. Develops a database of community agencies and service providers for student referrals  

__ III-B-3j. Applies appropriate counseling approaches to promoting change among consultees within a 

consultation approach  

__ III-B-3k. Understands and is able to build effective and high-quality peer helper programs  

__ III-B-3l. Understands the nature of academic, career and personal/social counseling in schools and the 

similarities and differences among school counseling and other types of counseling, such as 

mental health, marriage and family, and substance abuse counseling, within a continuum of 

care  

__ III-B-3m. Understands the role of the school counselor and the school counseling program in the school 

crisis plan  

 

__ III-B-4. Implements program management and school support activities for the comprehensive school 

counseling program  

__ III-B-4a. Creates a program management and school support planning document addressing school 

counselor’s responsibilities for professional development, consultation and collaboration and 

program management  

__ III-B-4b. Coordinates activities that establish, maintain and enhance the school counseling program as 

well as other educational programs  

__ III-B-4c. Conducts in-service training for other stakeholders to share school counseling expertise  

__ III-B-4d. Understands and knows how to provide supervision for school counseling interns consistent 

with the principles of the ASCA National Model  

 

III-C: Attitudes  
School counselors believe:  

__ III-C-1 School counseling is one component in the continuum of care that should be available to all 

students  

__ III-C-2 School counselors coordinate and facilitate counseling and other services to ensure all 

students receive the care they need, even though school counselors may not personally 

provide the care themselves  

__ III-C-3 School counselors engage in developmental counseling and short-term responsive counseling  

__ III-C-4 School counselors should refer students to district or community resources to meet more 

extensive needs such as long-term therapy or diagnoses of disorders  

 

IV: MANAGEMENT  
 

School counselors should possess the knowledge, abilities, skills and attitudes necessary to manage a 

school counseling program aligning with the ASCA National Model.  

 

IV-A: Knowledge  
School counselors should articulate and demonstrate an understanding of:  

__ IV-A-1. Leadership principles, including sources of power and authority, and formal and informal 

leadership  

__ IV-A-2. Organization theory to facilitate advocacy, collaboration and systemic change  

__ IV-A-3. Presentation skills for programs such as teacher in-services and results reports to school 

boards  

__ IV-A-4. Time management, including long- and short-term management using tools such as schedules 

and calendars  

__ IV-A-5. Data-driven decision making  

__ IV-A-6. Current and emerging technologies such as use of the Internet, Web-based resources and 

management information systems  

 

IV-B: Abilities and Skills  
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An effective school counselor is able to accomplish measurable objectives demonstrating the following 

abilities and skills.  

__ IV-B-1. Negotiates with the administrator to define the management system for the comprehensive 

school counseling program  

__ IV-B-1a. Discusses and develops the components of the school counselor management system with 

the other members of the counseling staff  

__ IV-B-1b. Presents the school counseling management system to the principal, and finalizes an annual 

school counseling management agreement  

__ IV-B-1c. Discusses the anticipated program results when implementing the action plans for the school 

year  

__ IV-B-1d. Participates in professional organizations  

__ IV-B-1e. Develops a yearly professional development plan demonstrating how the school counselor 

advances relevant knowledge, skills and dispositions  

__ IVB-1f. Communicates effective goals and benchmarks for meeting and exceeding expectations 

consistent with the administrator-counselor agreement and district performance appraisals  

__ IV-B-1g. Uses personal reflection, consultation and supervision to promote professional growth and 

development  

 

__ IV-B-2. Establishes and convenes an advisory council for the comprehensive school counseling 

program  

__ IV-B-2a. Uses leadership skills to facilitate vision and positive change for the comprehensive school 

counseling program  

__ IV-B-2b. Determines appropriate education stakeholders who should be represented on the advisory 

council  

__ IV-B-2c. Develops meeting agendas  

__ IV-B-2d. Reviews school data, school counseling program audit and school counseling program goals 

with the council  

__ IV-B-2e. Records meeting notes and distributes as appropriate  

__ IV-B-2f. Analyzes and incorporates feedback from advisory council related to school counseling 

program goals as appropriate  

 

__ IV-B-3. Collects, analyzes and interprets relevant data, including process, perception and outcome 

data, to monitor and improve student behavior and achievement  

__ IV-B-3a. Analyzes, synthesizes and disaggregates data to examine student outcomes and to identify 

and implement interventions as needed  

__ IV-B-3b. Uses data to identify policies, practices and procedures leading to successes, systemic 

barriers and areas of weakness  

__ IV-B-3c. Uses student data to demonstrate a need for systemic change in areas such as course 

enrollment patterns; equity and access; and the achievement, opportunity and information gap  

__ IV-B-3d. Understands and uses data to establish goals and activities to close the achievement, 

opportunity and information gap  

__ IV-B-3e. Knows how to use and analyze data to evaluate the school counseling program, research 

activity outcomes and identify gaps between and among different groups of students  

__ IV-B-3f. Uses school data to identify and assist individual students who do not perform at grade level 

and do not have opportunities and resources to be successful in school  

__ IV-B-3g. Knows and understands theoretical and historical basis for assessment techniques  

 

__ IV-B-4. Organizes and manages time to implement an effective school counseling program  

__ IV-B-4a. Identifies appropriate distribution of school counselor’s time based on delivery system and 

school’s data  

__ IV-B-4b. Creates a rationale for school counselor’s time to focus on the goals of the comprehensive 

school counseling program  
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__ IV-B-4c. Identifies and evaluates fair-share responsibilities, which articulate appropriate and 

inappropriate counseling and non-counseling activities  

__ IV-B-4d. Creates a rationale for the school counselor’s total time spent in each component of the school 

counseling program  

 

__ IV-B-5. Develops calendars to ensure the effective implementation of the school counseling program  

__ IV-B-5a. Creates annual, monthly and weekly calendars to plan activities to reflect school goals  

__ IV-B-5b. Demonstrates time-management skills including scheduling, publicizing and prioritizing time 

and task  

 

__ IV-B-6. Designs and implements action plans aligning with school and school counseling program 

goals  

__ IV-B-6a. Uses appropriate academic and behavioral data to develop school counseling core curriculum 

and closing-the-gap action plan and determines appropriate students for the target group or 

interventions  

__ IV-B-6b. Identifies ASCA domains, standards and competencies being addressed by the plan  

__ IV-B-6c. Determines the intended impact on academics and behavior  

__ IV-B-6d. Identifies appropriate activities to accomplish objectives  

__ IV-B-6e. Identifies appropriate resources needed  

__ IV-B-6f. Identifies data-collection strategies to gather process, perception and outcome data  

__ IV-B-6g. Shares results of action plans with staff, parents and community.  

 

IV-C: Attitudes  
School counselors believe:  

__ IV-C-1. A school counseling program/department must be managed like other programs and 

departments in a school  

__ IV-C-2. One of the critical responsibilities of a school counselor is to plan, organize, implement and 

evaluate a school counseling program  

__ IV-C-3. Management of a school counseling program must be done in collaboration with 

administrators.  

 

V: ACCOUNTABILITY  
 

School counselors should possess the knowledge, abilities, skills and attitudes necessary to monitor and 

evaluate the processes and results of a school counseling program aligning with the ASCA National Model.  

 

V-A: Knowledge  
School counselors should articulate and demonstrate an understanding of:  

__ V-A-1. Basic concept of results-based school counseling and accountability issues  

__ V-A-2. Basic research and statistical concepts to read and conduct research  

__ V-A-3. Use of data to evaluate program effectiveness and to determine program needs  

__ V-A-4. Program audits and results reports  

 

V-B: Abilities and Skills  
An effective school counselor is able to accomplish measurable objectives demonstrating the following 

abilities and skills.  

__ V-B-1. Uses data from results reports to evaluate program effectiveness and to determine program 

needs  

__ V-B-1a. Uses formal and informal methods of program evaluation to design and modify comprehensive 

school counseling programs  

__ V-B-1b. Uses student data to support decision making in designing effective school counseling 

programs and interventions  
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__ V-B-1c. Measures results attained from school counseling core curriculum and closing-the-gap 

activities  

__ V-B-1d. Works with members of the school counseling team and with the administration to decide how 

school counseling programs are evaluated and how results are shared  

__ V-B-1e. Collects process, perception and outcome data  

__ V-B-1f. Uses technology in conducting research and program evaluation  

__ V-B-1g. Reports program results to professional school counseling community  

__ V-B-1h. Uses data to demonstrate the value the school counseling program adds to student 

achievement  

__ V-B-1i. Uses results obtained for program improvement  

 

__ V-B-2. Understands and advocates for appropriate school counselor performance appraisal process 

based on school counselors competencies and implementation of the school counseling core 

curriculum and agreed-upon action plans  

__ V-B-2a. Conducts self-appraisal related to school counseling skills and performance  

__ V-B-2b. Identifies how school counseling activities fit within categories of performance appraisal 

instrument  

__ V-B-2c. Encourages administrators to use performance appraisal instrument reflecting appropriate 

responsibilities for school counselors  

 

__ V-B-3. Conducts a program assessment  

__ V-B-3a. Completes a program assessment to compare current school counseling program 

implementation with the ASCA National Model  

__ V-B-3b. Shares the results of the program assessment with administrators, the advisory council and 

other appropriate stakeholders  

__ V-B-3c. Identifies areas for improvement for the school counseling program  

 

V-C: Attitudes  
School counselors believe:  

__ V-C-1. School counseling programs should achieve demonstrable results  

__ V-C-2. School counselors should be accountable for the results of the school counseling program  

__ V-C-3. School counselors should use quantitative and qualitative data to evaluate their school 

counseling program and to demonstrate program results  

__ V-C-4. The results of the school counseling program should be analyzed and presented in the 

context of the overall school and district performance  
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        REVISED March 2016 

 
Introduction to the Counselor Keys Effectiveness System 

A comprehensive school counseling program is multi-faceted and designed with continuous 
evaluation and modification in mind.  The CKES aligns with the four components of a 
comprehensive school counseling program (Foundation, Management, Delivery and 
Accountability).  CKES is an evaluation system that will allow the state to ensure consistency and 
comparability across districts, based on a common definition of professional school counselor 
effectiveness. 
 
Primary Purpose of the Counselor Keys Effectiveness System  
The primary purpose of CKES is to:  

 Optimize student learning and growth.  

 Improve the quality of school counseling services by ensuring accountability for professional 
school counselor effectiveness.  

 Contribute to successful achievement of the goals and objectives defined in the vision, 
mission, and goals of Georgia Public Schools.  

 Provide a basis for improvement through productive school counselor performance 
appraisal and professional growth.  

 Implement a performance evaluation system that promotes collaboration between the 
professional school counselor and evaluator and promotes self-growth, program 
effectiveness, and improvement of overall job performance.  
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CKES  Performance Standards and Rubrics 

 
Performance Standard 1: Professional Knowledge (Foundation System) 
The professional school counselor demonstrates an understanding of a comprehensive school counseling program by 

providing relevant learning experiences in the three domains: Academic achievement, career development and 

social/emotional growth. 
 

Level IV 
In addition to meeting 
the requirements for 
Level III  

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor 

continually demonstrates an 

extensive understanding of a 

comprehensive school 

counseling program and serves 

as a professional leader by 

sharing and contributing to the 

further development of the 

counseling profession.  

The school counselor 

consistently demonstrates an 

understanding of a 

comprehensive school 

counseling program and 

provides relevant learning 

experiences in the three 

domains. 

The school counselor 

inconsistently 

demonstrates an 

understanding of a 

comprehensive school 

counseling program OR 

intermittently uses the 

knowledge in practice. 

The school counselor 

inadequately demonstrates 

an understanding of a 

comprehensive school 

counseling program OR 

does not use the 

knowledge in practice. 

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to) 

The Level III school counselor 

 Identifies the standards in the three domains that are addressed via the comprehensive school counseling 

program (Mindsets and Behaviors Planning Tool*) 

 Facilitates activities and interventions within the three domains of academic, career, and social/emotional 

development 

 Develops lesson plans that incorporate counseling standards in the three domains 

 Utilizes professional literature 

 Displays an understanding of the intellectual, personal/social, and physical development of the age group 

 Demonstrates ability to link present content with past and future learning experiences, other subject areas, 

and real world experiences and applications 

 Attends counseling professional development 
The Level IV school counselor 

 Delivers professional development to local school 

 Serves as a consultant regarding the development of a comprehensive school counseling program for 

counselors in their school or district 

 Presents at the local, state and/or  national levels 

 Demonstrates leadership in local, district, state or national committees or organizations 

 Contributes to professional literature 

 Supervises a school counseling practicum or intern student 
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Performance Standard 2: Instructional Planning 
(Management/Foundation Systems) 
The professional school counselor plans a goal-driven, comprehensive school counseling program using 
curriculum and standards, resources, and data to address the needs of all students. 

Level IV 
In addition to meeting 
the requirements for 
Level III 

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor uses data 

and evidence-based resources 

to plan a comprehensive school 

counseling program and 

specific program goals that are 

aligned with the school 

strategic plan to promote 

achievement for all students. 

The school counselor 

consistently plans a goal-

driven, comprehensive school 

counseling program using 

curriculum and standards, 

resources, and data to address 

the needs of all students. 

The school counselor 

inconsistently uses 

curriculum and standards, 

resources, data, and/or 

goals to plan a 

comprehensive school 

counseling program for all 

students. 

The school counselor does 

not plan a goal-driven, 

comprehensive school 

counseling program OR 

plans without adequately 

using curriculum and 

standards, resources, 

and/or data. 

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to) – See Suggested 

School Counselor Timeline* 

The Level III school counselor 

 Collaborates with school administration to develop and adhere to an annual partnership agreement 

(Annual Partnership Agreement*) 

 Analyzes and uses student data, curriculum and resources to develop the school counseling program, 

effectively incorporating standards  

 Sets annual program goals  

 Develops annual and weekly calendars, which include classroom lessons, small groups, and interventions, 

and is able to adapt plans when needed (Calendars/Lesson Plans*) 

 Plans for activities and interventions to meet the needs of all students  

 Uses an annual program assessment to make changes in the school counseling program for the following 

year (School Counseling Program Assessment*) 
The Level IV school counselor 

 Establishes annual goals that are SMART goals (SMART Goal Worksheet*) 

 Aligns annual program goals with the school strategic plan 

 Utilizes evidence-based resources in program planning 

 Designs counseling core curriculum action plans, small group action plans, and closing-the-gap action 

plans (Action Plan*) 

 Incorporates feedback from the advisory council in the development of the comprehensive school 

counseling program (Advisory Council meeting minutes) 
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Performance Standard 3: Instructional Strategies (Delivery System) 
The professional school counselor promotes student learning by implementing a comprehensive school counseling 

program by spending 80% of time in school counseling core curriculum, individual student planning, responsive services, 

and indirect student services and 20% in program planning and school support.  
 

Level IV 
In addition to meeting 
the requirements for 
Level III  

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor 

continually promotes student 

learning by implementing an 

exemplary comprehensive 

school counseling program that 

positively impacts the overall 

school strategic plan. 

The school counselor 

consistently promotes student 

learning by implementing a 

comprehensive school 

counseling program by 

spending 80% of time in 

school counseling core 

curriculum, individual student 

planning, responsive services, 

and indirect student services 

and 20% in program planning 

and school support.  

The school counselor 

inconsistently promotes 

student learning by 

implementing some 

components of a 

comprehensive school 

counseling program.  

The school counselor does 

not promote student 

learning by failing to 

implement a 

comprehensive school 

counseling program, which 

includes core curriculum, 

individual student 

planning, responsive 

services, and indirect 

student services.  

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to) – See Delivery 

System Breakdown* 

The Level III school counselor 

 Teaches developmentally appropriate classroom and small group lessons in the three domains and are 

linked to the standards (Lesson Plans*) 

 Facilitates individual student planning through appraisal and advisement 

 Delivers responsive services through such strategies as counseling and crisis response 

 Provides learning activities in the classroom, college/career center and other facilities (Observation 

Form*) 

 Delivers indirect student services through such strategies as referrals, consultation and collaboration 

 Spends 80% of time in direct and indirect student services and 20% in program planning and school 

support (Use of Time Assessment*) 

 

The Level IV school counselor also 

 Makes a positive impact on student achievement and supports the school strategic plan via counseling 

activities and interventions (Results Report*) 

 Aligns use of time with the ASCA National Model Recommendations, which may include achieving 

RAMP status (ASCA Recognition) 

 Collaborates with and provides professional development to other educators on comprehensive school 

counseling programs 
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Performance Standard 4: Individualized Instruction (Delivery System) 
The professional school counselor coordinates individual student planning and responsive services designed to meet 

student needs on an individual and/or small group basis.  
 

Level IV 
In addition to meeting 
the requirements for 
Level III  

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor 

continually facilitates 

innovative individual and small 

group interventions that engage 

students in critical and creative 

thinking and challenging 

activities tailored to address 

individual student needs. 

The school counselor 

consistently coordinates 

individual student planning 

and responsive services 

designed to meet student 

needs on an individual and/or 

small group basis. 

 

The school counselor 

inconsistently coordinates 

individual student 

planning and responsive 

services designed to meet 

student needs on an 

individual and/or small 

group basis. 

The school counselor does 

not coordinate individual 

student planning and 

responsive services 

designed to meet student 

needs on an individual 

and/or small group basis. 

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to) 

The Level III school counselor 

 Provides opportunities to assist all students with setting academic, career, and social/emotional goals through 

individual counseling, small groups, or other advisement activities (Action Plan*/Calendar/Use of Time 

Assessment*/Annual Partnership Agreement*) 

 Conducts small groups to address students’ identified needs (Needs Assessment/Data/Action Plan*) 

 Follows local school and district protocols for crisis response 

 Consistently provides opportunities for all students to participate in peer mediation/conflict resolution as appropriate 

 Provides support and assistance for students as they navigate critical and emergency situations (Referrals) 

The Level IV school counselor also 

 Shares innovative, evidence-based best practices that facilitate small group and individualized instruction at the 

local, state and/or national level 

 Assists students, staff and community in crisis response within the district (Crisis Response Team) 
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Performance Standard 5: Data Collection (Accountability/Management Systems) 

The professional school counselor uses a variety of sources to review and analyze student/school data in order to plan 

appropriate counseling curriculum, interventions and programs. 
 

Level IV 
In addition to meeting 
the requirements for 
Level III  

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor 

continually demonstrates 

expertise and leadership in the 

utilization of student/school 

data in order to facilitate 

schoolwide change via 

collaboration with other 

stakeholders. 

The school counselor 

systematically and 

consistently uses a variety of 

sources to review and analyze 

student/school data in order to 

plan appropriate counseling 

curriculum, interventions and 

programs. 

The school counselor 

inconsistently uses 

student/school data to 

guide counseling 

curriculum, interventions 

or programs.   

The school counselor does 

not use student/school data 

to guide counseling 

curriculum, interventions 

or programs.   

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to) 

The Level III school counselor 

 Collects student/school data through a variety of sources (Student information reports on behavior, attendance and 

achievement/Needs Assessment/Pre-Post Surveys/Data Profile*)  

 Examine student/school data in order to plan counseling curriculum, interventions and programs 

The Level IV school counselor 

 Aligns program goals and interventions with student/school data 

 Demonstrates expertise and provides leadership in the analyses of student/school data 

 Discerns when school/student needs go beyond the scope of a comprehensive school counseling program and 

collaborates with other stakeholders to influence schoolwide change 
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Performance Standard 6: Data Evaluation (Accountability/Management Systems) 

The professional school counselor evaluates the effectiveness of the counseling curriculum, interventions, and programs in 

order to assess and further develop the future school counseling program. 

Level IV 
In addition to meeting 
the requirements for 
Level III  

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor 

continually demonstrates 

expertise in using data to 

evaluate the school counseling 

program, shares program 

results with stakeholders, and 

makes data-driven program 

decisions that bring about 

systemic change. 

The school counselor 

systematically and 

consistently uses appropriate 

data to evaluate the 

effectiveness of the 

counseling curriculum, 

interventions, and programs 

in order to assess and further 

develop the future school 

counseling program. 

The school counselor 

inconsistently uses 

appropriate data to 

evaluate and/or further 

develop the school 

counseling program. 

The school counselor does 

not use data to evaluate 

and further develop the 

school counseling 

program. 

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to) 

The Level III school counselor 

 Measures process, perception and outcome data that will be used to guide the comprehensive school counseling 

program 

 Evaluates process, perception and outcome data to determine the effectiveness of the school counseling curriculum, 

programs and interventions  

 Uses process, perception and outcome data to support decision making in further developing future curriculum, 

interventions and programs (Results Report*) 

The Level IV school counselor 

 Uses data to demonstrate the value of the school counseling program by sharing program results with stakeholders 

 Leads others at the local, district, state or national level in the effective use of data 

 Uses data effectively to create systemic change in policy, practice or procedure to promote student performance 
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Performance Standard 7: Positive Learning Environment (Foundation System)  
The professional school counselor promotes a safe, positive learning environment which is inclusive of ALL students and 

advocates for student needs in order to reach their educational goals. 

Level IV 
In addition to meeting 
the requirements for 
Level III  

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor 

continually promotes a positive 

learning environment for ALL 

students by working 

collaboratively with all 

stakeholders to remove 

educational barriers for students 

and creating systemic change at 

the local, district or state level. 

The school counselor 

consistently promotes a safe, 

positive learning environment 

which is inclusive of ALL 

students and advocates for 

student needs. 

The school counselor 

inconsistently promotes a 

safe, positive learning 

environment that is 

inclusive of ALL students 

and inconsistently 

advocates on behalf of 

student needs. 

The school counselor 

inadequately promotes a 

safe, positive learning 

environment that is 

inclusive of ALL students 

OR does not advocate on 

behalf of student needs. 

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to)  

The Level III school counselor 

 Reflects the mission, vision and beliefs of the school counseling program (Mission, Vision and Beliefs 

statements) 

 Ensures every student receives the benefit of the school counseling program by designing and delivering 

content curriculum to all students (Action Plan*) 

 Participates on leadership or school improvement team 

 Facilitates access to appropriate educational learning experiences for all students to reach their educational 

goals 

 Advocates for support services for student subgroups to close achievement gaps  

The Level IV school counselor 

 Participates on the School Strategic Plan committee to ensure alignment of the school counseling program 

goals (Agenda/Minutes)  

 Participates in school and district leadership opportunities 

 Advocates for systemic change, social justice and removal of barriers to achievement  
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Performance Standard 8: College and Career Readiness Environment (Delivery System) 
The professional school counselor creates a student-centered environment which promotes post-secondary planning and 

the development of soft skills.  

Level IV 
In addition to meeting 
the requirements for 
Level III  

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor 

continually creates an 

innovative environment where 

students set realistic individual 

post-secondary goals and 

develop the skills necessary to 

reach those goals. 

The school counselor 

consistently creates a student-

centered environment which 

promotes post-secondary 

planning and the development 

of soft skills. 

The school counselor 

inconsistently provides a 

student-centered 

environment which 

promotes post-secondary 

planning and the 

development of soft skills. 

The school counselor does 

not provide a student-

centered environment 

which promotes post-

secondary planning or the 

development of soft skills. 

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to) 

The Level III school counselor 

 Engages all students in college and career readiness activities via classroom lessons or small group 

activities (BRIDGE/CCRPI Documentation/Observation Form*) 

 Delivers social/emotional curriculum that addresses the development of soft skills (Observation Form*) 

 Encourages students to explore new ideas and visualize post-secondary goals 

The Level IV school counselor 

 Plans and delivers innovative activities tailored to enhance realistic individualized post-secondary goal 

setting 

 Collaborates with community and school personnel for innovative delivery of college and career readiness 

activities 
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Performance Standard 9: Professionalism (Foundation System)  
The professional school counselor exhibits a commitment to professional ethics and the mission, vision and beliefs of the 

school counseling program and participates in professional growth opportunities. 

Level IV 
In addition to meeting 
the requirements for 
Level III  

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor promotes 

and facilitates a culture of 

professionalism and ethical 

behavior within the counseling 

and education professions, 

contributes to the professional 

development of others AND 

serves as a model within the 

school counseling profession. 

 

The school counselor 

consistently exhibits a 

commitment to professional 

ethics and the mission, vision 

and beliefs of the school 

counseling program and 

regularly participates in 

professional growth 

opportunities.  

 

The school counselor 

inconsistently supports the 

mission, vision and beliefs 

of the school counseling 

program OR seldom 

participates in professional 

growth opportunities. 

 

The school counselor 

shows a disregard for 

professional ethics OR 

mission, vision and beliefs 

of the school counseling 

program OR rarely takes 

advantage of professional 

growth opportunities. 

 

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to) 

The Level III school counselor 

 Maintains appropriate confidentiality 

 Maintains appropriate professional boundaries with students, parents, and staff 

 Follows code of ethics and legal standards (to include district, state and ASCA guidelines) 

 Participates in professional development opportunities 

 Utilizes professional literature 

 Uses mission and vision statements to guide the development of the comprehensive school counseling program 

The Level IV school counselor 

 Maintains the highest degree professionalism 

 Demonstrates leadership at the local, district, state and/or national levels 
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Performance Standard 10: Communication (Delivery/Management Systems) 
The professional school counselor communicates effectively with students, parents/guardians, district and school 

personnel, and other stakeholders in a way that enhances student learning and improves the comprehensive school 

counseling program.  

Level IV 
In addition to meeting 
the requirements for 
Level III  

 

Level III 
Level III is the 
expected level of 
performance.  

 

Level II  
 

Level I 
 

The school counselor 

continually uses a variety of 

communication techniques to 

proactively inform, network, 

and collaborate with 

stakeholders to enhance student 

learning and improve the 

comprehensive school 

counseling program. 

The school counselor 

communicates effectively and 

consistently with students, 

parents/guardians, district and 

school personnel, and other 

stakeholders in a way that 

enhances student learning and 

improves the comprehensive 

school counseling program. 

The school counselor 

inconsistently 

communicates with 

students, 

parents/guardians, district 

and school personnel, and 

other stakeholders OR 

communicates in ways that 

only partially enhance 

student learning or 

partially improve the 

comprehensive school 

counseling program. 

The school counselor 

inadequately 

communicates with 

students, 

parents/guardians, district 

and school personnel, or 

other stakeholders by 

poorly acknowledging 

concerns, responding to 

inquiries, or encouraging 

involvement. 

Sample Performance Indicators/Examples of Evidence (Examples may include, but are not limited to) 

The Level III school counselor 

 Uses verbal and non-verbal communication modalities to foster positive interactions  

 Uses precise language, correct vocabulary and grammar, and appropriate forms of oral and written 

communication 

 Adheres to school and district policies regarding communication of student information 

 Listens and responds with cultural awareness, empathy, and understanding to the voice and opinions of 

stakeholders  

 Provides information throughout the year via newsletters, websites, email blasts, and other forms of 

communication 

 Creates a climate of accessibility for parents and students by demonstrating a collaborative and 

approachable style  

 Collaborates with school administration to develop and adhere to an annual partnership agreement 

(Annual Partnership Agreement*) 

 Shares mission, vision, program goals, calendar of activities and results with stakeholders 
The Level IV school counselor 

 Collaborates and networks with colleagues and community to reach educational decisions that enhance 

student learning and improve the school counseling program (Teacher, Parent or Community Surveys) 

 Reviews components of the comprehensive school counseling program, including goals and data, with an 

advisory council and uses feedback to guide program improvements (Advisory Council Minutes) 

 Incorporates 21st century technology to communicate with students, staff, parents/guardians, and 

stakeholders 
 

* Sample templates provided in resources 
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Counselor Keys Evaluation Scale 

 
Indicate the level of implementation for each Standard and write the score for that Standard in the column to the 

right.  Make any recommendations for improvement in the column to the right of the Standard.  Total the scores for 

each Standard at the bottom. 
Performance Standard 1: Professional Knowledge (Foundation System) 
The professional school counselor demonstrates an understanding of a comprehensive 

school counseling program by providing relevant learning experiences in the three 
domains: Academic achievement, career development and social/emotional growth. 

Comments: 

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 1 Score:   
Performance Standard 2: Instructional Planning (Management/Foundation 
Systems) 
The professional school counselor plans a goal-driven, comprehensive school counseling 
program using curriculum and standards, resources, and data to address the needs of all 

students. 

Comments: 

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 2 Score:   
Performance Standard 3: Instructional Strategies (Delivery System) 
The professional school counselor promotes student learning by implementing a 
comprehensive school counseling program by spending 80% of time in school counseling 

core curriculum, individual student planning, responsive services, and indirect student 

services and 20% in program planning and school support. 

Comments: 

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 3 Score:   
Performance Standard 4: Individualized Instruction (Delivery System) 

The professional school counselor coordinates individual student planning and responsive 

services designed to meet student needs on an individual and/or small group basis. 

Comments: 

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 4 Score:   
Performance Standard 5: Data Collection (Accountability/Management Systems) 

The professional school counselor uses a variety of sources to review and analyze 

student/school data in order to plan appropriate counseling curriculum, interventions and 

programs. 

Comments:  

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 5 Score:   
Performance Standard 6: Data Evaluation (Accountability/Management Systems) 

The professional school counselor evaluates the effectiveness of the counseling curriculum, 

interventions, and programs in order to assess and further develop the future school 

counseling program. 

Comments:   

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 6 Score:   
Performance Standard 7: Positive Learning Environment (Foundation System)  
The professional school counselor promotes a safe, positive learning environment which is 

inclusive of ALL students and advocates for student needs in order to reach their educational 

goals. 

Comments:  

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 7 Score:   
Performance Standard 8: College and Career Readiness Environment 
(Delivery System) 
The professional school counselor creates a student-centered environment which promotes 

post-secondary planning and the development of soft skills. 

Comments: 

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 8 Score:   
Performance Standard 9: Professionalism (Foundation System)  
The professional school counselor exhibits a commitment to professional ethics and the 

mission, vision and beliefs of the school counseling program and participates in professional 

growth opportunities. 

Comments:  

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 9 Score:   
Performance Standard 10: Communication (Delivery/Management Systems) 
The professional school counselor communicates effectively with students, 

parents/guardians, district and school personnel, and other stakeholders in a way that 

enhances student learning and improves the comprehensive school counseling program. 

Comments: 

Level IV (3) Level III (2) Level II (1) Level I (0) Standard 10 Score:   

 Total Score: 
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Overall Rating 

 
Indicate the overall rating based on the total score above. 

Level IV:  Total Score of 27 – 30 with NO Level I or Level II Ratings  

(A score of 27-30 with a Level I or Level II rating results in an overall rating of Level III.) 

 

Level III:  Total Score of 17 – 26 with NO Level I Ratings 

(A score of 17-26 with an Level I results in an overall rating of Level II.) 

 

Level II:  Total Score of 8 - 16   

Level I:  Total Score of 0-7   

 

___________________________ _____________________________ __________ 
Counselor Signature    Administrator Signature     Date 
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Counselor Keys Evaluation System 

Glossary of Terminology 
 

Accountability System – Allows school counselors to measure impact of the school counseling 

program on students. 

 

Action Plan – The plan should include grade level, intended impact on academic, behavior, or 

attendance, ASCA standard/domain, type of activity to be delivered, resources needed, projected number 

of participants (process data), evaluation method (perception and outcome data), and project start/end 

dates.  Types include Closing-the-gap, Counseling Core Curriculum and Small Group. 

 

Advisory Council – A representative group of persons appointed to both advise and assist the school 

counseling program within a school district. Suggested members include teachers, administrators, 

parents, students, community members, other educators, and business members. 

 

Advisement – School counselors help students make decisions for future plans based on academic, 

career, and personal/social data. 

 

Annual Calendar – Includes all major school counseling activities delivered or coordinated by the 

school counselor(s)   

 

Annual Partnership Agreement – The agreement between the school counselor and administration that 

includes statements of responsibilities specifying the program results.  The agreement also includes 

areas of program responsibility. 

 

Appraisal – School counselors work with students to analyze and evaluate their abilities, interests, skills 

and achievement.   

 

ASCA (American School Counselor Association) – National organization that provides professional 

ethics, standards, resources and a Model for a comprehensive school counseling program 

(www.schoolcounselor.org) 

 

Belief Statements – Statements that serve as the foundation of a comprehensive school counseling 

program.    

 

Comprehensive School Counseling Program – A school counseling program that is standards-based and 

data-driven; it includes a curriculum focused on the academic, career, and social/emotional development 

of students.  All students, from kindergarten through grade 12, are served through a delivery system of 

counseling core curriculum, small group, and individual counseling.  A comprehensive school 

counseling program is preventive in design and contains a foundation, delivery system, management 

system, and accountability system. 

 

Counseling Core Curriculum – Consists of a written instructional program that is comprehensive in 

scope, preventive and proactive in nature, developmental in design, coordinated by school counselors 

and delivered by school counselors and other educators.  It is planned, ongoing and systematic and 

includes a clear explanation of the scope and sequence of its units of instruction.  The curriculum is 

delivered through classroom instruction, interdisciplinary curriculum development and group activities.   
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Crisis Response – Provides prevention, intervention, and follow-up.  Counseling and support are 

provided to students and families facing emergency situations. 

 

Delivery System – Addresses HOW the school counseling program will be implemented.  The delivery 

system includes direct services and indirect services that comprise 80% of the school counselor’s time. 

 

Direct Services – In-person interactions between school counselors and students.  Include Counseling 

Core Curriculum, Individual Student Planning and Responsive Services. 

 

Domains – Broad developmental areas addressed through the school counseling standards.  The domains 

are Academic, Career and Social/Emotional.  

 

Foundation System – Framework outlining what every student will know and be able to do as a result of 

the school counseling program.  The foundation includes beliefs, vision, mission, standards and domains 

of the school counseling program, and program goals. 

 

Indirect Student Services – Services such as referrals, consultation, and collaboration provided on behalf 

of students. 

 

Individual Student Planning – Consists of school counselors coordinating ongoing systemic activities 

designed to help individual students establish personal goals and future plans.  These activities can be 

delivered on an individual basis, small groups, or advisement groups.  

 

Management System – Addresses WHEN, WHY, and ON WHAT AUTHORITY the school counseling 

program will be implemented.  The management system includes annual partnership agreement, 

advisory council, action plans and calendars.    

 

Mindsets and Behaviors Planning Tool – A tool to assist school counselors in identifying the Standards 

that are addressed within the comprehensive school counseling program 

 

Mission Statement – Describes the program’s purpose and provides focus for reaching the vision. 

 

Outcome Data – Provides proof that the activity either has or has not positively influenced the students’ 

ability to use attitude, skills, or knowledge to change their behavior.  Outcomes are reported in the areas 

of achievement, attendance, or behavioral data. 

 Examples:  Graduation rates improved by 20%. 

                               The number of students taking AP classes increased by 15%. 

 

Perception Data – Conveys what a student believes, knows, or can demonstrate as a result of a lesson or 

activity.  Collected through surveys such as pre & post-tests, needs assessments, program evaluation 

surveys or feedback surveys   

 Examples:  95% of student can identify bullying behavior. 

         89% of students believe smoking is hazardous to their health.  

 

Process Data – Data that reports how, what, where, when, how many.  

 Examples:  320 students participated in five, 45 minute sessions over six weeks. 

                               All juniors were seen on an individual basis. 
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Program Planning and School Support – Consists of management activities that establish, maintain and 

enhance the total school counseling program and activities that support the school.  Program Planning 

and School Support is provided through program management and operations, data analysis, 

professional development and fair-share responsibilities.  

 

RAMP (Recognized ASCA Model Program) – A national recognition given to exemplary school 

counseling programs who have demonstrated full implementation of a comprehensive, data-driven 

school counseling program 

 

Responsive Services – Consists of activities to meet the immediate needs or concerns of students and 

families.  Responsive serves are delivered through consultation, individual counseling, small group 

counseling, crisis counseling, referrals, and peer facilitation. 

 

Results Report – Written presentation of the outcomes of counseling program activities; contains 

process, perception and outcome data. Types include Closing-the-gap, Core Curriculum, and Small 

Group. 

 

School Counseling Program Assessment – An assessment conducted by the school counseling team that 

evaluates present functioning, guides future action, and improves future results.  A template is provided. 

 

School Counseling Program Goals – Measurable statements about a desirable state toward which the 

program is willing to devote its resources.  Goals can be student-focused or program-focused. 

 Examples:  The tenth grade retention rate will decrease by 10%. (student-focused).  

                               School counselors will spend 35% of their time delivering classroom lessons   

         (program-focused). 

 

SMART Goals – Format for writing program goals that are specific, measurable, attainable, results-

oriented, and time bound. 

 

Systemic Change – A change in operation exhibited by practice and belief that increases equitable access 

and opportunity for educational pursuits to all students 

 

Use of Time Assessment – Assessment which helps the school counselor determine how much time is 

spent in each of the components of a comprehensive school counseling program 

 

Vision – Describes what the school counselors desire in the future for students and the school 

community. 

 

Weekly calendar – Provides a detailed plan of the school counselor’s activities for the week 
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Summary of CKES Performance Standards  

Points for Each Rank on the Standards: 
Exemplary (3) Proficient (2) Needs Development (1) Ineffective (0) 

 
 Performance Standard 1:  Professional Knowledge 

ASCA Model Component:  Foundation System 

The professional school counselor demonstrates an understanding of a comprehensive school 

counseling program by providing relevant learning experiences in the three domains: Academic 

achievement, career development and personal/social growth. 

 

 Performance Standard 2:  Instructional Planning 

ASCA Model Component:  Management, Foundation System 

The professional school counselor plans and develops a goal-driven, comprehensive school 

counseling program using curriculum and standards, resources, and data to address the needs of 

all students. 

 

 Performance Standard 3:  Instructional Strategies 

ASCA Model Component:  Delivery System 

The professional school counselor promotes student learning by implementing a comprehensive 

school counseling program by spending 80% of time in school counseling core curriculum, 

individual student planning, responsive services, and indirect student services and 20% in 

program planning and school support.  

 

 Performance Standard 4:  Individualized Instruction 

ASCA Model Component:  Delivery System 

The professional school counselor coordinates individual student planning and responsive 

services designed to meet student needs on an individual and/or small group basis.  

 

 Performance Standard 5:  Data Collection 

ASCA Model Component:  Accountability/Management Systems 

The professional school counselor uses a variety of strategies and instruments to collect student 

data in order to guide appropriate counseling interventions and programs. 

 

 Performance Standard 6:  Data Evaluation 

ASCA Model Component:  Accountability/Management Systems 

The professional school counselor evaluates student data and the effectiveness of the counseling 

core curriculum, small groups, and closing-the-gap data in order to assess and plan the school 

counseling program and shares program results with stakeholders. 
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 Performance Standard 7:  Positive Learning Environment 

ASCA Model Component:  Foundation System 

The professional school counselor promotes a safe, positive learning environment which is 

inclusive of ALL students (including but not limited to race, color, religion, gender, national 

origin or disability) and advocates for student needs in order to reach their educational goals. 

 

 Performance Standard 8:  College and Career Readiness Environment 

ASCA Model Component:  Delivery System 

The professional school counselor creates a student-centered environment which promotes post-

secondary planning and the development of soft skills.  

 

 Performance Standard 9:  Professionalism 

ASCA Model Component:  Foundation System 

The professional school counselor exhibits a commitment to professional ethics and the mission, 

vision and beliefs of the school counseling program and participates in professional growth 

opportunities. 

 

 Performance Standard 10:  Communication 

ASCA Model Component:  Delivery/Management System 

The professional school counselor communicates effectively with students, parents/guardians, 

district and school personnel, and other stakeholders in a way that enhances student learning and 

improves the comprehensive school counseling program.  

 

Rating Score Other Notes 

Exemplary 

Total Score of 27 – 30 

with NO Needs 

Development or 

Ineffective Ratings 

 

A score of 27-30 with a Needs 

Development or Ineffective 

results in an overall rating of 

Proficient. 

Proficient 

Total Score of 17 – 26 

with NO Ineffective 

Ratings 

A score of 17-26 with an 

Ineffective results in an overall 

rating of Needs Development. 

Needs 

Development 
Total Score of 8 - 16  

Ineffective Total Score of 0-7  
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Comprehensive School Counseling Services 

Program Overview  

Comprehensive school counseling programs include both guidance and counseling components.  This 

involves helping students by assisting them in making decisions and changing behavior. The purpose of 

guidance and counseling is to impart specific skills and learning opportunities in a productive and 

preventive manner which ensures that all students can achieve school success through academic, career, 

and personal/social development.  

Guidance is defined as the help all students receive from parents, teachers, counselors, and others to 

assist them in making appropriate educational and career choices. Counseling is defined as the help 

some students receive from credentialed professionals to help them overcome personal and social 

problems which may interfere with learning.  Comprehensive programs include both guidance and 

counseling components 

As educational reform efforts increase, guidance counselors will assume more of a responsibility for 

student growth and thus become more accountable in the process. The activities that counselors 

conduct should have a link to defined student competencies – the ASCA Mindsets and Behaviors.  

School counseling has undergone a transformation from a program of entitlement to one of performance 

and continuous improvement. What is working with and for students? School counselors now focus on 

improved student results that measure the impact of goals and objectives. The essential question 

becomes “How has student academic achievement improved as a result of what counselors do?” 

School counselors must use data to assess student needs, establish measurable goals, and measure the 

results of guidance and counseling activities. This helps to ensure accountability. Data is collected, 

disaggregated and analyzed to determine areas of student strength and areas in need of improvement. 

Gathering and analyzing school data identifies the trends and concerns that establish a proactive school 

counseling program. 

Among possible data sources for counselor use are:  

 

 Standardized test data  

 Grade point average  

 High school graduation rate  

 Retentions  

 Enrollment in Honors, AP, college 

Level Courses  

 Participation in support services  

 Attendance  

 Discipline referrals  

 English as a Second language  

 Remedial courses taken according to 

demographic factors 

o Free/Reduced Lunch students  

o Gender  

o Ethnicity  

o Socio-Economic status 

o Students with Disabilities 

 Mobility  

 Family Status 
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ASCA NATIONAL MODEL 

One fundamental goal of the Richmond County School Guidance and Counseling Program is that 

programs be aligned to the American School Counselor Association (ASCA) National Model.  

ASCA has identified four counselor skills that help to articulate the new role of school counselors. 

They are:  

 Leadership  

 Advocacy  

 Collaboration  

 Systemic Change 

Counselors are encouraged to create counseling programs that have a solid foundation, various 

modes of delivery, accountability and a system for management. 

According to ASCA components of an effective 21st Century school counseling delivery system are 

divided into direct and indirect Services: 

 Direct Student Services:  Direct services are in-person interactions between school counselors 

and students and include the following 

o School counseling core curriculum: This curriculum consists of structured lessons 

designed to help students attain the desired competencies and to provide all students with 

the knowledge, attitudes and skills appropriate for their developmental level. The school 

counseling core curriculum is delivered throughout the school’s overall curriculum and 

is systematically presented by school counselors in collaboration with other professional 

educators in K-12 classroom and group activities. 

o Individual student planning: School counselors coordinate ongoing systemic activities 

designed to assist students in establishing personal goals and developing future plans. 

o Responsive services: Responsive services are activities designed to meet students’ 

immediate needs and concerns. Responsive services may include counseling in 

individual or small-group settings or crisis response. 

 Indirect Student Services 
Indirect services are provided on behalf of students as a result of the school counselors’ 

interactions with others including referrals for additional assistance, consultation and 

collaboration with parents, teachers, other educators and community organizations 

 

An executive summary of the ASCA National Model is included on the next pages of this 

handbook. 
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RCSS and Georgia Department of Education 

                                                    Elementary School Counselor   

                                                       Timeline of Activities 
 

Introduction  

  

The following timelines suggested for elementary school counselors are intended to serve as a guide to 

assist in planning guidance, counseling, and advisement activities for the school year. It is a 

compilation of common practices and suggested activities from the Georgia Department of 

Education.  Many of these activities are based on requirements of the HB 186 and HB 713 legislation 

that must be incorporated into the school counseling program.  A number of activities are repeated to 

account for the differences in local system schedules and thus may or may not be conducted in the 

identified months on the activity list.  Note: The required HB 186 and HB 713 activities are identified 

with an asterisk. (*)  

  
AUGUST 

 

 Assist with registration of new students 

 Plan for orientation of new students 

 Organize a Counseling Advisory Committee (including representatives from faculty and  

community)  

 Work on individual school counseling plans 

 Meet with principal to set up goals for counseling program.  

 Develop and conduct a needs assessment for parents, students, administration, and 

faculty  

 Review and use school data collected from the previous year to plan guidance and 

counseling curriculum and create the closing achievement gap activities.  

 Work with teachers to plan and schedule classroom guidance for the year (Academic, 

Career and Personal/Social domains) 

 Develop a tentative calendar of other specific guidance activities for the school year 

 Develop and present a Professional School Counselor Program and a Plan of Action to 

the Advisory Committee, elementary school administrators, teachers, and parents that 

include HB 186 legislation implementation to highlight guidance, counseling, career 

awareness/development, and advisement services 

 Meet with the administration and faculty to inform them of  

 the services available through the guidance office 

 the school counseling & guidance plans and objectives 

 The guidance referral process 

 the use of the permanent record folders 

 the elementary career cluster activities included in guidance and counseling and discuss 

implementation strategies using the following link: http://www.gadoe.org/Curriculum-

Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx(*).  (Coordinate 

with teachers and administration about how some of these lessons might be taught in the 

regular classroom setting.)  

 Begin core classroom (classroom guidance) lessons: 

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
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 Visit classrooms to explain the role of the counselor and the services available to all 

students 

 Conduct the appropriate elementary career cluster grade level activities using the 

following link: http://www.gadoe.org/Curriculum-Instruction-and-

Assessment/CTAE/counselor/Pages/Elementary.aspx(*).   

 Identify a character word or trait of the week or month 

 

 Send home letter informing parents of availability of counseling services  

 Review cumulative guidance folders to identify pupils with problems needing immediate attention 

 Identify students needing ESOL services 

 Ensure delivery of student records to the students’ new school, after test results have been placed in 

the record 

 

SEPTEMBER 

 

 Provide information to parents/guardians regarding the required Elementary Career Cluster 

Activities using the following link: http://www.gadoe.org/Curriculum-Instruction-

andAssessment/CTAE/counselor/Pages/Elementary.aspx(*).  

 Conduct individual  and group counseling or guidance sessions 

 Serve as a teacher consultant 

 Schedule and attend parent conferences 

 Conduct classroom guidance (Possible topics:  Bullying policy, personal safety, diversity or 

conflict/management, problem solving) 

 Conduct elementary career cluster activities using the link: 

http://www.gadoe.org/CurriculumInstruction-and-

Assessment/CTAE/counselor/Pages/Elementary.aspx(*).   

 Begin to identify students with special needs for counseling and group guidance 

 Identify and refer students for special education or learning disability program 

 Maintain daily log 

 Turn in Comprehensive School Counseling Plan to Student Services 

 Maintain and publish monthly Guidance Calendar (share with teachers, administration, etc.)  

 Assist with implementation of Teachers-As-Advisor (TAA) sessions 

 Join Georgia School Counselors Association 

 Request referrals for small groups 

 Maintain student records 

OCTOBER 

 

 Conduct individual and group counseling sessions 

 Conduct classroom guidance (Drug Awareness, Interpersonal relationships, communication) 

sessions 

 Schedule and attend parent conferences (open house to introduce program and interpret test scores) 

 Serve as a teacher consultant 

 Set up schedule and attend Advisory Committee meeting 

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
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 Orient new students 

 Attend Professional Learning activities planned for counselors 

 Keep daily log 

 Record activities on Quarterly Report Form  

 Submit Quarterly Report to Student Services 

 Maintain and publish monthly Guidance Calendar  

 Assist with implementation of TAA sessions 

 Identify and counsel students who had failing grades during the first nine weeks 

 Assist with/coordinate Red Ribbon Week Activities  

 Assist with/coordinate National Bullying Prevention Month Activities  

 

NOVEMBER 

 

 Conduct group counseling sessions  

 Provide individual intentional counseling sessions to students as needed based on academic, 

behavior, and attendance data 

 Conduct elementary career cluster activities using the link: 

http://www.gadoe.org/CurriculumInstruction-and-

Assessment/CTAE/counselor/Pages/Elementary.aspx(*).   

 Provide classroom guidance sessions on soft skill topics, such as teamwork, courtesy, punctuality, 

neatness, and how these qualities reflect employability traits.  

 Schedule and conduct classroom guidance (Study Skills, peer pressure, goal-setting) sessions 

 Schedule parent conferences 

 Serve as teacher consultant 

 Assist with implementation of TAA sessions 

 Plan a parent study group 

 Attend Georgia School Counselor Association Fall Conference 

 Keep daily log 

 Conduct orientations for new students 

 Maintain monthly Guidance Calendar  

 

DECEMBER 

 

 Conduct individual and group counseling sessions 

 Conduct classroom guidance (Conflict Resolution) sessions.  

 Schedule parent conferences 

 Begin preparing for transitions 

o Conduct a meeting with the 5th and 6th grade counselor(s) at the feeder schools to discuss and 

plan transition activities.  

o Prepare a parent newsletter regarding dates for parent transition plans and meetings.  

 Identify and counsel students who had failing grades during the second nine weeks 

 Provide resources for students who have the “holiday blues” 

 Serve as a teacher consultant 

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
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 Assist with implementation of TAA sessions 

 Develop intentional guidance/counseling sessions for students who are exhibiting at-risk behaviors.  

 Conduct elementary career cluster activities using the link: 

http://www.gadoe.org/CurriculumInstruction-and-

Assessment/CTAE/counselor/Pages/Elementary.aspx(*).   

 Review and check the elementary tracking form to verify completed career cluster activities for 

transfer students using the link: : http://www.gadoe.org/Curriculum-Instruction-and- 

Assessment/CTAE/Documents/Elementary-Guidance-Tracking-Form-Document.doc(*).   

 Orient new students 

 Implement parent group program 

 Attend county-wide counselors meeting 

 Keep daily log 

 Maintain and publish monthly Guidance Calendar  

 Begin planning for National School Counselor’s Week 

 

JANUARY 

 

 Conduct individual and group counseling sessions 

 Identify and counsel students who had failing grades during the second nine weeks 

 Conduct a 5th Grade Parent Night to meet 6th teachers, counselors, and administrators from the 

feeder schools.  

 Conduct a meeting with the elementary counselor (s) and the 6th grade counselor(s) at the feeder 

schools to plan transition activities for the current 5th grade students.  

 Conduct elementary career cluster activities using the link: 

http://www.gadoe.org/CurriculumInstruction-and-

Assessment/CTAE/counselor/Pages/Elementary.aspx9*).   

 Conduct classroom guidance (Anger Management) sessions  

 Schedule parent conferences 

 Orient new students 

 Serve as a teacher consultant 

 Assist with implementation of TAA sessions 

 Conduct Guidance Advisory Committee meeting 

 Attend Professional Learning activities planned for school counselors 

 Keep daily log 

 Maintain and publish monthly Guidance Calendar  

 Submit Quarterly Report to Student Services 

 Prepare for National School Counselor’s Week 

 

FEBRUARY 

 Celebrate National School Counseling Week! 

 Conduct individual and group counseling sessions 

 Conduct classroom guidance: 

  Bullying/ Getting Along/Conflict Management 

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Documents/Elementary-Guidance-Tracking-Form-Document.doc
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Documents/Elementary-Guidance-Tracking-Form-Document.doc
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Documents/Elementary-Guidance-Tracking-Form-Document.doc
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
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 Conduct elementary career cluster activities using the link: 

http://www.gadoe.org/CurriculumInstruction-and-

Assessment/CTAE/counselor/Pages/Elementary.aspx(*).  

 Conduct classroom guidance to 5th graders on middle school expectations, grading scale, 

learning expectations, dress code rules, and general student transition concerns using the 

link: http://www.gadoe.org/School-Improvement/Federal-

Programs/Documents/Parent%20Engagement/Final%20Middle%20School%20Transitio

n%20To olkit.pdf.  

 

 Coordinate a school-wide Bullying Prevention Awareness campaign  

 Schedule parent conferences 

 Orient new students 

 Serve as a teacher consultant 

 Provide intervention services for students who are exhibiting at- risk behaviors.  

 Assist with implementation of TAA sessions 

 Conduct Guidance Advisory Committee meeting 

 Attend Professional Learning Activities planned for school counselors 

 Keep daily log 

 Maintain and publish monthly Guidance Calendar  

 

MARCH 

 Conduct individual and group counseling sessions 

 Conduct classroom guidance (Decision Making/ Test Taking Skills/Test Anxiety)  sessions 

 Conduct parent conferences (Spring conference) 

 Conduct teacher consultation 

 Conduct new student orientation 

 Provide test preparation information to elementary parents and students.  

 Conduct elementary career cluster activities using the link: 

http://www.gadoe.org/CurriculumInstruction-and-

Assessment/CTAE/counselor/Pages/Elementary.aspx(*).   

 Conduct guidance sessions on reducing student test taking anxiety.  

 Include a section in a parent newsletter on transition plans for the rest of the year.  

 Have 5th grade students correspond with 6th grade students asking questions regarding middle 

school.  

 Have the 6th grade counselors write a section in a parent newsletter about the increased level of 

responsibility for work, behavior, and the expectations of current career development legislation.  

 Meet with special education teachers to discuss transition strategies for students who have 

Individual Education Plan (IEP’s).  

 Meet with middle school representatives to plan for orientation for all rising middle school students 

including special education students 

 Keep daily log 

 Assist with implementation of TAA sessions 

 Maintain and publish monthly Guidance Calendar  

 Submit Quarterly Report to Student Services  

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/School-Improvement/Federal-Programs/Documents/Parent%20Engagement/Final%20Middle%20School%20Transition%20Toolkit.pdf
http://www.gadoe.org/School-Improvement/Federal-Programs/Documents/Parent%20Engagement/Final%20Middle%20School%20Transition%20Toolkit.pdf
http://www.gadoe.org/School-Improvement/Federal-Programs/Documents/Parent%20Engagement/Final%20Middle%20School%20Transition%20Toolkit.pdf
http://www.gadoe.org/School-Improvement/Federal-Programs/Documents/Parent%20Engagement/Final%20Middle%20School%20Transition%20Toolkit.pdf
http://www.gadoe.org/School-Improvement/Federal-Programs/Documents/Parent%20Engagement/Final%20Middle%20School%20Transition%20Toolkit.pdf
http://www.gadoe.org/School-Improvement/Federal-Programs/Documents/Parent%20Engagement/Final%20Middle%20School%20Transition%20Toolkit.pdf
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
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APRIL 

 Conduct individual and group counseling sessions 

 Conduct classroom guidance (Test Taking Skills, Teamwork, Communication) sessions  

 Conduct registration for 5th grade students with 6th grade counselors.  

 Coordinate with 6th grade counselors for 5th grade students to visit their respective feeder middle 

schools.  

 Provide intervention services for at- risk students and verify that they have a transition plan  

 Review and check the elementary tracking form to verify completed career cluster activities for 

transfer students using the link: : http://www.gadoe.org/Curriculum-Instruction-and- 

Assessment/CTAE/Documents/Elementary-Guidance-Tracking-Form-Document.doc(*).    

 Conduct elementary career cluster activities using the link: 

http://www.gadoe.org/CurriculumInstruction-and-

Assessment/CTAE/counselor/Pages/Elementary.aspx(*).  

 Meet with the special education teachers to discuss transition strategies for students who have 

Individual Education plans (IEP’s).  

 Conduct parent conferences 

 Serve as a teacher consultant 

 Assist with implementation of TAA sessions 

 Orient new students 

 Keep daily log 

 Maintain and publish monthly Guidance Calendar  

 

MAY 

 Conduct individual and group counseling sessions 

 Conduct classroom guidance (Career Awareness) sessions 

 Schedule parent conferences 

 Serve as a teacher consultant 

 Assist with implementation of TAA sessions 

 Counsel with students who are failing concerning summer school and/or retest options 

 Keep daily log 

 Maintain and publish monthly Guidance Calendar  

 Assist with the checking of permanent record cards for accuracy and completeness 

 Assist with the Advisory Committee developing plan and priorities for  

next year 

 Update student records 

 Complete preparation for closing of school 

 Submit Quarterly Report to Student  Services 

 Meet with school administrator (s) to review and evaluate the school counseling program.  

 Conclude any residual test taking responsibilities.  

 Evaluate the post guidance and counseling intervention strategies to assess impact on student 

achievement.  

 Verify all transition records have been prepared and/or sent to new feeder schools.  

 Provide resources for parents of students who are moving 

 

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Documents/Elementary-Guidance-Tracking-Form-Document.doc
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Documents/Elementary-Guidance-Tracking-Form-Document.doc
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Documents/Elementary-Guidance-Tracking-Form-Document.doc
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Elementary.aspx
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*Note:  The number of career awareness lessons presented each year, and completion of the 

career portfolio must be entered into the Infinite Campus student information system by the end 

of the school year.    
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Sample Calendar for Implementing an Elementary Core Curriculum 

 

 

The topics below should be addressed through the elementary core 

curriculum.  The lessons can be delivered by counselors in classroom 

sessions or some (ex. Career lessons) may be delivered by teachers.  

Counselors may vary the order of the topics as needed; however, they 

should be addressed in the counseling program.  Additionally, 

counselors are to include lesson topics that are specific to the needs of 

their particular school population.  

 

Month Topic 

August  Introduction to the Counselor/Counseling Services 

September Learning About Myself/Self-Esteem/Personal Strengths  

October Drug Awareness/ Making positive Decisions 

November Anti-Bullying/ Interpersonal Relationships  

December Study Skills (including promotion requirements) 

January Anger Management/Dealing with Feelings 

February Career Awareness 

March Study Skills/ Test Anxiety/ Test Preparation 

April Respecting myself and others/ Interpersonal Relationships 

May Transition/ Planning for the Future  
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Sample Calendar for Implementing an Elementary Guidance Curriculum 

 

 

 

Adapted from the Connecticut Comprehensive School Counseling Program Guide, 2008  
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TEACHERS-AS-ADVISORS 

 
STUDENT ADVISEMENT PROGRAM 

 

Student Advisement Program is a guidance delivery system whereby students are divided into 

smaller groups and each group is facilitated by an adult in the school.  These adults (advisors) 

meet with the students (advisees) on a regular basis throughout the school year for the 

purpose of academic, career, and personal/social advisement. The overall purpose of this 

program is to encourage a connection with a caring adult to help students better understand 

themselves, their strengths and to plan for their future.  GaDOE.com 

 

The Richmond County School System is dedicated to the success of all students.  This is a 

collective responsibility, premised on helping each student transition through each grade level 

to high school and selecting a career path.  Following the successful completion of high school, 

students will be encouraged to continue on to post-secondary educational opportunities, which 

will ultimately lead to a career.   

 
Students need to feel safe, valued, respected, and most importantly, connected to someone 

who genuinely cares about them and their future. Therefore, this guide is designed to assist 

each school in implementing an Advisement Program.  While these activities are not exhaustive, 

they represent a foundation that may be built upon.  Please feel free to edit, re-designed and 

use to fit the needs of your students and school.   

 

Mission 

 
The mission of the Student Advisement Program in the Richmond County School System is to 

ensure that all students are assigned to one adult in the school that will serve as a special 

support person for that student. 

 

Goal 
 

The primary goal of this program is to provide an ongoing mentor relationship between 

students and advisor that will promote a systemic, scheduled process for advising students in 

academic and career planning and to enlighten students to their individual post-secondary 

options. 

 
More specific information regarding the implementation of the Teachers-As-Advisors Program 

is available in the Richmond County TAA manual.  This manual is available online at the RCBOE 

site.  
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What is the College and Career Ready Performance Index (CCRPI)? 

CCRPI is a comprehensive school improvement, accountability, and communication 

platform for all educational stakeholders that will promote college and career readiness 

for all Georgia public school students. 

Taken from :  http://www.gadoe.org/Curriculum-Instruction-and 

Assessment/Accountability/Pages/default.aspx 

 

 
  

http://www.gadoe.org/Curriculum-Instruction-and%20Assessment/Accountability/Pages/default.aspx
http://www.gadoe.org/Curriculum-Instruction-and%20Assessment/Accountability/Pages/default.aspx
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School Counselors and RTI 

 
Some school counselors are wondering if RTI stands for “real time interruption.” They cry out 

questions such as, “Here I am trying to implement a comprehensive school counseling program, 

how do I now attend to yet another initiative?” “Isn’t this just another educational fad? How long 

will this one last?” “Isn’t RTI another way to screen and refer students to special education?” 

“Isn’t this a non-counseling duty?” “How will I ever work with kids when I have to sit behind a 

computer looking at data all day?” 

 

The reality, and the good news, is that the response to intervention (RTI) process is not another 

initiative that will add on to the already high expectations of school counselors and all educators. 

RTI is not a special education pre-referral system or duty that will require all-day data crunching. 

And, although education has certainly witnessed some fads that have come and gone, we don’t 

believe RTI is going away anytime soon. In fact, once you get to know the RTI process, you will 

realize that it is highly consistent with all the components of comprehensive school counseling 

programs as espoused by the ASCA National Model. 

 

In fact, if you have been conducting closing-the-achievement-gap activities as part of your 

school counseling program, you are already engaged in the RTI process. You can even recognize 

various ASCA National Model components (e.g., data-driven decision making; continuum of 

interventions; student achievement, collaboration/teaming, monitoring progress and advocacy) 

throughout the RTI literature and within the definition of RTI. 

 

According to the National Center on Response to Intervention, RTI integrates assessment and 

intervention within a multi-level prevention system to maximize student achievement and to 

reduce behavior problems. With RTI, schools identify students at risk for poor learning 

outcomes, monitor student progress, provide evidence-based interventions and adjust the 

intensity and nature of those interventions depending on a student's responsiveness and identify 

students with learning disabilities or other disabilities. 

 

Another popular RTI definition is that of the RTI Action Network: Response to intervention is a 

multi-tiered approach to help struggling learners. Students' progress is closely monitored at each 

stage of intervention to determine the need for further research-based instruction and/or 

intervention in general education, in special education or both. 

 

RTI and School Counseling 

Essentially, RTI represents a theoretical approach to identifying students who are struggling in 

reading, mathematics or behavior through action research, during which appropriate 

interventions are provided and continually assessed to determine whether or not they are working 

and what should be done to best support and the student and have the greatest impact. In terms of 
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practicality, RTI involves the participation of various school personnel including administrators, 

teachers, school counselors, specialists, as well as parents, who comprise the RTI team. The RTI 

team identifies each struggling student’s needs, develops a plan to address those needs, 

determines the appropriate tier (or level of intervention) necessary and meets to review data and 

plan the next course of action for the student. 

 

RTI’s central purpose is to resolve academic or behavioral challenges through preventive 

measures so the student experiences success and is able to achieve developmental and grade 

level goals. In short, RTI is an effective, efficient, data-driven and highly collaborative process 

that takes advantage of the collective expertise and experiences of the parents, RTI team and the 

student. 

 

In essence, RTI can actually help school counselors garner support and promote buy-in from 

other stakeholders for further developing, managing, enhancing and being accountable for their 

comprehensive school counseling programs. 

 

 

Taken from : “Making it Work”, American School Counselor Association, 2010 

http://www.schoolcounselor.org/magazine/blogs/may-june-2010/make-it-work 
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Counselor Interventions on the RTI Pyramid
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HB 131 - "The End to Cyberbullying Act" 

In 2015, the Georgia General Assembly expanded the definition of bullying through 

House Bill 131, also known as "The End to Cyberbullying Act".  HB 131 modifies the 

definition of bullying to include acts of cyberbullying which occur through the use of 

electronic communication, whether or not such electronic act originated on school 

property or with school equipment.  School systems should revise their local policies to 

comply with the new provisions of HB 131. 

O.C.G.A. 20-2-751.4  

(a) As used in this Code section, the term "bullying" means an act that is: 

(1) Any willful attempt or threat to inflict injury on another person, when accompanied by 

an apparent present ability to do so; 

(2) Any intentional display of force such as would give the victim reason to fear or 

expect immediate bodily harm; or 

(3) Any intentional written, verbal, or physical act, which a reasonable person would 

perceive as being intended to threaten, harass, or intimidate, that:  

(A) Causes another person substantial physical harm within the meaning of Code 

Section 16-5-23.1 or visible bodily harm as such term is defined in Code Section 16-

5-23.1; 

(B) Has the effect of substantially interfering with a student's education; 

(C) Is so severe, persistent, or pervasive that it creates an intimidating or threatening 

educational environment; or 

(D) Has the effect of substantially disrupting the orderly operation of the school.  

The term applies to acts which occur on school property, on school vehicles, at 

designated bus stops, or at school related functions or activities or by use of data or 

software that is accessed through a computer, computer system, computer network, 

or other electronic technology of a local school system.  The term also applies to 

acts of cyberbullying which occur through the use of electronic communication, 

whether or not such electronic act originated on school property or with school 

equipment, if the electronic equipment  

http://www.legis.ga.gov/Legislation/20152016/153777.pdf
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1. is directed specifically at students or school personnel, 

2. is maliciously intended for the purpose of threatening the safety of those 

specified or substantially disrupting the orderly operation of the school, and 

3. creates a reasonable fear of harm to the students' or school personnel's 

person or property or has a high likelihood of succeeding in that purpose. 

For purposes of this Code Section, electronic communication includes but is not limited 

to any transfer of signs, signals, writings, images, sounds, data or intelligence of any 

nature transmitted in whole or in part by a wire, radio, electromagnetic, photo electronic 

or photo optical system. 

(b) No later than August 1, 2011:  

(1) Each local board of education shall adopt a policy that prohibits bullying of a 

student by another student and shall require such prohibition to be included in the 

student code of conduct for schools in that school system; 

(2) Each local board policy shall require that, upon a finding by the disciplinary 

hearing officer, panel, or tribunal of school officials provided for in this subpart that a 

student in grades six through 12 has committed the offense of bullying for the third 

time in a school year, such student shall be assigned to an alternative school; 

(3) Each local board of education shall establish and publish in its local board policy 

a method to notify the parent, guardian, or other person who has control or charge of 

a student upon a finding by a school administrator that such student has committed 

an offense of bullying or is a victim of bullying; and 

(4) Each local board of education shall ensure that students and parents of students 

are notified of the prohibition against bullying, and the penalties for violating the 

prohibition, by posting such information at each school and by including such 

information in student and parent handbooks.  

(c) No later than January 1, 2011, the Department of Education shall develop a model 

policy regarding bullying, that may be revised from time to time, and shall post such 

policy on its website in order to assist local school systems. Such model policy shall 

include:  

(1) A statement prohibiting bullying; 
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(2) A requirement that any teacher or other school employee who has reliable 

information that would lead a reasonable person to suspect that someone is a target 

of bullying shall immediately report it to the school principal; 

(3) A requirement that each school have a procedure for the school administration to 

promptly investigate in a timely manner and determine whether bullying has 

occurred; 

(4) An age-appropriate range of consequences for bullying which shall include, at 

minimum and without limitation, disciplinary action or counseling as appropriate 

under the circumstances; 

(5) A procedure for a teacher or other school employee, student, parent, guardian, 

or other person who has control or charge of a student, either anonymously or in 

such person's name, at such person's option, to report or otherwise provide 

information on bullying activity; 

(6) A statement prohibiting retaliation following a report of bullying; and 

(7) Provisions consistent with the requirements of subsection (b) of this Code 

section.  

(d) The Department of Education shall develop and post on its website a list of entities 

and their contact information which produce anti-bullying training programs and 

materials deemed appropriate by the department for use in local school systems. 

(e) Any person who reports an incident of bullying in good faith shall be immune from 

civil liability for any damages caused by such reporting. 

(f) Nothing in this Code section or in the model policy promulgated by the Department of 

Education shall be construed to require a local board of education to provide 

transportation to a student transferred to another school as a result of a bullying 

incident. 

(g) Any school system which is not in compliance with the requirements of subsection 

(b) of this Code section shall be ineligible to receive state funding pursuant to Code 

Sections 20-2-161 and 20-2-260.  
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Memorandum 

              
 

TO:  School Personnel 

  

SUBJECT: Procedure for Reporting Suspected Child Abuse/Neglect 

 

Georgia Law requires all persons who suspect child abuse/neglect to report it to the proper authority 

which is the Department of Family and Children Services. As the law relates to school institutions, it 

requires the observer to report it directly to DF ACS and specified school personnel (See Form 

Attached). Any person or    official required to report a suspected case who knowingly and willfully 

fails to do so shall be guilty of a misdemeanor and upon conviction thereof shall be punished for a 

misdemeanor. The procedure is as follows: 

 

The staff member suspecting child abuse/neglect is responsible for reporting suspected child abuse to    

DFACS and to the building administrator. An option to this reporting method is that the report to 

DFACS is made by the employee in the presence of the administrator.  

 

1. Report (immediately) the suspected child abuse/neglect (see Attachment #1)(new form & 

phone number) to 

a. the principal or his/her designee  

b. an intake worker at the Department of Family and Children Services 

 

Note: If the principal or his/her designee is not available, the report should be made to Public 

Safety and DFACS intake worker. 

 

2. Complete the report form (See Attachment #2) and send to designated personnel. (The 

individual making the report needs to describe specifically the injuries seen. The severity of 

the injury is very important in setting the priority response time). 

 

3. Request that the nurse or counselor assist in making the report if you cannot reach an intake 

worker. This step is not required if any administrator is available to assist. 

 

4.  Expect a follow-up from personnel at DFACS - a letter will be received noting that an 

investigation is/is not underway. 

 

NOTE: The reporting person will know the results only if there is follow-up treatment which 

will involve the school. Otherwise, he/she will know only that DF AC is addressing the 

problem. In terms of the DFACS worker making contact, it should be noted that there is a 

priority list (see Attachment #3). 

 

5. The observer is bound by law to report any instances of suspected child abuse to DFACS. 

Notifying the principal does not eliminate that legal expectation. 

  

The Richmond County Board of Education 
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(Forms are available at RCBOE site  under Staff Resources section,  “Frequently Used Forms”) 
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Suicide Prevention Prototcol 

 

Counselors play an important role in the prevention of suicide.  Richmond County has a protocol 

(below) for intervening when a student is in crisis.  Please see the RCSS Crisis Intervention 

Manual for more detailed information on suicide prevention and crisis response.  
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GEORGIA’S ATTENDANCE LAW 

 

State Laws Regarding Attendance  
Enrolling in School 

Georgia law requires that children must be five years old on or before September 1 to enroll in 

kindergarten and six years old on or before September 1 to enroll in first grade in the public 

schools.  A child who has lived in another state for at least two years before moving to Georgia 

and who was legally enrolled in a public kindergarten or first grade in that state may enroll in a 

Georgia public school kindergarten or first grade, provided the child will be five for kindergarten 

and six for first grade by December 31.  Pre-kindergarten programs are available for 

preschoolers at 30 elementary schools and 3 community centers. To qualify for Pre-K, children 

must be four (4) years old by September 1. 

 

Compulsory Attendance 

Georgia law requires that students attend a public or private school or a home study program 

from their sixth to their 16th birthdays. Public Kindergarten is available in every school system, 

but it is not mandatory 

 

Source:  http://www.gadoe.org/External-Affairs-and-Policy/AskDOE/Pages/New-Student-

Requirements.aspx 

 

.  
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Notes on RCSS Registration for Counselors  
Registration is the perfect time to demonstrate excellent customer service skills! 

 

General Information: 

Students should be registered by a parent or legal guardian.  In certain circumstances (i.e., parent 

incarceration, death of parent, hardship), grandparents may utilize the Georgia Grandparents Power of 

Attorney Form to register a child.  

 

Online registration (OLR) is available!  3 types of Online Registration  

 Current Students and Parents have an Infinite Campus Login   (login into the IC Parent Portal)  

 Current Students and Parents do not have an Infinite Campus Login (Parents will be directed to a 

link to set up a portal account)  

 New Students (Parents will be directed to OLR and they will need a valid email to complete the 

process)  

 

 The OLR site allows us to collect the Language Survey, 504 information, Health Information, Photo 

Release and the BYOT information and other beginning of the year information.  The site has the ability 

for parents to upload proof of residency, birth certificates and immunization information.   

Of course, parents can still register with paper at your school and as always new student residency and 

other official documents must be verified whether on paper or from the upload.  When existing students 

change addresses Data Clerks will receive an alert to verify documents for proof of residency.  Parents 

will be able to keep addresses and telephone numbers and other information updated throughout the year.  

A registration day will not be held at the beginning of the school year.  Schools will hold an open house 

prior to school starting to give parents and students a chance to visit their teachers classroom and get 

ready for the start of school.  

Parents will be able to register online or at the school throughout the summer.  12 Month Principals and 

Clerical Staff should coordinate Summer Vacation Schedules so that the school is open during the 

summer.  Parents at elementary, middle and high schools can register on Tuesday and Thursday 8-4 

throughout beginning June 7 until July 21.   After June 9 we will have elementary registration on site at 

the central office until Elementary Principals and Clerical Staff return.    

Dates for Registration: 

June 7 – July 21 

(After June 9, elementary parents should report to the Board of Education 

 

Forms (available online and should be at your school): 
 Registration Form 

 Health Cards 

 Immunization Letters (for students who do 

not provide it) – Check with your nurse 

 Other school specific information 

 English Language Survey 

 

Please see the chart below for documents 

students need when enrolling in the Richmond 

County School ystem.   
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Documents for Students Enrolling in Richmond County Schools 

Georgia state law allows a grace period for new entrants and students from out of state for the Certificates 

of Immunization, the Eye, Ear and Dental Certificates.  Additionally, state law allows a grace period for the 

Birth Certificate.  Richmond County’s procedure is consistent with state law and policy. 

DOCUMENT WHO NEEDS IT DUE DATE STATE/COUNTY GRACE POLICY 

Immunization 

Certificate 

Form #3231 

All students Time of 

registration 

30-days for new entrants (entering Georgia 

school for the first time or after having 

been absent for more than 12 months or 

one year); 90 days for out-of-state students 

with documentation showing process 

begun and date of completion.  Includes 

second MMR, Hepatitis B series, two 

varicella shots or history of chicken pox. 

Eye, Ear, 

Dental 

Certificate 

Form #3300 

All students entering 

a Georgia school for 

the first time 

Time of 

registration 

Any child admitted to school without a 

certificate must present one within 120 

calendar days. Forms may be obtained and 

completed at the local public health 

departments or physician offices. 

Birth 

Certificate 

Kindergarten and 1st 

grade students 

Time of 

registration 

Certificate required within 45 days of 

registration for students entering 

kindergarten or 1st grade for the first time. 

Most Recent 

Report Card or 

Transcript 

Transferring students 

within County or 

new to County 

Time of 

registration 

N/A  

Social Security  

Card 

All Students Time of  

Registration 

Parents may decline to provide the number, 

but must provide a statement.  A student 

identification number will be assigned. 

Proof or 

Residence 

All Students Time of 

Registration 

N/A 

I.E.P. Students with 

disabilities who are 

new to the county 

Time of 

registration 

N/A 

 

For circumstances in which proof of residence documents cannot be provided, refer to the information 

below. 

 

Other Acceptable Documentation for Proof of Residence 

A. Documentation from a state agency indicating that parent/legal guardian and child are living at the 

said address.  (DFACS can provide such documentation/statement of benefits). 

 

B. If a parent/legal guardian states that he/she is living with a relative/friend: 

The registering parent/guardian must provide the following documentation: 

 Relative/friend must be present at registration. 

 A notarized statement signed by both parties stating that the parent/legal guardian and 

student are living with relative/friend; and 

 Proof of residence from the relative/friend. 

 

C. If the student is living with someone else who is NOT a parent: 
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 Person with whom the student resides must be present at the registration and provide a proof 

of residence. 

 Ask for proof of legal guardianship  

o Must be a court document 

o Can also provide court documentation that shows a petition to obtain legal 

guardianship has been filed 

 If the documentation is provided, register the student. 

 If the documentation is not provided, the student cannot register.   

o Direct the student and the person with whom he/she resides to the superior court to 

begin the process of securing legal guardianship. 

o When the student returns with documentation, he/she can be registered. 

 

D. If a student says he/she is homeless (unaccompanied): 

 Create a list and record the: 

o name of the student 

o contact information 

 Complete the Student Enrollment Questionnaire (attached) and forward a copy to your 

school’s data collections specialist, the school social worker, and the Student Services 

Department. 

 Refer the student to your school social worker or Kathy Chinn (Homeless Case Manager – 

Student Services Department) 

 

E. If a family says they are homeless: 

 Ask the parent/legal guardian if they have documentation that they are homeless (i.e. 

information from DFACS, Salvation Army, letter from school social worker, etc.) 

 If they provide documentation, register the student.  Refer to school social worker if they 

have not already made contact to be registered with the homeless case manager. 

 If they cannot provide documentation, refer the parent to the homeless case manager or 

school social worker.  

 

*In compliance with the McKinney-Vento Federal Act, please remember to handle all 

homeless situations with extreme sensitivity. 
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OBTAINING A BIRTH CERTIFICATE 

 
Birth Certificates for persons born in GA can be obtained from the local Department of Health.   

 

Vital Records Department 

1916 North Leg Road 

Augusta, GA 30909 

Hours of Operation: 8:00 a.m.- 5:00 p.m. 

Phone: (706) 667-4335 

 

Online ordering is also available by going to http://ecphd.com/birth-and-death-certificates/. The 

 

The cost is $25.00  

 

What should a parent do if he/she can not obtain a Birth Certificate from the local Department of Health? 

 

For a child born in Georgia, the parent should send the child's full name, date and place of birth, father's full name 

and mother's full maiden name along with an U.S. Postal money order to:  

 

Georgia Department of Vital Records 

 2600 Skyland Dr. NE 

Atlanta, GA 30319-3640 

Fee: $25.00 

                      

For children born in a foreign country whose parents are citizens of the United States, write to: 

 

United States Department of Justice        

Passport Correspondence Branch        

Washington, DC  20524 

              

For children born in a foreign country (aliens and adopted by parents who are citizens of the United States) 

write to: 

          

Immigration and Naturalization Services (INS)   

United States Department of Justice         

Washington, DC  20536 

Form INS-G350 

            

Parents must present picture identification when requesting child's birth certificate.  The birth certificate will be 

issued only to the parent listed on the birth certificate.  Grandparents, stepparents or guardians must present custody 

papers to certify their guardianship.  
 

 

Authority O.C.G.A.  § 20-2-150(d); 20-2-240. 

Adopted:  July 10, 1997    Effective:  August 14, 1997 

  

http://ecphd.com/birth-and-death-certificates/
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PROCEDURE FOR REQUESTING STUDENT SOCIAL SECURITY NUMBERS 

 

(1)  PURPOSE.   
 

 The purpose of this rule is to establish uniform statewide procedures for obtaining Social Security numbers 

from students and the procedure for waiving this requirement. 

 

(2)  REQUIREMENTS 

 

(a) No student shall be denied enrollment in any public school of this state for declining to provide a Social 

Security number to the local unit of administration (LUA) or for declining to apply for such number. 

 

(b) Each LUA shall adopt and implement a procedure consistent with this rule for providing the public 

notice of the information required of each student under its jurisdiction prior to the beginning of each 

school year.  This notice shall include the statement in (2)(a). 

 

The procedure of each LUA shall require that the notice be provided in English and any other language 

prevalent in the school district. 

 

(c) Each LUA, at the time of initial enrollment or at the beginning of a school year for a student already 

enrolled but who has not provided a Social Security number, shall, in a language appropriate for the parent, 

guardian, student or person enrolling the student: 

 

Request the Social Security number. 

 

Give notice that providing the Social Security number is voluntary. 

State the purpose for which the Social Security number shall be used. 

 

Cite the provision of law which authorizes the LUA to request the provision of the student Social Security 

number. 

 

(d) Each LUA shall provide a form for the individual in (2)(c) to sign stating that the individual does not 

wish to provide the Social Security number. 

 

(e) Upon receipt of a student’s Social Security number, the LUA shall make said number part of the 

student’s record to be treated in the same manner as all other records in accordance with the Family 

Educational Rights and Privacy Act (FERPA) of 1974. 

 

(f) Each LUA shall provide a temporary alternate number to a student who is applying for a Social Security  

umber or a permanent number if a Social Security will not be provided. 
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Richmond County School System Attendance Protocol 

“Non-Negotiables” 

 

1. At the beginning of the academic year, all schools must pre-set Infinite Campus 

system notifications (shout points calls, emails, texts) for ALL absences.  

 

2. Attendance shall be taken daily (code accurately in Infinite Campus) 

 

 

3. High and middle schools shall take attendance every period (code accurately in 

Infinite Campus) 

 

4. All schools shall create an Attendance Review Committee/Team to oversee 

attendance 

 

 

a. Provide meeting dates 

b. Discuss matters of attendance  

 

5. Schools shall form attendance review teams 

 

6. At the beginning of the academic year, schools’ Response-To-Intervention (RTI) 

teams will identify students with chronic absenteeism. RTI team will: 

 

a. Identify students with chronic absenteeism from the previous academic year 

b. Monitor students who have most severe cases 

c. Document interventions, results, monitoring and tracking strategies, and next 

steps 

 

7. Parents must sign compulsory school attendance law letter proving that they received 

knowledge of the law   
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RCSS Ammended District Attendance Protocol 
 

 

*Pre-set Infinite Campus notifications for every unexcused absence at the start of the academic year* 

 

Attendance 

Matrix of 

Intervention 

Action(s) Personnel 

Responsible 

Follow-Up/Documentation 

 

1st – 2nd 

unexcused  

 

 

 send Infinite Campus 

notifications after 

every absence 

 

principal or 

administrative 

designee 

 

 RTI (for students with a history of 

chronic absenteeism and construct 

a plan for attendance 

improvement) 

 

 file documentation of excuses for 

absences 

 

 Code absences properly in 

Infinite Campus 

 

  

3rd & 4th 

unexcused  

 

 

 call parent at the 3rd 

unexcused absence; 

Another attempt should 

be made on the 4th 

unexcused absence if 

initial attempt was 

unsuccessful  

 

 

teacher 

 

 maintain call log 

 send letter home (based on the old 

protocol) 

 

 

 

5th unexcused  

(Students are 

truant at this 

point) 

 

 

 send certified letter 

notifying the 

parent(s)/guardian(s) of 

student who has 

absences (letter must 

inform parents of GA 

compulsory school 

attendance laws);  

District will reimburse 

schools (send 

requisitions to Dr. 

Alexander) 

 

 send to school social 

worker an electronic 

copy of the official 

letter mailed to 

parent/guardian 

 

 

 

 

 

teacher 

 

 

 

 

 

 

 

 

 

 

 

 

 

school social worker 

(begin contact with 

truancy officer) 

 

make social worker 

referral and parent 

contact 

 

 

 

 

 upload documents into Infinite 

Campus (school social worker 

referrals and school social 

worker/truancy officer 

documentation form) 
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Attendance 

Matrix of 

Intervention 

Action(s) Personnel 

Responsible 

Follow-Up/Documentation 

 

6th – 9th 

unexcused 

 

 after the 6th unexcused 

absence, an attendance 

review team member or 

designee should start 

scheduling parent 

conferences with 

parent(s) and students 

 

 notify school social 

worker of scheduled 

parent conferences 

 

 

attendance review 

team should consist 

of:  

Administrator(s), 

School Social 

Worker, Family 

Services Facilitator 

or Parent 

Facilitator, School 

Counselor 
 

 

Upload to Infinite Campus: 

 

 school social worker/truancy 

documentation form  

 

 parent conference notes (including 

specific plans for attendance) 

 

 attendance contract (between 

student, parents, and school) 

 

10th  unexcused  

 

 school social worker 

makes home visit(s) 

 

 school social worker 

makes a truancy officer 

referral 

 

 Begin preparation for 

court referral 

 

 

 

school social worker  

(accompanied by 

Truancy Officer 

upon request) 

 

 school social worker email, DJJ, 

and truancy information packet  

 

 

 

 

 

 

 

 

 

11th -15th 

unexcused  

 

 truancy officer makes 

home visit(s) 

 

 

 

 

 

truancy officer 

 

 truancy information  

 

16th – 20th 

unexcused  

 

 Hearing and DJJ 

interventions 

 

school social worker 

& truancy officer 

intervene as needed  
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Richmond County School System  

 

IHA  Grading Systems 

06/01/2015 

ADMINISTRATIVE PROCEDURE 

 

RATIONALE/OBJECTIVE: 

 

The Curriculum, Instruction and Assessment Division of the Richmond County School System shall 

devise a grading system, which shall be used to report student progress toward academic standards to 

parents/guardians and to record this progress in each student's educational record.  

 

The administration is also authorized to establish differentiated quality points based upon the 

academic demands of specified high school courses.   

 

PROCEDURE: 

 

    In 2015-16, this rule will apply to all students in grades K-10. In 2016-17, to all students K-11 and  

    2017-18, all K-12 students.  

 

The following grading systems shall be used in the District: 

 

A. GENERAL GUIDELINES: 

 

1. Assignment of Grades: 

While the Richmond County School System’s grading system has been developed cooperatively 

between the Curriculum, Instruction and Assessment Division and local school educators, the 

final evaluation of students and the assignment of grades is the responsibility of teachers and 

school administrators. The following guidelines shall be followed in the calculation of grades: 

 

a. Courses with state-required end-of-course Georgia Milestone assessments will count 

this test as the only comprehensive final exam and must calculate the score as 20% 

of the final grade.  

 

b. Grade Changes: 

In accordance with O.C.G.A. § 20-2-989.20, no classroom teacher shall be required, coerced, 

intimidated, or disciplined in order to change the grade of a student. This Rule shall not apply 

when a teacher has failed to comply with the grading Policies or Procedures adopted by the 

System or written procedures established by a school within the Richmond County School 

System that are applicable to the grading process unless such a Policy, Rule, or Procedure 

would require a student be given a grade different than the actual grade achieved. Under these 

circumstances a teacher may be disciplined.  

Nothing in this Rule shall be construed to prevent a principal or other school administrator from 

discussing the grade of a student with a classroom teacher. Further, this Rule shall not be 

construed to prevent a central office administrator, Superintendent, or other System 

administrator from changing a student’s grade. Any grade change made by a person other than 

the classroom teacher must be clearly indicated in the student’s school records and must 

indicate the person responsible for making such grade change.   

 

2. Late Enrollment: 

Students enrolling in the System when two weeks or less remain in the evaluation period shall 

receive evaluation marks based on the transcript from the sending school. 

Parents/guardians shall be notified of this procedure. 

 

 

 

 

3. Notification of Failure: 
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The Principal shall follow the established system procedures requiring parent/guardian 

notification prior to a student's receiving a failing grade as a final grade for an evaluation 

period. 

 

 

4. Accommodations/Modifications: 

a. Accommodations are changes in instruction that enable students to demonstrate their 

classroom abilities. They provide equity, not advantage. Appropriate accommodations for 

disabled students do not reduce or lower the standards or expectations for content and do 

not invalidate assessment results. Therefore, students with accommodations may earn the 

same credit as those not receiving accommodations. Accommodations will adhere to the 

State Special Education Accommodations Manual and the decisions of the IEP/504 Team. 

 

b. Modifications according to the IEP or 504 Plans are alterations that change, lower, or reduce 

learning expectations.  These modifications can increase the gap between the achievement 

of students with disabilities and expectations for proficiency at a particular grade level. 

Consistent use of modifications could adversely affect students throughout their educational 

career. Modifications on statewide assessments may invalidate the results and may not be 

appropriate or allowed on statewide assessments. 

 

c. The report card shall designate modified curriculum by the assigned special education-

designated course number.
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B. ELEMENTARY SCHOOL: 

 

1. Kindergarten  

a. Students shall be evaluated on one scale that reflects the implementation of the 

curriculum in Academic Areas and Conduct and Work Habits. 

b. Academic Areas: 

Performance in some academic areas shall be marked on the following scale: 

EX = Exceeds Standards-in addition to meeting standards, makes applications and inferences 

beyond expectations; 

M = Meets Standards-consistently and independently; 

PR = Progressing toward meeting the standards; 

EM = Emerging; Limited progress toward mastery of the standards; and 

ND = Not yet demonstrated. 

c. Conduct and Work Habits: 

Conduct and Work Habits shall be marked on the following scale: 

EX = Exceeds the expected learning skill and behaviors; 

M = Meets expected learning skills and behaviors; 

PR = Progressing toward meeting expected learning skills and behaviors; 

EM = Emerging toward mastery of expected learning skills and behaviors;  

ND = Not yet demonstrated. 

 

2. Grades 1-5 

a. Students in grades 1-5 shall be evaluated in all courses by means of numerical grades. 

These numerical grades represent the following letter grades: 

A Shall represent an average of 90-100  

B Shall represent an average of 80-89  

C Shall represent an average of 75-79  

D Shall represent an average of 70-74  

F Shall represent an average of below 70  

b. In grades 1 - 5 a letter grade of D or above shall indicate that the student's academic 

performance complies with the Georgia Board of Education Rule 160-4-2.13 now written 

or hereafter amended Grading Systems, which establishes 70 as a minimum passing 

score. 

c. Conduct and Study/Work Habits shall be evaluated as: 

A Shall represent an average of 90-100 

B Shall represent an average of 80-89  

C Shall represent an average of 75-79  

D Shall represent an average of 70-74  

F Shall represent an average of below 70  

 

3. Honor Roll: 

 At the end of each nine week grading period and at the end of the year, students meeting 

the following criteria will be recognized as follows: 

a. Academic 

   ALL “A/B” ACADEMIC ACHIEVEMENT HONOR ROLL 

 Criteria:  “A” or “B” in each subject and “S” in all categories requiring a grade of “S” or “U” 

with the exception of conduct. 

   ALL “A” ACADEMIC ACHIEVEMENT HONOR ROLL 

 Criteria:  “A” in each subject and “S” in all categories requiring a grade of “S” or “U” with the 

exception of conduct. 

 

b. Academic and Conduct 

   DISTINGUISHED SCHOLARS 

 Criteria:  “A” in each subject area and “S” in all categories requiring “S” or “U” including 

conduct. 
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C. MIDDLE SCHOOL: 

 

1. Grades: 

All subjects shall be graded by means of numerical grades. These numerical grades represent the 

following letter grades: 

A Shall represent an average of 90-100  

B Shall represent an average of 80-89  

C Shall represent an average of 75-79  

D Shall represent an average of 70-74  

F Shall represent an average of below 70  

 

2. All high school rules and procedures shall apply to high school courses taken in middle 

school, including, but not limited to grading, withdrawing, and scheduling. 

 

3. Honor Roll: 

 At the end of each nine week grading period and at the end of the year, students meeting 

the following criteria will be recognized as follows: 

a. Academic 

   ALL “A/B” ACADEMIC ACHIEVEMENT HONOR ROLL 

 Criteria:  “A” or “B” in each subject and “S” in all categories requiring a grade of “S” or “U” 

with the exception of conduct. 

   ALL “A” ACADEMIC ACHIEVEMENT HONOR ROLL 

 Criteria:  “A” in each subject and “S” in all categories requiring a grade of “S” or “U” with the 

exception of conduct. 

 

b. Academic and Conduct 

   DISTINGUISHED SCHOLARS 

 Criteria:  “A” in each subject area and “S” in all categories requiring “S” or “U” including 

conduct. 

 

D. HIGH SCHOOL: 

 

1. Grades: 

Student performance shall be recorded on the permanent record using numerical grades. These 

numerical grades represent the following letter grades. 

A Shall represent an average of 90-100  

B Shall represent an average of 80-89 

  C Shall represent an average of 75-79. 

D Shall represent an average of 70-74  

F Shall represent an average of below 70  

 

2. Exams: Final Exams will count for 20% of the overall grade for each high school course. 

Georgia Milestone Assessments and other state mandated assessments may not be exempt.   Final 

Exams for students in grades 

 9-12 may be exempted provided students meet the following requirements: 

a. 90 average or above in the course 

b. No more than 10 non-school related absences for a year-long course and 5 for semester 

course.  
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3. Transferring Grades and Credits from Accredited and Non-Accredited Schools:   

     District Procedures to correspond to the State Rule 160-5-1-.15 

a. Course Titles: 

Transfer course titles will be changed to the appropriate Richmond County course titles for courses 

in English, mathematics, science, social studies, foreign language, health, and the specific course 

Personal Fitness. Transfer elective course titles will be changed to broad categorical titles, such as 

physical education, business education and other appropriate categories to best meet the 

description of the appropriate course. 

 

b. Credit: 

 Accredited Schools, Home Study Programs, and Non-Traditional Educational  

                  Centers: 

(a) Carnegie unit credit received from the schools accredited by a designated regional or 

state accrediting agency will be accepted as established by Georgia Board of Education 

Rules and Richmond County School System. 

(b) Grades of students transferring from schools accredited by a designated regional or 

state accreditation agency will be recorded as numerical grades. 

 

(c) For students transferring to a Richmond County School from an accredited school as 

defined previously the following procedures will be followed: 

 

1. Student grades will be subject to the following conversion scale if the 

transferring school has not assigned a numerical average.  

 

A+ = 99 B+ = 89 C+ = 79 D+ = 73 F = 65 

A = 95 B = 85 C = 76 D = 72  

A- = 90 B- = 80 C- = 74 D- = 70  

 

2. In cases where the issuing school uses a grading scale different from Richmond 

County’s  the numerical grade to be recorded will be derived by the following 

steps: 

a. Converting the transferred numerical grade to a letter grade according to 

the issuing school's grading scale, and then, 

b. Assigning a numerical grade based on the preceding conversion scale. 

 

3. If grades of pass or fail are received, the following procedure must be applied: 

a. Fail will be recorded as "F", and no course credit will be included in the 

calculation of the cumulative average; 

b. Pass will be recorded as "P", and course credit will be awarded however, 

this course will not be included in the calculation of the cumulative 

average. 
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4. If a situation occurs where the above procedures adversely affects the academic 

standing of the student, a request for transcript review may be made to the 

school administration. If dissatisfied with the decision of the school 

administrator a written request may be made to the School Principal for an 

appeal to the Richmond County Transcript Review Committee.   A Review 

Committee consisting of two counselors, Director of Student Services, Director 

of Curriculum, and the Assistant Superintendent of Instruction will make the 

final determination. The Review Committee will meet on a quarterly basis to 

review requests. 

 

 

  Non-Accredited Schools, Home Study Programs, and Non-Traditional  

                     Educational Centers: 

Students transferring from a non-accredited school, non-traditional education center or from a 

home study program will not be awarded credits from these schools and will be placed in the grade 

level based on the credits last earned by an accredited school.  If no credits have been earned the 

student will be classified as a beginning ninth grade student.  

 

4. Repeated Courses: 

a. Once a student has received credit for a course, he/she may not repeat the  

course for additional credit or to improve his/her grade. 

b. A student may repeat for credit a course in which he/she has received an F. Both  

grades must be recorded on the cumulative record and figured in the grade point average. 

 

5. Grade Point Average: 

A student's grade point average (GPA) is based on quality points (See Chart Below regular High 

School courses 4.0 scale and AP, IB and College/University Courses 5.0 scale) awarded for each 

grade earned. High School Student Transcripts include the GPA, Class Rank and Numerical Average.   

 

QUALITY POINTS 

Regular Courses Advanced Placement (AP), International 

Baccalaureate (IB) and 

College/University courses  

 

A = 4 Quality Points A = 5 Quality Points 

B = 3 Quality Points B = 4 Quality Points 

C = 2 Quality Points C = 3 Quality Points 

D = 1 Quality Points D = 2 Quality Points 

F = 0 Quality Points F = 0 Quality Points 

 

 

 

 

 

 

 

 

 

6. Honor Roll: 
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 At the end of each nine week grading period and at the end of the year, students meeting 

the following criteria will be recognized as follows: 

 

   ALL “A/B” ACADEMIC ACHIEVEMENT HONOR ROLL 

 Criteria:  “A” or “B” in each subject and “S” in all categories requiring a grade of “S” or “U”. 

   ALL “A” ACADEMIC ACHIEVEMENT HONOR ROLL 

 Criteria:  “A” in each subject and “S” in all categories requiring a grade of “S” or “U”. 

 

7. Class Rank: 

a. An official class rank should be compiled for each grade.  It will be computed at the 

end of the year.  Averages are to be carried out to three decimal places.  The final 

averages are not rounded.   

b. When two or more students have the same average, they shall be given the same 

rank in class, but each student shall be counted as though he/she were occupying a 

separate station in the ranking. For example: Students A, B, C have a GPA of 

3.729. The immediately preceding average is 3.750 which ranks number 8 in the 

class. Students A, B, C are assigned rank number 9. Student D, with a GPA of 

3.695 is assigned rank number 12. 

c. After the final computation of averages, Honor Graduates shall be only the students 

with a grade point average of 3.500 or better after the third nine weeks.  

 

 

8. Valedictorian/Salutatorian: 

The Valedictorian is the student with the highest average in the senior class and  

Salutatorian is the student with the second highest rank in the senior class.  These students should 

be selected at the end of the third nine weeks of their senior year.  Valedictorian and Salutatorians 

must attend their representative high school their Junior and Senior years prior to receiving this 

honor.   If students vying for Valedictorian or Salutatorian have identical grade point averages, the 

fourth nine weeks shall be considered.  If a tie remains, the student with the highest SAT verbal and 

math total or the ACT equivalent will be Valedictorian or Salutatorian.   

 

 

 

Adopted: 4/15, 83, 8/8/2002 

Revised: 7/27/04, 8/9/04, 2/1991, 4/16/92 

Reclassified an Administrative Rule:  07/14/2015 

 

Legal Reference 

O.C.G.A. 20-2-989.2 Grade Integrity 

O.C.G.A 20-2-2190 Procedures for Timely Graduation 

O.C.G.A. 20-2-157 Uniform Reporting System (Post-Secondary Op, HOPE, other Financial Aid  

   Eligibility and Scholarships) 

Rule 160-3-1-.07  Testing Programs-Student Assessment 

Rule 160-4-2-.11  Promotion, Placement and Retention 

Rule 160-4-2-.13  Statewide Passing Score 

Rule 160-5-1-.15    Awarding Units of Credit and Acceptance of Transfer Credit and/or 

Grades 
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Curriculum- 

All teachers will provide instruction based on the State Adopted Curriculum in each subject 

area. The Richmond County Curriculum (RCK12) includes Georgia Standards of Excellence, 

CCGPS, Advanced Placement, IB Programme Curricula and RCK12 Technology Standards. 
 

 
 

K-8 Promotion Requirements 
 

 

ELEMENTARY (K-5) 

A student shall be promoted when, in the professional judgment  of the teacher/s and the principal 

and other professional school staff, he/she has successfully mastered the identified instructional 

standards of Georgia Public Schools (K-5) and Richmond County Board of Education. 

 
State Promotion Requirements 

o No third grade student shall be promoted to the fourth grade that does not achieve grade 

level on the state-adopted assessment and meet the local promotion standards and criteria 

established by The Richmond County Board of Education.* 

o No fifth grade student shall be promoted to the sixth grade that does not achieve grade level 

on the state-adopted assessment and meet the local promotion standards and criteria 

established by The Richmond  County Board of Education.* 
 
 

 
Kindergarten 

Additional Richmond County Promotion Requirements 

To meet promotion requirements, a student must master essential standards for Language Arts and 

essential standards for Mathematics as identified on the Richmond County Board of Education 

report card. 

 
Grades First and Fifth 

In addition to State Promotion Requirements in grades third and fifth, students in grades first-fifth 

must: 

a) Obtain a passing grade on the report card in 

-Mathematics 

-Language Arts 

b) Obtain a passing grade on the report card in two of the following: 

-Social Studies 

-Science 

-Health 

 
MIDDLE SCHOOL (6-8) 

A student shall be promoted when, in the professional judgment of the teacher/s and the principal 

and other professional school staff, he/she has successfully mastered the identified instructional 

standards of Georgia Public Schools and Richmond County Board of Education. 

 
State Promotion Requirements 

o No eighth grade student shall be promoted to the ninth grade that does not achieve grade 

level on the state-adopted assessment and meet the local promotion standards and criteria 
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established by The Richmond County Board of Education.* 

 
Additional Richmond County Promotion Requirements 

To meet promotion requirements students in grades six-eighth must: 

a) Obtain a passing grade on the report card in: 

-Mathematics 

-Language Arts 

b) Obtain a passing grade on the report card in one of the following: 

-Social Studies 

-Science 

c) Obtain a passing average in at least half of all connections courses. 
 
 
 

Communication for Grades K-8 

 
If a student is not meeting the above requirements, the parent/guardian will be notified in the 

following manner: 

 
I.   Midway through the first nine weeks (4 Y, weeks of instruction):  A parent 

conference should be held to discuss strengths and weaknesses and offer suggestions 

for student improvement.  A parent conference shall be scheduled to develop an 

educational plan for each student experiencing difficulties. 

 
2. End of second nine weeks (18 weeks of instruction):  At the end of the second nine 

weeks, the report card and the report card envelope will indicate with a check mark 

when the 

student is not making satisfactory progress toward promotion.  The report card envelope 
will 

also indicate promotion difficulties.  A parent conference must be held for each student 

not making satisfactory progress toward promotion. 

 
3. End of third nine weeks (27 weeks of instruction):  At the end of the third nine weeks, 

the report card and report card envelope will indicate with a check mark when the 

student is not making satisfactory progress toward promotion.  The report card will also 

indicate promotion difficulties.  A parent-teacher conference shall be held at this time to 

evaluate 

student progress in order to determine improvement needed to meet promotion 

requirements. 

 
4. End of the school year-fourth nine weeks (36 weeks of instruction):  Conference must 

be scheduled for all students who are not meeting promotion requirements.  The 

parent/guardian of a student who has been retained will be notified in the final report 

card. 
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HOME SCHOOL 

General Information 

Home School Statutes: Ga. Code Ann. § 20-2-690(c). 

1. Parents must submit a declaration of intent to home study to the local superintendent thirty days 

after the establishment of the home study program and by Sept. 1 every year thereafter. This 

declaration must include the names and ages of students, the location of the home school, and the 

time the parents designate as their school year. Ga. Code Ann. § 20-2-690(c)(2).  

2. The home school must provide "a basic academic educational program." Ga. Code Ann. § 20-2-

690(c)(4). (see "subjects" above).  

3. Each school day must consist of four and one-half hours. Ga. Code Ann. § 20-2-690(c)(5).  

4. Attendance records must be kept and submitted to the superintendent each month. The records 

will "not be used for any purpose except providing necessary attendance information." Ga. Code 

Ann. § 20-2-690(c)(6)  

5. Parent must write an annual progress report and retain it for three years. Ga. Code Ann. § 20-2-

690(c)(8).  

6. "Parents or guardians may teach only their own children in the home study program... but the 

parents or guardians may employ a tutor who holds at least a high school diploma or GED to 

teach such children." § 20-2-690(c)(3). No specific amount of hours required for tutor to teach.  

7. According to the Attorney General of Georgia, the local superintendent does not the have the 

authority to require parents to affirmatively produce evidence of their continuing compliance with 

the law in the operation of home study programs or require the production of documents. 

Although the superintendent has the authority to "request" such materials, he cannot require 

parents to submit them. 1986 Op. Att'y. Gen. No. U86-19.  

8. This statute resulted from a home school decision by the Georgia Supreme Court, Roemhild v. 

Georgia, 251 Ga. 569, 308 S.E.2d 154 (Ga. 1983), which found the former law to be 

"unconstitutionally vague." Roemhild, 308 S.E. 2d at 159. The court reasoned: "...we conclude 

that the statute is not sufficiently definite to provide a person of ordinary intelligence, who desires 

to avoid its penalties, fair notice of what constitutes a "private school..." Roemhild at 158. 

"Furthermore, the statute violated a second due process value in that it impermissibly delegates to 

local law enforcement officials, judges, and juries the policy decision of what constitutes a private 

school." Id.  

Teacher Qualifications: The "teaching parent" must have at least a high school diploma or a GED. Or the 

parents may employ a private tutor who has a high school diploma or GED. Ga. Code Ann. § 20-2-

690(c)(3). 

Standardized Tests: Children must take a national standardized achievement test every three years 

beginning at the end of the third grade. "Test scores are not required to be submitted to public school 

authorities." Ga. Code Ann. § 20-2-690(c)(7). Parent must write an annual progress report and retain it for 

three years. Ga. Code Ann. § 20-2-690(c)(8). 

 

Parents or guardians must annually submit to the superintendent of the local school district in 

which the program is located a Declaration of Intent to utilize a Home Study Program by 

September 1 or within 30 days after a program is established.  The local school superintendent 

will provide a form upon request for this purpose to be returned to that office. The Declaration 

must include the names and ages of the students, the address where the program is located, and 

the dates of the school year. 
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Parents or guardians may teach only their won children in the home study program provided the 

teaching parent or guardian possesses at least a high school diploma or a general education  

development equivalency diploma, but the parents or guardians may employ a tutor who holds at 

least a baccalaureate college degree to teach such children. 

 

The home study program must include, but is not limited to: Instruction in reading, language arts, 

mathematics, social studies, and science. 

 

The school year must include the equivalent of 180 days of at least 4.5 (four and one-half) hours 

of instruction per day unless the child is physically unable to comply with this requirement. 

Monthly attendance reports must be sent to the local superintendent at the end of each month.  

The local school superintendent will upon request, provide the reporting forms. (Contact Linda 

Heggs from the School Social Workers Department at 706-826-1139. 

 

Students in home study programs shall be subject to an appropriate nationally standardized 

testing program administered in consultation with a person trained in the administration and 

interpretation of norm-referenced tests.  The student must be evaluated at least every three years 

beginning at the end of the third grade.  Records of such tests shall be retained. 

 

The instructor shall write an annual progress assessment report in each required subject area for 

each student.  These reports shall be retained for at least three years. 

 

Frequently Asked Questions 

 

Q.  What are the basic provisions of the compulsory attendance law? 

A.   Every parent, guardian, or other person residing within this state having control or charge of 

any child(ren) between their sixth and sixteenth birthdays must enroll and send such child(ren) to 

a public school, a private school or a home study program that meets requirements. 

 

Q.  Who can operate a home study program? 

A.   Parents or guardians may operate a home study program for their child(ren) only, provided 

the   parents or guardians meet specific requirements of the law. 

 

Q .   Who is responsible for the enforcement of the law?    

A.    It is the duty of the local board of education and each local school superintendent to enforce 

the law. 

 

Q.    According to the law, what is the first step in establishing a home study program? 

A.  Within 30 days after a program is established and by September 1.  Annually thereafter, the 

parents or guardian must file a Declaration of Intent with the local school superintendent.  The 

Declaration must include the names and ages of the students, the address where the program is 

located and the dates of the school year.  Upon request, the local school superintendent should 

provide the parent with the proper form. 

Q.   Are there any qualifications required for the parent who teaches the child? 

A.   Yes, it the teacher is a parent or guardian, she/he must have a high school diploma or general 

equivalency diploma (G.E.D.). 
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Q.   Does the law address curriculum requirements for home study programs? 

The program must provide a basic academic educational program which includes (but is not 

limited to) instruction in reading, language arts, mathematics, social studies and science.  It is 

recommended that home school students follow an accredited program; however, if there is any 

desire to return to a public school program. 

 

Q.   Is a home study program required by law to be operated within specified hours? 

A.   No.  The law only requires the program to operate the equivalent of 180 days or at least 4.5 

(four and one-half) hours of instruction per day unless the child is physically unable to comply 

with this requirement. 

 

Q.   Does the law specify any promotion requirements, testing or record keeping by the home 

study program? 
A.  The law does not specify any promotion requirements, however, it does stipulate that an 

“appropriate” nationally standardized testing program be administered in consultation with a 

person trained in the administration and interpretation of norm-referenced tests.  The law further 

states that the student must be evaluated at least every three years beginning at the end of the 

third grade and that records of such tests be retained. 

 

Q.   Are progress reports or report cards required of home study programs? 
A.   The law states that the instructor must write an annual progress assessment report in each 

required subject area for each student and that the reports must be retained for at least three 

years. 

 

Q.   Are home study programs required to keep attendance records? 

A.   Yes.  The law requires that monthly attendance reports be submitted to the local school 

superintendent at the end of each month.  Forms are available from your local school 

superintendent. 

 

Q.   Should officials of the local public school system attempt to monitor the curriculum, the 

test program, student assessment process, students records of instruction time of home study 

programs? 

A.   No 

 

Q.   Are there any requirements in the law pertaining to facilities or health and safety 

standards? 

A.   No 

 

Q.   Are public school systems required by law to furnish for home study programs 

instructional materials, textbooks or services such as testing? 

A.   No 

 

Q.   Are there any state rules, regulations or guidelines concerning the grade placement of 

students or validation of credits earned by students in home study programs who are entering 

or returning to the public schools? 
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 A.   Local boards of education are required to adopt policies and procedures for validating credit 

 for  courses taken in a home study program.  The procedures at a minimum must include the 

 following: 

 

 probationary placement and satisfactory performance for one or more grading  

 periods or acceptable scores on tests focused on group placement, subject area 

and/or grade level. 

 

Q.   Will high school students entering the public schools from home study programs be 

required to meet all state board rules concerning graduation requirements? 

A.   Yes.  All students graduating from any state-supported Georgia high schools must meet all 

state requirements in regard to attendance, Carnegie Units and passing scores on the state 

assessment requirements. 

 

Q.   What is the penalty for being in violation of this law? 

A.   Any person in violation of this law is guilty of a misdemeanor and upon conviction shall be 

punished by a fine not to exceed $100 (one hundred dollars). 

 

Q.   What steps should a local school superintendent take when a violation occurs? 

A.   The law requires the local school superintendent to notify the parent or guardian of the child 

and then to report to the juvenile or other court having jurisdiction. 

 

http://www.doe.k12.ga.us/communications/homeschool.html 

 

There is no provision in the law that requires public school systems to participate in or contribute 

to home study programs.  Neither does the law prohibit a school system from assisting parents 

and students on a voluntary basis. 

 

The mandate placed on the public education system calls for each local school superintendent to 

enforce the compulsory attendance of all children between the ages of six and sixteen in a public 

school, a private school or a home study program that meets legal requirements.  Therefore, the 

Declaration of Intent form and the monthly attendance form must be completed for each student 

enrolled in a home school and submitted to the office of the local school superintendent. 

 

NOTE:  some private school administrators may be willing to assist home study parents in 

obtaining and administering the required tests.  However, state law does not require public 

school systems to provide testing services.  If a local school system voluntarily offers a service  

 

to parents for testing students not enrolled in that school system, then the test instruments and 

materials used for these students should not be a part of the state testing program which is 

purchased with state funds.  In addition, careful consideration should be given to keeping this 

test data separate from that of the public school system so that validity will not be compromised 

in any way. 

 

 

 

http://www.doe.k12.ga.us/communications/homeschool.html
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General Records Information, Storing Records & Inactive Records 

 
Given the importance of student records, precautions must be taken to ensure their safe keeping 

and maintenance of student confidentiality.  

 

In your school: 
 Records should always be kept in the vault 

 Records should be kept in a fireproof file cabinet. 

 Teachers should only have access to student records of the students who are in their 

charge.  

  

 Records should be signed out and back in during the school day. (utilize a sign-in/sign-

out sheet) 

 Do not allow teachers to keep student records in their classrooms overnight. 

 Encourage teachers to check records for the students in their classrooms.  Important 

information may be overlooked if not checked, i.e., adoption information, custody papers, 

psychological reports, Special Education information, IEPs, etc. 

 

 Use a process to facilitate the review of records for the Child Find requirements that 

ensures that records are returned to their proper place and with all contents in tact. 

 

 

Other General Information about Student Records 

 Do not place the following  items in a permanent record: 

 Proof of residency 

 Applications for Magnet Schools 

 Report cards 

 Disciplinary information 

 Samples of students’ work 

 PAR test scores 

 RTI paperwork 

 

 Do not staple anything to the card 

 The record should always be recorded in black permanent ink.  Any information subject 

to change, may be recorded in pencil.  

 Do not use white out, ever.  Always draw a line through a mistake, initial it, and go to the 

next line. 

 Use labels whenever you can for demographic information, grades, etc 
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RICHMOND COUNTY SCHOOLS 

Maintenance of Records 

 

All records maintained on a student must be accessible to the parents.  The only exception is the 

maintenance of a personal journal by a school official which cannot be shared with other 

individuals without parent knowledge/permission. 

 

The table below indicates all items that should/should not be included in the permanent record. 

 

 

ITEMS INCLUDED IN THE 

CUMULATIVE  

FOLDER 

 

ITEMS NOT INCLUDED IN THE 

CUMULATIVE FOLDER 

 

 

Cumulative Record Card 

 

Registration forms 

 

Birth Certificate 

 

Notes from meetings 

 

Eye, Ear, and Dental Certificate 

 

Proof of Residency 

 

Certificate of Immunization 

 

Pictures of Students 

 

IEP and/or 504 Plans, 

RTI Forms*  

 

Disciplinary Information 

 

Psychological Evaluations Reports (if 

applicable) 

 

Samples of Students’ Work 

 

Standardized Test Score Reports (Labels) 

 

SLOs Test Scores 

 

Home Language Survey 

 

Social Work Referrals 

 

Transcripts/Report Cards from Previous Schools 

 

DFACS Referrals 

 

Legal Documents (custody, name change, etc.) 

 

Withdrawal Reports 

Consent and Release of Information Form to 

Review  or Receive a Copy of Student’s Record 

 

 

*RTI Forms:  

 Summary of Meeting (keep permanently in cumulative record) 

 Problem Identification Form (purged annually) 

 Student Data Sheet (purge annually) 

 Pre-Referral/Tier 1 Interventions (purge annually) 

 Tier 2 Intervention Results (purge annually) 

 Tier 3 Intervention Results (purge annually) 
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WITHDRAWAL PROCEDURES 

 

When a student withdraws: 

 Complete a withdrawal form.   

 Be sure to communicate with the Data Collections Specialist to ensure that the 

withdrawal is coded correctly. 

 Parent/Guardian signature required for all students under 16 (it is recommended 

to secure signatures for all students who withdraw) 

 A withdrawal form must be completed, even if the Withdrawal Form in Infinite 

Campus is used to assist in completing the withdrawal process 

 Update the Student Cumulative Record Card 

 Place the withdrawal date and reason under “date left” 

 Ensure that all information, including grades are updated before sending records 

 Secure the record until it is requested and send promptly (10 days maximum) 

 Fiie the record request forms  

 If a record is not requested, it should be filed with inactive records in your school 

until it is time to be submitted to the Student Records Department for archival. 

 Records cannot legally be withheld for outstanding student fines.  (Due diligence 

should be made to recoup the fines, however.) 

 

SENDING CUMULATIVE RECORDS 

Student records should not be transferred without receiving a written request.  The request 

documentation should be kept on file. 

 

General guidelines:   

 NEVER send out an incomplete record. 

 

 Large numbers of records should be delivered (not sent through pony) 

 

 Students whose records are not requested should be retained at the students’ previous 

school.  Do not automatically forward to the middle or high school. 

 

 Do not transfer a record out of the county/state at the end of the year without grades and 

test scores on the record. 

 

 Scholastic Record must be complete 

 If a student leaves before the end of the year, record all grades and 

attendance in pencil.  This will allow the teacher at the new school to make 

any grade/attendance changes at the end of the school year (in system) 

 Ensure a Home Language Survey is attached in the area indicated on the record.   

 Testing labels should be affixed before sending records 

 

 End-of-the- Year  
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 Year-end report card information should be recorded in ink on the cumulative 

record (elementary) or with a label (middle school). 

 Include a verified transcript (high school) 

 The year should be recorded with a slash to indicate both calendar years 

(2012/2013 or 2013/2014, etc.)  

 Enter the student’s grade (K, 1, 2, 3, etc.) 

 Days absent/present/off roll, times tardy and total number of school days 

 Year-end averages based on each nine week period.  Grades should be entered 

numerically for grades 1-12 

 Entered promoted or retained on each record at the end of the year 

 

 Never send original records to out-of-county schools.  Make copies. 

 

     Intra-system Transfer (Within RCSS) 

 Update Record 

 Check record to be sure all grades are posted and necessary information is entered 

on the record.  If grades are not posted, check with appropriate personnel (teacher, 

counselor) to ensure that grades are correctly placed on record. 

 Enter withdrawal information (date, reason) 

 Send promptly 

 Use the duplicate Records Transfer Form to list the names of students and 

inventory what is being sent 

 Receiving school should verify receipt and return a copy of the Records Transfer 

Form to the sending school 

 

Out of County 

 Update Record 

o Check record to be sure all grades are posted and necessary information is entered 

on the record.  If grades are not posted, check with appropriate personnel (teacher, 

counselor) to ensure that grades are correctly placed on record. 

 Enter withdrawal information (date, reason) 

 Mail photo-static copy to requesting school 

 File completed cumulative record card (by year) in the “inactive” file until requested by 

Richmond County Student Records. 

 

 

*   The State Board of Education and Georgia law (OCG  20-2-670) mandates 

that schools mail or otherwise deliver all requested student records to the 

requesting school or school system within 10 calendar days. 
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HOSPITAL/HOMEBOUND SERVICES 

 

 

 

 

Philosophy 

 

Every student should have the opportunity to be educated to his/her full potential regardless of 

physical limitations. Hospital /Homebound teachers are liaisons between the student and the 

school. They have the unique responsibility of coordinating and continuing the designed program 

of study for the hospital/homebound student. Our goal is to provide through the combined efforts 

of a hospital/homebound teacher, the school administration and the parent, a continuous 

educational program for all ill or disabled students. 

 

 

Purpose of Hospital/Homebound Services 

 

Georgia State Board of Education Rule 160-4-2-.31 Hospital/Homebound (HHB) Services  
 

Hospital/Homebound (HHB) services are designed to provide continuity of educational services 

between the classroom and home or hospital for students in Georgia public schools whose 

medical needs, either physical or psychiatric, do not allow them to attend school for a limited 

period of time. HHB instruction may be used to supplement the classroom program for students 

with health impairments whose conditions may interfere with regular school attendance (e.g., 

students receiving dialysis or radiation/chemotherapy or students with other serious health 

conditions). Students must be enrolled in a public school in Georgia in order to receive HHB 

services.  

 

HHB services are not intended to supplant regular school services and are by design temporary. 

The student must anticipate being absent from school for a minimum of ten consecutive or 

intermittent school days due to a medical or psychiatric condition. The student’s inability to 

attend school for medical or psychiatric reasons must be certified by the licensed physician or 

licensed psychiatrist who is currently treating the student for the diagnosis presented 

 

 

Eligibility Criteria 

 

1. The student must be enrolled in the public school system in which he or she is requesting this 

service. Private or home school students are NOT eligible for HHB services from a Georgia 

public school.  

 

2. For a child to receive hospital or homebound instruction, a licensed physician must declare the         

child physically able to profit from direct instruction. Students with other disabilities and other 

handicapping conditions also must meet the eligibility requirements. 
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3. The student must have a medical and/or psychiatric condition that is documented by a licensed 

physician.  Only a psychiatrist can submit a medical request form for an emotional or 

psychiatric disorder.  The psychiatric condition presented must be listed in the latest edition of 

the Diagnostic and Statistical Manual (DSM). The referring licensed physician and/or licensed 

psychiatrist must be the treating physician or psychiatrist for the medical and/or psychiatric 

condition for which the student is requesting HHB services. Examples include the following: 

 A student with leukemia may not request HHB services with a medical statement 

from a pediatrician. A statement from the oncologist currently treating the student is 

required. 

 A student with paranoid delusions may not request HHB services with a medical 

statement from a psychologist or pediatrician. The medical request must be from the 

licensed psychiatrist currently treating the student. 

 

4. The student must be anticipated to be absent from school for a minimum of ten consecutive 

school days or for intermittent periods of time anticipated to exceed ten school days during the 

school year. 

 

5. If the school is on an approved block schedule, then the ten day minimum requirement is 

reduced to five consecutive or five intermittent days during the school year 

 

6. Students who have been declared emancipated by a court or are 18 years of age or older are 

eligible to sign the Hospital/Homebound (HHB) Services Request Form and the Compliant 

Authorization for Exchange of Health and Education Information (The Health Insurance 

Portability and Accountability Act - HIPAA). 

 

7. Students who have any form of influenza or other airborne contagious diseases will not be 

provided services until the licensed physician certifies that the student is no longer infectious.  

Students out of school because of communicable diseases, expulsion, or suspension are not 

eligible. 

 

8. The local education agency (LEA) may require the parent, guardian, emancipated minor, or 

student 18 years of age or older to sign the HIPAA form relating to the reason for the request 

for HHB services. If the LEA requires the HIPAA form, it must be submitted before services 

can be provided.  

 

9. Students approved for intermittent HHB services must be absent for three consecutive school 

days on each occurrence before HHB services will be proved. 

 

Note:  Chronic illnesses that require long-term intermittent absences may require students missing 

many days, but possibly not three consecutive days.  Such cases will be evaluated on an individual 

basis. 
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DELIVERY MODELS 

 

There are two models of homebound instruction offered in Richmond County.  

 

FULL-TIME AND INTERMITTENT HOMEBOUND SERVICES 

 

Full-Time Services 

 

The hospital/homebound program is provided through the Department of Student Services in 

coordination with the Department of Special Education. Students, regular and special education, 

qualify for this service by having a medically diagnosed condition which restricts them to their 

home or a hospital for a period of time which will significantly interfere with their education.  In 

order to qualify for full-time services, the student must have a physician’s statement form 

completed by a licensed medical physician, who will project that the student will be absent a 

minimum of 10 school days and is physically able to profit from education instruction.  

 

Intermittent Services 

 

In certain cases, it is deemed by the physician that a student may attend school for either part of a 

day or may miss school on an intermittent basis due to a chronic condition from which they may 

suffer.  In cases such as these, the physician will indicate the attendance parameters for the students 

based on the illness or injury of the student.  Students receiving intermittent services must be 

absent a minimum of three consecutive days before HHB services will be provided, unless the 

student has a chronic illness requiring long-term intermittent services, in which case the days 

may not be consecutive. The student will receive an adjusted rate of services based on the number 

of hours the student is able to attend school.  This schedule of services will be determined by the 

Hospital/Homebound Coordinator and communicated to the school contact person.  

 

 

Schedule for Students Needing Ongoing Intermittent HHB Services Due to a Chronic Illness 

 

Days Absent Hours of Service 

2 1 

3 1.5 

4 2 

5 3 

Note:  This scale is only to be used for students who have been diagnosed with a 

chronic illness warranting ongoing intermittent services (ex. Sickle Cell Anemia, 

Leukemia, etc.)  All other students receiving intermittent services must be absent 

3 consecutive days to receive services. 
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APPLICATION PROCESS 

 

 

1. The parent/guardian, emancipated minor or student 18 years of age or older should contact the 

school’s HHB contact to discuss HHB services and to obtain an application for these services.  

 

2.  The parent/guardian, emancipated minor, or student 18 years of age or older should read and 

sign a document to certify his or her understanding of the HHB policies, procedures and 

application process 

 

3. The parent/guardian, emancipated minor or student 18 years of age should be provided a 

Physician’s Form and a HIPAA form by the school HHB contact or Coordinator of HHB 

services. 

 

4. Parent/guardian, emancipated minor or student 18 years of age will have the student’s physician 

or psychiatrist treating the student for the medical condition to complete the medical 

information section on the Physician’s Form, including a description of the physical condition, 

any medical implications for instruction, and the anticipated duration of services. 

 

5. The Physician’s Form and HIPAA form will be returned to the Coordinator of HHB services.  

The application will be reviewed to ensure that the student meets the minimal eligibility 

requirements.  

 

6. Within five days of receiving the completed medical form, it will be determined by the Hospital 

Homebound Coordinator whether or not a student meets eligibility requirements, the school 

HHB contact will be notified and the person requesting services will be contacted by the school 

to set up an Educational Services Plan Meeting.  The school personnel will assign a 

hospital/homebound teacher to the case. The ESP meeting should be held as quickly as possible 

to assure continuity of instruction for the HHB student. 

 

6. The school team or IEP team will develop an Educational Service Plan (ESP) for each 

designated HHB student. This plan must address: the disabling condition, anticipated length 

of absence, accommodations and modifications recommended by the licensed physician or 

licensed psychiatrist, instructional delivery method, place of instruction, adult parent 

designee if the student is under 18 years of age, team members participating, and strategies 

for the student’s reentry to school upon his or her return.  The plan does not need to be 

lengthy, but it must give all parties enough information to adequately serve the student’s 

needs.  

 

7. The ESP meeting can be face-to-face, electronic or by telephone.  However signatures of all 

parties involved should be secured to indicate understanding and agreement by all. 

 

8. Students eligible for services under the Individuals with Disabilities Education Act shall be 

served by 

     appropriately certified personnel. The IEP committee shall convene to review the IEP for any 

necessary        
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     changes and to recommend hospital/homebound instruction. 

 

9. Three(3) hours of instruction per week must be provided to comply with the Georgia State 

Board of   

       Education Rule 160-4-2-.31 Hospital/Homebound (HHB) Services and meet attendance 

requirements. 

 

10. The school shall identify the appropriate course load for the student during the approved 

period of HHB instruction. It is noted that HHB instruction is not structured to supplant the 

regular school day and may, therefore limit the number and type of classes offered. 

 

11. If hospital/homebound instruction should be necessary beyond the date indicated on the 

original referral form, the parent will submit a request for an extension of services, and 

additional documentation from the physician may be required. 
 

12. Parents/guardians of students, emancipated minors, or students 18 years of age or older who 

are hospitalized must follow the application process in order for the LEA to provide HHB 

services in the hospital setting.  

 

13. A contractual agreement between the LEA and hospital that stipulates the services to be 

provided shall be entered into prior to the hospital providing HHB services. 

 

 

 

ATTENDANCE CREDIT 

 

1. The student shall be counted present for the entire week when he or she is provided instruction 

on an individual basis or as part of a group by the HHB teacher for a minimum of three hours 

per week. Note: The HHB code should be used to record attendance which is not the FTE 

code used for a student being “present”. 

 

2. A student shall be counted absent for the week when the HHB teacher’s visit is cancelled by 

the parent/guardian, emancipated minor or student 18 years of age or older. The LEA may, at 

its discretion, reschedule the cancelled session. Once the schedule is completed, the student is 

counted in accordance with the Georgia State Board of Education Rule 160-5-1-.10 Student 

Attendance.  

 

3. If the student is unable to receive HHB instruction during the school week due to his or her 

medical condition, the school may, at the school’s discretion, schedule a make-up session. 

Once the session is completed, the student is counted in accordance with the Georgia State 

Board of Education Rule 160-5-1-.10 Student Attendance.  

 

4. Make-up sessions must have documentation that identifies the date of the absence that is being 

made-up, the number of hours of instruction, the type of instruction provided, and the content 

area(s) taught. 
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5. The health care facility providing approved HHB services to a student confined in the facility 

must submit verification of the number of instructional hours the student received to the 

appropriate HHB contact at the LEA for the student to be counted present during this time.  

 

6. Each student with whom the hospital/homebound instructor works is enrolled on the regular 

or special education classroom teacher’s roll. The student is marked present and the student’s 

absence from the classroom is legitimate and should be understood and accepted by the 

school. Children who have never been enrolled in a public school must be enrolled if the 

system is to serve the student and receive attendance credit. These children should be 

enrolled in the school they would normally attend. Please note that attendance credit will 

only be given to students who are active participants in the Hospital/Homebound program.  

Repeated cancelled instructional appointments will result in a revocation of attendance credit.  
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After 3 hours of  services have been provided for a week, the student's absences can be coded in Infinite Campus as  
Hospital Homebound (maximum of 5 days for 3 hours of service)

Make-up sessions can be provided if the child's medical condition renders him/her unable to recieve instruction.  For make-up sessions, documentation that 
identifies date of absence, number of hours, type of instruction and content areas taught.

Assignments completed by the student are returned by the HHB teacher to the student's teacher for grading/evaluation.    

Homebound Teacher contacts the parent/guardian, student(18 yrs or older) or emancipated minor to begin services as 
needed.  HHB Teacher will also make contact with the student's teacher to get assignments.

School HHB contact or designee must notify HHB Teacher when a student approved for intermittent services is absent for three days so that services can be 
provided. 

School holds a meeting (face-to-face or by phone) to create an Educational Services Plan (ESP) with the requester. 

ESP explains disabiling condition, anticipated length of absence, accomodations/modifications requested by doctor, and instructional delivery.  Requester 
must sign the forms as well as student personnel. 

If services are approved, the school identifies a Homebound Teacher.  The name of the teacher is also given to the 
Department of Student Services.  

Students with Disabilities must have a SPED teacher. 
The teacher should receive payroll forms and the informational memo 

explaining their role and payroll procedures.

Request for services is approved or disapproved and school HHB contact is notified.   A copy of the HHB Physican's Form 
will be sent to the HHB School Contact.

Within 5 days of reeiving physician's statement, nottification to person who requested services

must be made giving time, location and date of an Educational Services Plan (ESP) meeting.  Approval status will be shared within 48 hours of receipt.

Physician's Form and HIPAA form are received in the Department of Student Services.  

Requester completes HIPAA form and the top portion of the HHB Physician’s Form.  The requester delivers the 
Physician's Form to the Physician or Psychiatrist.  

Requester reads information about the HHB program and signs form verifying that they have received the information .  

Understanding of the types of 
services  (Full-Time or Intermittent)

Intermittent services not rendered until 
student misses three consecutive days

Not to supplant 
regular instruction

Signed form is housed in school 
with HHB School Contact

A request for Hospital/Homebound Services is made.

Requests can be made by parent/guardian, a student who is at leas 18 years old or an emancipated minor.
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HELPFUL WEBSITES FOR ELEMENTARY 

COUNSELORS 
 

 Elementary School Units and Lesson Plans – Missouri Connections 
https://dese.mo.gov/college-career-readiness/school-
counseling/curriculum/elementary-school-unit-and-lesson-plans 

 

 Elementary School Counseling Site; 

http://www.elementaryschoolcounseling.org/resources.html 

 

 GA DOE site for elementary career awareness lessons: 

http://www.gadoe.org/Curriculum-Instruction-and-

Assessment/CTAE/Pages/Elementary-Cluster-Activities.aspx 

  Character Lesson Plans: http://character.org/lessons/lesson-plans/ 

 Financial Literacy:  

http://www.practicalmoneyskills.com/foreducators/lesson_plans/ 

    Character Lessons:  http://www.goodcharacter.com/EStopics.html 

 Resources for Practicing School Counselors – Univ. of N. Carolina 

     http://soe.unc.edu/academics/med_sch_counseling/development_misc.php 

 
 Masters in Counsling:  Best of School Counseling Websites (list of nearly 100 sites for 

counselors) 

https://www.mastersincounseling.org/best-school-counseling-sites.html 

 

 Upper Elementary Lesson Plans:  http://wvde.state.wv.us/counselors/links/advisors/ms-

lesson-plans.html 

 

 Savvy School Counselor  http://savvyschoolcounselor.com/ 

 

 

 Resources for Evidence-Based School Counseling:  

http://www.kedc.org/sites/default/files/Zyromski%20-Evidence_Based%20Resources.pdf 

 

 Guide to Implementing Small Groups:  https://dese.mo.gov/sites/default/files/guid-respon-

serv-small-group-counseling-guide-2015.pdf 

  

https://dese.mo.gov/college-career-readiness/school-counseling/curriculum/elementary-school-unit-and-lesson-plans
https://dese.mo.gov/college-career-readiness/school-counseling/curriculum/elementary-school-unit-and-lesson-plans
https://dese.mo.gov/college-career-readiness/school-counseling/curriculum/elementary-school-unit-and-lesson-plans
http://www.elementaryschoolcounseling.org/resources.html
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Elementary-Cluster-Activities.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Elementary-Cluster-Activities.aspx
file:///C:/Users/Rcboe-User/Downloads/Character%20Lesson%20Plans:%20http:/character.org/lessons/lesson-plans/
http://www.practicalmoneyskills.com/foreducators/lesson_plans/
file:///C:/Users/Rcboe-User/Downloads/Character%20Lessons:%20%20http:/www.goodcharacter.com/EStopics.html
http://soe.unc.edu/academics/med_sch_counseling/development_misc.php
https://www.mastersincounseling.org/best-school-counseling-sites.html
http://wvde.state.wv.us/counselors/links/advisors/ms-lesson-plans.html
http://wvde.state.wv.us/counselors/links/advisors/ms-lesson-plans.html
http://savvyschoolcounselor.com/
http://savvyschoolcounselor.com/
http://www.kedc.org/sites/default/files/Zyromski%20-Evidence_Based%20Resources.pdf
https://dese.mo.gov/sites/default/files/guid-respon-serv-small-group-counseling-guide-2015.pdf
https://dese.mo.gov/sites/default/files/guid-respon-serv-small-group-counseling-guide-2015.pdf
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          RICHMOND COUNTY                                                             BOARD OF EDUCATION 
 

       Department of Student Services 

864 Broad Street 

Augusta, GA 30901 

Phone: 706-826-1129 

FAX:  706-826-4626 

      _____________________________________________________________________________________________________________ 

  Debbie Alexander, Ed. D.                 Angela D. Pringle, Ed.D.                   Maria Brown, Ed. D. 

  Associate Superintendent                              Superintendent                 Director, Student Services 

         

 

TO:  The Parents of________________________________________________ 

 

FROM: School Counselor 

 

SUBJECT: School Counseling Services 

 

DATE:  ______________________ 

 

As part of the school counseling program, we invite students to participate in individual 

counseling. Individual counseling is one method of providing support to the teachers in meeting 

their classroom goals and expectations. The goal is to provide some "extra" time for students who 

may be experiencing some difficulties, and also support those students who are doing well in their 

classes. Students are recommended by teachers, parents, principals, or may request counseling 

themselves. 

 

During these counseling sessions, we focus on the student's difficulty, try to help the student 

understand his/her difficulty, and provide support for the student. Many times progress is slow 

because the student must assume the majority of the responsibility for change. 

 

This letter is to inform you that your child has had an individual session with the counselor. I hope 

that you will take a few minutes to discuss this session with your child. To allow your child to 

continue individual counseling, please sign this form and return the top copy to your child's 

teacher. 

 

If you wish to receive additional information regarding the counseling services offered, 

 

please contact _____________________________________at___________________________ 

               Counselor     School/Number 

 

 

 

_________________________________             ______________________________ 

       Parent Signature                            Date 
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Elementary School Core Curriculum Lessons  

 

As part of the School Counseling Program this year, I would like to conduct three 30-45 

minute classroom lessons in each homeroom class. I have planned to block the hours of 9-

10:30 a.m. daily to be in the classrooms. Please indicate below the day and time that is best 

for you. If these times will not work into your schedule, please indicate the time and day that 

will. 

 

________ Monday      __________9-9:45 

 

________ Tuesday      _________9:45-10:30 

 

________ Wednesday        

 

________ Thursday       

 

________ Friday 

 

_________Other             

 

 

                   Teacher's Name    Grade Taught 

 

Should either of us ever have a time conflict, I will be glad to reschedule your class for 

another day and time. 

 

A variety of topics can be presented in these sessions, and I will be happy to work with you 

in any area of special concern. If a particular need arises during the year, we can plan a 

special guidance lesson together pertaining to that need. If you have a topic you particularly 

want covered in your classroom, please indicate below. If you do not have a specific request, 

I will choose the lesson. 

 

Topics I am interested in: 

 

 

 

 

I am really looking forward to being in your classroom and working with each of you again 

this year. If I can be of any help, please do not hesitate to call on me, and always feel free to 

offer your suggestions or ideas. . . 
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Elementary School 

 

To:       Classroom Teachers 

From:        Elementary Counselors 

Subject:     Referral Services 

 

Your use and support of guidance services with your students can increase the learning 

potential in your classroom. The teacher is the key person in the recognition of needs for 

each child, Only through a combined team effort can the school's teaching goals be pursued. 

 

The follow should be considered emergency referrals and referred immediately: 

 Suspected evidence of child abuse, physical or mental. 

 A child who becomes unable to function in a normal way. 

 Any behavior change in a child that is sudden or unusual. 

 A child undergoing a traumatic family experience. 

 Indications of mounting hostility between a child and a teacher or his or her peer group. 

 

Teachers may refer:  

 Any child who requests to see the counselor. 

 Students who need individual help beyond the time permitted in the classroom.  

 Students with learning difficulties. 

 Academically talented students. 

 Students having difficulty with special relationships. 

 Students demonstrating observable changes in behavior that cannot be accounted for by 

the teacher. 

 Children whose parents request counseling. 

 Children who are antisocial. 

 Children who are constantly late to school or with their work. 

 Children with frequent complaints of hurts or aches. 

 Children who are fearful or nervous. . 

 Children who seem to seek only negative attention. 

 Children unable to follow rules. 

 The "class clown." 

 Children who are often absent from school. 

 

Referrals are advisable for the following: 

 Children who have experienced a death in the family or of a close friend.  

 Children experiencing a divorce or separation in the family. 

 Students moving to a new community. 

 Children entering a new or special learning class. 

 Children who exhibit excessive aggressive behavior. 

 Students needing pre-counseling before a parent-counselor conference.  

 A group of children who are unable to resolve a conflict. 

 Children living in a broken home. 

 Children of migratory families. 
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Elementary School  

 

 Referral for Counseling/Evaluation 

 

 Date 

 

 From ___________________________________At _____________________________ 

 

 Student ___________________________Grade _________Room _____________ 

 

 Requested by ______________ Teacher _______ Parent ______ Self _______ 

 

 Areas of Concern 

 

 Scholastic Ability ______ 

 Work Habits _______ 

 School Adjustment _______ 

 Social Adjustment _______ 

 Personal/Unknown ______ 

 

 Action Requested 

 

 Evaluation/Data Gathering ______  

 Counseling _______ 

 Group Discussion ________ 

 Observation _______  

 Consultation _______   Teacher ______  Parent ______ 

 

 Level of Performance:   Below Grade _____   At Grade _____ Above Grade _____ 

 

 Priority 

 

 Emergency ______  ASAP _____  Before This Date  __________ 

 

 Have you discussed this with the parents?    Yes ____  No _____ 

 

 Comments: (include work samples, anecdotal reports, and/or any personal observation 

 

******** 

 

 Received:       Initial Action: 
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Teacher Contact Form 

 

Date Teacher’s Name Reason for Contact 
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Elementary School Classroom Lessons 

 

 

Teacher_________________________________ School Year _______________________ 

 

Grade __________________________________ Counselor ________________________ 

 

 

 

Content Area 

 

Goal 

 

Objective 

 

Date Taught 

 

Comments 

Self- 

Understanding 

 

    

Interpersonal 

Relations 

 

    

Expressing 

Ideas 

 

    

Gathering and 

Processing 

Information 

 

    

Valuing and 

Decision-

Making 

 

    

Achievement / 

Motivation 

 

    

Problem 

Solving 

 

    

Career 

Development 

 

    

Character 

Education 

 

    

Violence 

Prevention 

 

    

Other: 
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Elementary School Student Performance Report 

 

Counselor: ____________________   Date of Request:  ___________  

Date Due:      ___________ 

Requested by: _________________   Date Returned:     ___________ 

 

 

Circle the appropriate numbers in each area. More than one number may be circled in each area. 

 

Student:  ___________________________  Teacher: _____________Subject:____________ 

 

 Energy            Reaction to Rules/Authority  

           Overactive        Accepts 

           Enthusiastic       Varies 

                 Normal        Resists 

 

 How Peers React to Student          Comprehension 

           Well        Very good 

           Accept        Average  

           Reject        Slow 

 

 Response to Constructive Criticism         Assignments  

           Accepts        Up to date?  

         Rejects       Incomplete?  

 How many? 

    

 Classroom Behavior           Absences 

           Very good       (List dates for this quarter) 

           Normal give and take       Excused    

           Immature        Unexcused  

           Belligerent        Tardy 

 

 Attention Span           Grades 

           Long        Homework  

           Average        Quizzes/Tests 

           Short        Labs 

 

 Class Participation           Independence 

          Dominant        Works well independently 

           Enthusiastic      Relies on others 

           Adequate        Never seeks help 

           Passive 

 

 

If you feel that additional comments are needed, please use other side. 

 

 



181 

 

 

Elementary School Teacher/Parent Conference Form 

 

Student:              Grade: 

 

Conference requested by:           Date: 

 

Present: Parents_____   Guardian _____    Teacher  _____ Remedial Teacher ______ 

 

Principal ____  Counselor _____   Others  ____________________________ 

 

 

Rapport: 

 

 

 

Conclusions: 

 

 

 

 

Commitments: 

 

 

 

_________________________________________________________________________ 

 

Elementary School Teacher/Parent Conference Form 

 

Student:              Grade: 

 

Conference requested by:            Date: 

 

Present: Parents_____   Guardian _____    Teacher  _____ Remedial Teacher ______ 

 

Principal ____  Counselor _____   Others  ____________________________ 

 

Rapport: 

 

 

Conclusions: 

 

 

 

Commitments: 
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Weekly Report of Counseling Services 

 

      Week of: 

 

      Name of School: 

 

      Name of Counselor: 

 

 

 Number of 

Meetings 

Comments 

Individual Counseling   

Small Groups    

Classroom Guidance   

Teacher Conferences   

Parent Conferences   

Telephone Conferences   

Drop-In Counseling   

RTI/S.S.T. Meeting   

Crises   

Referrals Made to Outside Agencies   

Conference with Administrator( s)   

Other: (Conferences attended/taught, 

seminars, other duties) 

  

Only includes those conferences scheduled at school Includes parents, teacher schools, etc. 
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Elementary Student Survey 

 

 TO:  Richmond County Elementary School Students 

 

 FROM: Richmond County Student Services Committee 

 

 In an effort to improve services to the students in our county's schools, the Student 

 Services Committee would appreciate your completing the following form. 

 

 Please circle the number for the grade you are in: 

 

 K 1 2 3 4 5 

 

 How much importance do you believe your school should give to each of the following? 

 Indicate your answers by placing a check in the appropriate column next to each item. 

 

 
Much 

Importance 

Some 

Importance 

Little 

Importance  

Learning To Understand Myself    

Learning To Study    

Learning To Make Decisions    

Learning To Set Goals    

Learning To Take Tests    

Learning About the World of Work    

Getting Along With Others    

Help With Personal Problems    

Help With School Problems    

Information for 4th Graders    

 

      Thank you for completing this form. Return the form to your teacher when you finish. 
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Elementary School Small Group Counseling Request 

 

Class ________________________________       Date  _________________________ 

 

      To:  Classroom Teachers 

 

       From:    Counselor 

 

Please list any student you would like to have included in small group counseling. Self-

referrals are welcome. Suggested topics are: shyness, poor self-image, communication 

problems, responsibility, ability to relate to others, and making friends. 

 

Name Teacher 

Referral 

Self Referral Subject Comments 
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TEACHER VERIFICATION OF CLASSROOM LESSON 
(Please fill out after each session and return it to the counselor) 

 

 

COUNSELOR ___________________________SCHOOL _____________________________ 

 

Date ______________________ Teacher’s Name ____________________________________ 

 

Grade Level ________________  # of Students _____________________________________ 

 

Topic(s) of Session:   

 

 

Teacher and / or Student’s Comments: 

 

 

 

 

Teacher’s Signature ______________________________________________________ 

 

 

 

 

TEACHER VERIFICATION OF CLASSROOM LESSON 
(Please fill out after each session and return it to the counselor) 

 

COUNSELOR ____________________________ SCHOOL ___________________________ 

 

Date ______________________ Teacher’s Name ____________________________________ 

 

Grade Level ________________  # of Students ______________________________________ 

 

Topic(s) of Session:   

 

 

Teacher and / or Student’s Comments: 

 

 

 

 

Teacher’s Signature ___________________________________________________________ 
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Lesson Plan Template 
 

School Counselor: ____________________________________________ Date:  _______  

Activity:  _________________________________________________________________  

Grade(s): ________________________________________________________________  

ASCA Student Standards and Domains:  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

Learning Objective(s): 

1. ______________________________________________________________________  

2. ______________________________________________________________________  

3. ______________________________________________________________________  

Materials: ________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

Procedure: _______________________________________________________________  

 _______________________________________________________________________   

 _______________________________________________________________________  

 _______________________________________________________________________   

Plan for Evaluation: How will each of the following be collected?   

Process Data: ____________________________________________________________  

 _______________________________________________________________________   

 _______________________________________________________________________   

Perception Data (attitudes, skills and knowledge to be impacted): ____________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

Outcome Data (achievement, attendance, or behavior to be impacted): _______________  

 _______________________________________________________________________  

 _______________________________________________________________________  

Please note:  Not all Counseling Core Curriculum can be evaluated via all three types of data. 

 

Adapted from ASCA National Model Lesson Plan Template 
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Elementary School Evaluation of Classroom Lesson 

 

 Date  __________________________   Class  ______________________________ 

 

 Topic of Session: 

 

 Summary of Session: 

 

 Significant Interpersonal Reactions: 

 

 Suggestions for Future Sessions: 

 

 Teacher and/or Counselor's Observation: 

 

 _____________________________________________________________________________ 

 

Teacher's Evaluation of Classroom Lesson 

 

 Date 

 

 Teacher 

 

 Topic(s) of Session: 

 

 Overall Evaluation:     Excellent        Fair       Poor 

 

 Significant Interpersonal Reactions: 

 

 Comments: 

 

          

_____________________________________________________________________________ 

 

Student's Evaluation of Classroom Lesson 

 

Date 

 

Teacher 

 

Like It:  ________Very Much  _____ OK   _______ Not at All 

 

Comments and Suggestions: 

 

 

Please Place in counselor's mailbox. 
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Evaluation Sheet for Group Counseling 

 

Please answer the following questions by placing a checkmark in the yes or no column. 

 

        Yes  No 

 

1. Was the time spent in our group helpful? 

 

2. Did you learn anything about yourself by being in this group? 

 

3. Did you learn anything about being a good student? 

 

4. Would you choose to be in another group? 

 

5. Were you happy with the way the counselor led the group? 

 

6. Did you ever talk to anyone outside of the group about the group? 

 

7. Have you ever talked about our group with your parents? 

 

8. Do you look forward to our meetings? 

 

9. Has there been any change in your work since being in our group? 
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Elementary School Pre-consultation Form 

 

 

To:  ____________________________________________________ 

         Teacher’s Name 

 

I have received a request to work with the following student.  Please complete the form below 

with the information requested.   

 

Please give this office a report on __________________________________________________ 

about the following:           Student’s Name 

 

1. Attendance 

2. Conduct 

3. Attitude. 

4. Ability 

5. Progress. 

6. Grades 

7. Abnormal Behavior 

 

Thank you,  ___________________ 

 

Teacher Period Subject Comments 
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Elementary School Student Progress Report 

 

To _______________________________ Subject _______________________________ 

   Teacher’s Name 

 

 

As a follow-up to our conference, please give a progress report on the below listed student  

by answering the following items below and sharing any additional comments and 

information. 

 

Student’s Name ___________________________________________________________ 

 

 

______________________________  ____________________________ 

                      Counselor      Date 

 

How well does this student: 

 

1. Bring necessary materials to your class? 

 

2. Listen to and follow directions? 

 

3. Concentrate? 

 

4. Use class time efficiently? 

 

5. Participate in class activities? 

 

6. Complete assignments? 

 

7. Show evidence of studying outside- of class? 

 

8. Behave in class? 

 

What is this Student's conduct grade? 

 

         What is this student's grade or grades as of now? 

 

         Comments: 
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Teacher Contact Form 

 

Month ___________________________________________ 

 

Teacher's 

Name 

Date of 

Contact 

Reason for 

Contact 

Follow-up 

Date 
Comments 
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Counseling Program Needs Assessment for Parents 

   

 

The School Counseling Department would like your help in determining priorities for student and 

parent services. Please fill out this survey, and return the form to your school. Use the back for 

additional comments. Thank you! 

 

What kind of counseling services would you like to have available for your child and family: 

 

Very important=3    Somewhat important=2   Not important=1 

 

_____1. Someone for my child to talk with if a crisis occurs at school 

_____2. Someone for my child to talk with if a crisis occurs at home 

_____3. Someone to encourage my child if the school work is unsatisfactory 

_____4. Someone to encourage my child if he/she seems depressed 

_____5. Someone to help plan his/her school choices 

_____6. Someone to explain test scores 

_____7. Someone to refer to other resources for assistance, if necessary 

_____8. Someone to train parents in parenting skills 

_____9. Someone to furnish information about interests and skills for job choices 

____10. Someone to counsel my child during a divorce or loss of a loved one 

____11. Someone to help form a plan for more appropriate behaviors 

____12. Someone to teach good decision making skills 

____13. Someone to teach problem solving techniques 

____14. Someone to teach effective study skills 

____15. Someone to conference with parents 

 
Please circle your five top priorities. 

 
Other Suggestions: 
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Teacher Needs Survey 
 

In order to plan for the needs of our students and our school, we would like to understand better what 

you see as important functions of the counselors. Please mark one answer per item to indicate your 

preferences. 

 

Your feedback is appreciated and will be helpful in designing our program for next year. Thank you, 

in advance, for taking the time to consider the information and respond. 

 

Most Important=3    Important=2     Not important=1 

 

1. Counsel with students in crisis ____ 

2. Lead parent workshops on parenting _____ 

3. Conduct classroom guidance activities _____ 

4. Train staff to utilize affective skills programs within the classroom _____ 

5. Help the faculty get to know each other better _____ 

6. Participate in parent/teacher conferences _____ 

7. Be a supportive listener for you personally _____ 

8. Be of help in handling specific discipline cases _____ 

9. Help with conflict resolution between students _____ 

10. Help with conflict resolution between teacher and student _____ 

11. Counsel with certain students on a long-term basis _____ 

12. Facilitate a teacher support group _____ 

13. Teach study skills _____ 

14. Lead a student motivation group _____ 

15. Lead class meetings _____ 

16. Interpret Standardized test score _____ 

17. Meet with teachers on a regular basis in consultation or SST _____ 

18. Meet with teachers to discuss “at risk” students at the beginning of the school year _____ 

(over) 

19. Run group counseling for students on special topics (loss, family changes, friendship, etc.) _____ 

20. Lead teacher workshop on a specific topic, such as stress, classroom management _____ 

21. Facilitate good public relations _____ 

22. Be a source for referral information _____ 

23. Be a resource for guidance materials _____ 

24. Observe students in the classroom _____ 

 

Other suggestions and ideas for meaningful staff development workshops that counselors might 

provide: 
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Student Needs Survey 

 
Check the five (5) topics of most interest to you: 

 

_____ 1. How to get along better and communicate with my parents 

_____ 2. How to make friends easier 

_____ 3. How to solve my own problems and make good decisions 

_____ 4. How to cope with family problems, like divorce, loss, etc. 

_____ 5. How to express my anger and frustration in a better way 

_____ 6. How to say “no” to someone or something and still be friends 

_____ 7. How to have people like me more 

_____ 8. How I am going to decide what my career will be 

_____ 9. How to understand boy/girl relationships 

____ 10. How to get along better with my teachers 

____ 11. How to be more successful in school 

____ 12. How to avoid not getting uptight before a test 

____ 13. How to handle my stress 

Other suggestions of how your counselor could support you: 
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Small Group Counseling 

Parent Letter 

 

 

Dear Parents: 

 

The Counseling Department offers a variety of small group guidance and counseling programs for 

students. Each group program is voluntary and limited in the number of participants. The groups will 

typically meet once a week during the school day on a rotating schedule, so that students do not 

regularly miss the same subject. Since the number of sessions may range from six to twelve, no subject 

will be missed more than once or twice. Students are responsible for make-up work, and we expect 

them not only to maintain but also to improve their academic performance. 

 

Your child has expressed an interest in, and been interviewed for, the_______________ group. 

The attached sheet provides details about the specific group program in terms of goals and objectives, 

meeting schedule, group leader, and so forth. If you have any questions, please contact the counselor who 

will lead the group. 

 

Most groups have a waiting list, and students cannot participate without parental consent. If you would 

like for your child to have the opportunity to participate in this program, please sign and return the 

bottom portion of this form as soon as possible. 

 

Your comments and suggestions are always welcome as we plan our guidance and counseling program 

each year. Thank you for your continuing support. 

 

Group Counseling Program Parental Consent Form 

 

I hereby grant permission for my son/daughter to participate in the group program at our school. 

 

Student _____________________________________Date  ________________________ 

 

 

Parent  ____________________________________ Phone ________________________ 
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Sample Group Counseling Plan 

 

First Time Fighters, Session 1 

 

Introduction 

 

You are here because you were involved in a fight, and that is not an acceptable way of resolving 

conflicts while attending school. We will meet for two sessions, each one lasting for about 40 minutes. 

Topics we will talk about include: 1) why we have a rule against fighting; 2) some situations that 

.often lead to fights; and 3) what we can do to resolve arguments without fighting and still feel good 

about ourselves. Later on we will role play some situations to give us some practice in working out 

problems. 

 

Ground Rules 

 

First of all, there are some ground rules we need to follow in our discussion, so everyone who cares to 

will be able to share his or her ideas. The rules are simple, really just good manners. 

 

1. One person speaks at a time. 

2. It's OK to disagree--even with me. 

3. It's not OK to put someone down because he or she disagrees with your opinion.  

4. Everyone's opinion is equally important. 

 

Can we all agree to stick with these guidelines? Fine. One more thing: if I feel the discussion is getting 

off track, or we're not following our guidelines, I'll raise my hand like this. That means everyone stops 

and looks at me to see what comes next. I'll try to get back on track again. 

 

Warm-Up 

 

Let's begin with a warm-up activity to help us feel more comfortable with each other. I will begin by 

saying my name and something I like to do. The person next to me will repeat my name and what I 

enjoy doing. Then he or she will say his or her name and favorite activity. Let's give everyone a turn 

for this. 

 

Discussion 

 

Let's begin our discussion. Why does our school have a no-fighting rule? Do you feel this is a fair 

rule? 

 

What would it be like here if there were no rule against fighting? How do your parents feel about your 

fighting? So we have a problem-parents want you to be able to take care of yourselves, and the 

principal says you can't fight. Sounds like we need to figure out some alternatives, at least for getting 

along in school. 
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People who study human behavior have interviewed many kids your age and have found that 

fights seem to fall into four categories. Listen to these and see if you have ever found yourself in 

one of these situations: 

 

ATTENTION: Some kids need to be noticed a lot, and they will do things to get you to pay 

attention to them. If they annoy you long enough, it could lead to a fight. Examples: knocking 

books off your desk, sticking gum in your hair, hiding your things, etc. 

 

POWER: Some kids like to be boss all the time. They insist you do things their way or they 

won't be your friends anymore. Sometimes they try to tell you who you can or cannot hang 

around with. 

 

REVENGE: Some students fight to get even. The want revenge because they feel the other 

person did something to them first. 

 

HELPLESSNESS: Some kids feel unable to look out for themselves. These folks get themselves 

into situations where they get picked on or bullied a lot. Often they will tease someone until a 

fight starts, and then they'll say, "My friend is going to get you for hurting me." 

 

Do any of these situations seem familiar to you? 

 

Now we're going to practice recognizing these four categories or goals of fighters. I'm going to 

repeat statements some fighters have made. Using these four cards as reminders, hold up the card 

that tells what one of the fighters was demonstrating. (Give a set of cards to each person.) 

 

1.  He pushed me, so I pushed him back! (revenge) 

 2.  He keeps on bothering me. He's always hiding my books, or taking my pencils, or pulling    

my hair: (attention) 

3.  She keeps telling me what to do, and if I don't do it, she spreads rumors about me. (power) 

 4.  They keep calling my friend bad names, and she's afraid of them; so I stuck up for her.     

   (helplessness) 

 

Listen to the following situation and imagine yourself as the person who is about to get into a 

fight. Choose the goal from your cards that this situation demonstrates and decide what you 

could do to avoid a fight and still feel good about yourself. 

 

Randy (use a group member's name) is about to walk into his math class. Before he can enter the 

room, two of his friends grab his books and run down the hall. He chases after them only to fine 

they have thrown his books into the large trash can in the hallway. As Randy bends over the 

container to retrieve his books, his friends begin chanting, "Trash-picker, trash-picker." Other 

kids begin to laugh and join in. Randy leaves his books and stomps over to his friends. 

 

         What are Randy's feelings? 

         What category would this fight be? 

        How can Randy avoid a fight and still feel OK about himself? 
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(Emphasize: The more attention given to negative behavior, the more often it will occur; it take 

more courage not to let others control what you do.)   

 

Here is another situation: 

 

Jennifer was in a bad mood when she came to school because her baby sister had torn up her 

homework. As .she is gathering her books from her locker, a passing student trips and 

accidentally knocks her down. Jennifer jumps up ready to slap her classmate. 

 

What is Jennifer feeling? 

What would be the goal for a fight? (revenge) 

How could she help herself and avoid a fight? 

(Emphasize: Being aware of how our moods affect our behavior; when we feel angry, we often 

take it out on others not involved; imagine a STOP sign in our minds before we react 

impulsively.) 

 

Our time is running out. Before we end, let's look at this chart and remember some ideas we have 

discussed. Who would like to complete one of these sentence starters first? 
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STUDY SKILLS 

How to Study 

 

Do you want to get better marks in classes? Almost everyone is interested in keeping his or her 

grades high or in raising them. By following these general suggestions on how to study,  you  

can become a better student. 

 

1.    Be sure that you know exactly what to do. 

 

2.   Write the assignment in a regular notebook that you keep for that purpose. Do not trust  

 your memory. 

 

3.   Reduce to a minimum the distractions for study. Study in a quiet room. 

 

4.   Have a well-lighted desk cleared of all unnecessary objects and with the necessary study           

      material at hand. 

 

5.   Have a planned program of work. Know that to do and how you are going to do it. Focus  

 your attention on the completion of the assignment and work toward that goal. 

 

6.   Try not to have distractions. They make it more difficult to keep your mind on your work. 

 

7.   Avoid interruptions. They are a waste of time and energy. (Have your friends call before             

      after study hours.) 

 

8.   Form the habit of studying in one particular place. 

 

9.   Keep a daily study schedule. By studying at a regular time each day, you can develop   

   good study habits. 

 

10.  Begin your study by working on something fairly easy, and then move on quickly to      

  harder assignments. 

  

11.  Keep studying once you start by reminding yourself of what you will gain when you     

       finish.   It is all right to take a few minutes out to relieve fatigue, but long periods of rest          

       result in wasted time. 

 

12.  Develop the right attitudes. They can help you. Try to find some reason for liking a subject      

        that you are required to study. 

 

13.  Take a farsighted attitude toward learning. The shortsighted attitude that the only value in    

        learning the subject is to pass the course will prevent your from obtaining much from your    

        education for your later life. 
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Elementary School Parent-Teacher Conference Letter 

 

          Dear Parent, 

 

Thank you for helping to make our Parent-Teacher Conference Day successful. We are 

happy to be able to talk with you. We feel your child is special to the teacher and the rest 

of the staff. We realize that each child comes to us with unique needs and talents. You are 

an important influence in your child's life. In fact, we cannot do our job of education 

without your help and understanding. 

 

The teacher has been requested to be as honest as possible when discussing your child's 

strengths and needs. Please understand, the teacher is on your side. The recommendations 

that the teacher offers are meant to help you, your child, and the teacher. We like to feel 

that we can join sides as members of a team.  

 

We, your child's school counselors, are available to help you in any way we can. If you are 

dissatisfied with your child's progress or if you have questions, we will be glad to talk with 

you. No concern is too small; no question should go unanswered. 

 

The school-wide achievement testing, which is part of the statewide testing program, will 

be conducted the third week of April for grades K through 6. You will be notified of the 

results. 

 

[Name] 

 

[Phone] 
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Parent Contact Form 

 

Month _____________________________________ 

 

  

 

Teacher's 

Name 

Date of 

Contact 

Reason for 

 Contact 

Follow-up  

Date 
Comments 

     

     

     

     

     

     

.     
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(This form is available online at the RCSS site under “Frequently Used Forms” in 

fillable PDF” 
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Letter to Parents for Career Development 

 

Dear Parents, 

 

We are planning a series of career awareness and exploration sessions in your child's classroom. 

We are asking parents and others to share with us the kind of work you do by answering your 

child's career interview questions. It is important for students to understand the variety of jobs 

and occupations and to see the connection between school and work. Please take a few moments 

to help your child complete the survey. 

 

We would also welcome visits from parents or other special guests to talk to the class about 

work. If you. can come and speak to our students or can suggest someone who can, please fill out 

the section below and have your child return it to his or her teacher. 

 

Counselor / Teacher's Name:  ___________________________________________________ 

 

Parent's Name: _____________________________ Student's Name:  ___________________ 

  

 

Yes, I can come to your class on _______________________at ________________________. 

 

I cannot come, but I suggest that you contact _____________________ at _________________. 
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Agency Contact Form 

 

Month __________________________________________ 

  

 

Agency Date of 

Contact 

Name of Person 

Contacted 

Reason for Contact 

or Person Referred 

Follow-Up 

Date 

Action Taken 
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  Questions for Career Interview 

 

1.  What is your occupation? 

 

2.  What kind of training did you have for this occupation? 

   

3.  Did you have other jobs before this one?  How many? 

 

4.   Why did you leave each job?   

 

5.  How do you feel about the work you do now? 

 

6.  How does this job make you feel about yourself? 

 

7.   What are some of the special skills, talents, interests that you possess that help you to do  

  this job well or that cause you to enjoy doing this job? 

 

8.  What kind of lifestyle does this occupation allow you to have?  Are you happy with this  

      lifestyle? 

 

9.  What are some of the positive and negative things about your job? 

 

10.  If you could do it all over again, what career would you choose? 

 

  



206 

 

 

CAREER GUIDANCE TRACKING FORM 

 

 

 

HB 713 mandates a comprehensive K-12 career development process.  To support schools in 

fulfilling these requirements, the grade specific career awareness activities listed as an indicators 

on the College and Career Ready Performance Index (CCRPI), have been developed to assist 

students with career awareness.   

 

The Georgia Department of Education has developed seventeen (17) elementary career 

awareness activities for local school systems to use as a guide to assist with the implementation 

of the College and Career Readiness Performance Indicators appropriate for the career awareness 

and career development indices.  As an additional resource, The Georgia Department of 

Education has created an Elementary Tracking Form for HB 713 to assist local school systems 

in tracking completed and uncompleted career activities for transferring students.  The form will 

provide accountability documentation for students as they move from one school or school 

system to another.  It also provides a method for the career cluster activities facilitator to have a 

record of the activities that need to be completed by the student in a timely manner. 

 

It is recommended that a designated person keep a record of completed activities as 

documentation, so that when a student transfers to a new school, the completed and uncompleted 

activities can be tracked and listed and the tracking form will follow the student to the new 

school. The tracking form helps with a consistency of record keeping for the local school 

systems as local schools need to maintain rolls per grade level of those students who have 

participated in career awareness activities.   

 

This process will help ensure the legislative mandate of HB 713 is being met to enable students 

to graduate with a vision that will lead them successfully into the career planning process.  

Please remember that appropriate documentation should be maintained as a reporting 

requirement of the College and Career Ready Performance Index.   

 

The elementary grade level activities can be accessed by clicking on the following link: 

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Elementary-

Cluster-Activities.aspx 

 

  

 

  

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Elementary-Cluster-Activities.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Elementary-Cluster-Activities.aspx
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Elementary Career Awareness Activities Tracking Form 

 

Student Name: (Please Print) _________________________ Grade Level______ 

 

Name of Current Enrolled School______________________ System_____________________ 

     

Name of Receiving School___________________________ System_____________________ 

 

Name of School Official Completing Form: (Please 

Print)____________________________________ 

  

 Title____________________________________ 

 

              Signature________________________________  

 

            Phone Number____________________________ 

 

            Email address_____________________________ 

 

Instructions: Please check the appropriate box for completed and not completed career 

activities  

Grade 1 Activities Completed  

(  ) Agriculture, Foods, & Natural Resources 

(  ) Law, Public Safety, Corrections & Security 

(  ) Transportation, Distribution & Logistics 

Grade 2 Activities Completed 

(  ) Arts, AV/Technology, & Communications 

(  ) Education & Training 

(  ) Health Science 

Grade 3 Activities Completed 

(  ) Energy 

(  ) Hospitality & Tourism 

(  ) Human Services 

Grade 4 Activities Completed 

(  ) Architecture & Construction 

(  ) Business Management & Administration 

(  ) Manufacturing 

(  ) Science, Technology, Engineering, & Mathematics (STEM) 

Grade 5 Activities Completed 

(  ) Finance 

(  ) Government &  Public Administration 

(  ) Information Technology 

(  ) Marketing 

Grade 5 Career Portfolio 

(  ) Completed 

 

For questions, please contact Dr. Myrel Seigler, Program Manager for School Counselors, 

at mseigler@doe.k12.ga.us or 404-657-8324. 

mailto:mseigler@doe.k12.ga.us
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School Counseling Quarterly Report Form (                                 Quarter) 

 

Counselor:      School:     

  

 

 Elementary   Middle   High    Other 

 

Directions:  Please fill in the information in the spaces provided.  If you did not have activities in 

a particular category, please write “None.”  Submit this form to Student Services. Number of 

Individual Sessions:    

Number of Parent Conferences (including RTI, 504, phone, personal conferences):   

Number of consultations with staff concerning student/school needs:   

Number of Referrals to DFACS (for issues of abuse and neglect)     

Number of Referrals to Social Worker (family needs, homelessness, attendance, zone 

verification, etc.)   

Number of Referrals to School Psychologist:       

Number of Referrals to other Community Agencies (mental health agencies, colleges, etc.)  

 

Core Curriculum (Classroom Guidance)/ Large Group Sessions 

Grade Topic Number of 

Students 

Served 

Date 

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    

    



209 

 

 

Grade Topic Number of 

Students 

Served 

Date 

Grade Topic Number of 

Students 

Served 

Date 

    

    

    

    

    

    

    

    

 

 

Small Group Sessions (several sessions with identified students on specific topics) 

Grade (s) Topic Number of 

Students 

Served 

Date(s) 

    

    

    

    

    

    

    

    

    

    

    

    

    

 

Actions towards SMART Goal(s): Please list any specific activities/ actions you have 

implemented towards achieving your identified SMART goal: 

Goal  

(write in the goal) 

Activity Results/Feedback/Impact/

Observations 
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School-Wide Programming: Please list school-wide activities that you have facilitated or in 

which you have participated during this quarter.   
Examples:   Special events (Red Ribbon Week), New Student Orientations, Freshman Orientations, Workshops, 

Parent Meetings, College Night, Dual Enrollment Coordination, Peer Mediation, TAA Coordination, Open House 

 

Activity/ Event Date 

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

Professional Development Activities:  List any activities in which you have participated for 

professional growth. 

   

  Dates Activity (Meetings/Trainings/ Webinars/ Conferences) 
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Other Non-Counseling Related/Fair-Share Responsibilities:  List any other responsibilities 

you fulfilled during this quarter that were not direct or indirect services to students or activities 

related to maintaining your counseling program. 

 

Responsibility/Activity/ Event Frequency/Date(s)  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

 

Comments/ Goals for Upcoming Quarter: 

 

Counselor:            

             

             

             

             

      

 

Principal:            

             

             

             

             

              

 

 

 

 

 

 

Counselor’s Signature:       Date:              

  

Principal’s Signature:        Date:     
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 ASCA National Model School Counseling 
Program SMART Goals Worksheet 
 

Specific Issue 

What is the specific issue 

based on our school’s 

data? 

 

Attainable  

What outcome would 

stretch us but is still 

attainable? 

 

Time Bound  

When will our goal  

be accomplished? 

 

Measurable  

How will we measure  

the effectiveness of  

our interventions? 

 

Results-Oriented 

Is the goal reported in 

results-oriented data 

(process, perception and 

outcome)? 

 

 
School: ___________________________________________Year: ___________________  

School Counselor(s):  _______________________________________________________  

Based on the information above, write a single goal statement sentence 
Example: By the end of the year, the number of discipline referrals will decrease by 20 percent. 

 ________________________________________________________________________  

 ________________________________________________________________________  

 ________________________________________________________________________  
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Individualized Comprehensive 

School Counseling Plan  

20  – 20  

 

 
 

Sample School 
 

Name of Principal 

Name(s) of School Counselors 

Names of Secretary 
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Section I 

Foundation 

 
In this section, you will essentially lay the foundation for your counseling program.  
You should share information about your school, beliefs, vision, mission, etc. 
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Richmond County Mission:   The mission of the Richmond County School System is 
building a world-class school system through education, collaboration, and innovation. 

.    
Richmond County Motto:   “learning today…leading tomorrow.” 
 

Richmond County Beliefs: 

1. Every person has the right to a quality education. 

 

2. Education is the shared responsibility of the individual, home, school and community. 

 

3. Every person can learn. 

 

4. Respect and acceptance are essential for learning and personal development. 

 

5. A safe, healthy, and orderly environment is essential to learning. 

 

6. Communication is the key to understanding among people. 

 

7. Excellence cannot be compromised. 

 

 

Brief School Description 
 

You can include your school data profile here.  

Give an overview of the school to include information such as: 
 Demographic profile:  Number of students, ethnicity breakdown; free-reduced lunch; Special 

education; 

 Special programs 

 Graduation rate 

 CCRPI scores 

 

 

 
School Counseling Program 

 

Vision 
Write a statement that explains what you want to see as the end result of students who 

have participated in the school counseling program.   These outcomes should be related to 

achievement and other outcomes – how do you see students functioning, feeling, contributing in 

10 – 15 years. 
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Mission  
Write a statement that explains how you will bring the vision to pass (ie. Include something 

about implementing a comprehensive counseling program).  It should tie into the overall RCSS 

and school mission. 

   

Beliefs: 

Write statements that express: 

 your beliefs about how children achieve  

 how the counseling program meets needs 

 the counselors’ role  

 how ethical standards guide counselor’s work 

 how data will be used in your program 

  

 

 

You may also include  a statement of other guidelines/laws that guide your program development 

such as: 

 Bridge Bill (HB 400) 

 ASCA Model Program guidelines (including ASCA Student Mindsets and Behaviors) 

 School Improvement Plan 

 CCRPI objectives 

 

  

 

Delivery Model for Services Provided through the School Counseling 

Program 
 

Direct & Indirect Services (Goal: 80% of time allotted) 

Support Services (20% of time allotted) 

 

Direct Student Services (80% of time)  

School Counseling Core Curriculum:  activities designed to ensure that all students in the 

same way master the skills and knowledge of educational objectives.  i.e.  Classroom and small 

or large group activities. 

 

 Individual Student Planning:  activities to help students monitor and direct their own 

learning and personal development, to include individual advisement/academic counseling, RTI 

committee membership, and career/occupational exploration. 

 

 Responsive Services:  Counselors’ reacting to the immediate needs and concerns of 

individuals, to include sharing of information, personal counseling, small groups, crisis 

counseling, consultation, conferences, and referral to community agencies. 
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Indirect Student Services  

 Referrals:  students and parents referrals to school or community resources for additional 

assistance or information.  These referrals may be for academic, career or personal/social 

support. 

 

Consultations: discussion with parents, teachers, other educators and community 

organizations to support student development in the academic, personal/social and career 

domains. (i.e. teacher or parent conferences) 

 

Collaboration: working with other educators, parents, and the community to support 

student achievement and advocate for equity and access for all students.  (professional 

development, workshops, cooperative projects) 

 

 

Support Services: (20% of time) 

  The program will also include activities that are designed to establish, maintain, and 

enhance the provision of direct and indirect services.  These activities may include program 

development/management /operation, curriculum/materials development, and data analysis 

(accountability measures).  Self-analysis of counselor strengths and areas for improvement will 

be conducted annually. 

 

Non-Counseling Administrative Assignments:  The counselors, as are other staff members, are 

called upon to carry out other assigned duties.  These may include assisting with records, 

scheduling and special program coordination.  These fair-share responsibilities should be 

included in the 20% of time allotted or support services. 

 
 Resources 

 What resources (human, financial, materials) do you have to support your program? 

Advisory Committee (Optional for 16-17) 

Include a statement of how you hope to utilize an advisory committee to help guide your 

program 

 

Accountability 

Explain how you will document the services you provide: 

o Ex. – maintain a portfolio including things such as 

o Verification of classroom lessons 

o Data from interventions/lessons 

o Sign/in sheets 

o Contact logs (parents, colleges,  etc.) 

o Calendars (weekly and/or monthly) 

o Referrals 

o Quarterly School Counseling Reports 
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Section II 

Data Analysis 
 

 

In this section, include data about your school.  This data is the foundation for your 2-3 SMART 

goals related to attendance, discipline or achievement.  

 

You can summarize the results of your review of data: 

 

 Needs assessments from students, parents, staff (if used – not required) 

 

Online Places to Access Data 

 

Source Link Type of Information 

Georgia 

Student 

Health Survey 

http://www.gadoe.org/Curriculum-

Instruction-and-Assessment/Curriculum-and-

Instruction/GSHS-II/Pages/GSHS-

Results.aspx 

 

Socio-emotional data; 

student perceptions,  

CCRPI 

Reports 

http://www.gadoe.org/CCRPI/Pages/default.a

spx 

Achievement, Career 

Data 

Governor’s 

Office of 

Student 

Achievement 

Report Card (works best with Mozilla or 

google chrome to see it.) 

https://gosa.georgia.gov/report-card 

Gives information on 

graduation rates, 

student attendance, 

HOPE eligibility, 

retention 

 

Georgia 

Appleseed – 

Keeping Kids 

in Class 

Toolkit 

https://gaappleseed.org/initiatives/toolkit/susp

ension-rate 

 

Suspension Rates 

SLDS Located in Infinite Campus; on the “index” 

tab.  Click on SLDS 

Enrollment 

information, 

attendance, 

assessment 

information.  

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Curriculum-and-Instruction/GSHS-II/Pages/GSHS-Results.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Curriculum-and-Instruction/GSHS-II/Pages/GSHS-Results.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Curriculum-and-Instruction/GSHS-II/Pages/GSHS-Results.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Curriculum-and-Instruction/GSHS-II/Pages/GSHS-Results.aspx
http://www.gadoe.org/CCRPI/Pages/default.aspx
http://www.gadoe.org/CCRPI/Pages/default.aspx
https://gosa.georgia.gov/report-card
https://gaappleseed.org/initiatives/toolkit/suspension-rate
https://gaappleseed.org/initiatives/toolkit/suspension-rate
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(You do not have to include this in your plan.  Included as a tool to help collect data) 

 

School Data Profile Template 
    

SCHOOL DATA PROFILE 

SCHOOL YEAR       

Enrollment  # % # % # % 

Total enrollment             

Gifted (school-based)             

ESOL             

Special education services             

              

SCHOOL YEAR       

Dropout Rate  % % % 

All students       

Asian or Pacific Islander       

Black       

Hispanic/Latino       

White       

Students with disabilities       

Students identified as disadvantaged       

Limited-English-proficiency students       

        

Graduation/Promotion Rate  % % % 

All students       

Asian or Pacific Islander       

Black       

Hispanic/Latino       

White       

Students with disabilities       

Students identified as disadvantaged       

Limited-English-proficiency students       

        

SCHOOL YEAR       

Attendance  % % % 

All Students       

Asian or Pacific Islander       

Black       

Hispanic/Latino       

White       

Students with disabilities       

Students identified as disadvantaged       



220 

 

 

Limited-English-proficiency students       

        

SCHOOL YEAR       

Students with Disabilities # % # % # % 

All Students with disabilities             

Asian or Pacific Islander             

Black             

Hispanic/Latino             

White             

Other             

              

SCHOOL YEAR       

School Safety # % # % # % 

Weapons offenses             

Offenses against students             

Offenses against staff             

Alcohol, tobacco, drug offenses             

Disorderly or disruptive behavior             

Technology offenses             

              

SCHOOL YEAR       

Engagement Data # % # % # % 

Students in rigorous courses             

Students graduating without retention             

Students in extracurricular activities             

Student detentions             

Student suspensions             

              

SCHOOL YEAR       

Achievement # % # % # % 

All students with disabilities             

Asian or Pacific Islander             

Black             

Hispanic/Latino             

White             

Other             

              

SCHOOL YEAR       

Achievement  # % # % # % 

All students with disabilities             

Asian or Pacific Islander             

Black             

Hispanic/Latino             
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White             

Other             

              

SCHOOL YEAR       

Achievement  # % # % # % 

All students             

Asian or Pacific Islander             

Black             

Hispanic/Latino             

White             

Other             

              

SCHOOL YEAR       

Achievement  # % # % # % 

All students             

Asian or Pacific Islander             

Black             

Hispanic/Latino             

White             

Other             

              

SCHOOL YEAR       

Achievement # % # % # % 

All students             

Asian or Pacific Islander             

Black             

Hispanic/Latino             

White             

Other             
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Section III - Delivery 

Program Goals & 

Plan of Action 
 

This sections includes your  goals, action plans and calendars.   

 

Include: 

 2 – 3 SMART goals you will work on this year  

o Action steps you will take towards the goal 

o How you plan to measure the achievement of the goal 
 

You may also include other program goals (such as improving parent communication, use of 

technology, etc.) 

 

 Curriculum  Action Plan (template included) 
On the Curriculum Action Plan template, you should identify the lessons you will use to reach 

your SMART Goals.  Also, you should list the other lessons you intend to teach throughout the 

year.  If you have topics that are being addressed through Teachers-As-Advisors, you can include 

them in your Curriculum Plan.  

 

Considerations:  

o What lessons will you work on with each grade level? 
 

o When do you plan to teach certain lessons? 

 

o Be sure to include BRIDGE Bill Requirements for college/career 

readiness (grades 6 – 12) 
Bridge Bill checklist link:  

http://www.gcic.peachnet.edu/content/helpyourself/Document/ADVISEMENT%

20Checklist%20GCIS.pdf 

 

o Include career cluster lessons for K – 5  

 Link for Career Cluster lesson information: 

https://www.gadoe.org/Curriculum-Instruction-and-

Assessment/CTAE/Pages/Elementary-Cluster-Activities.aspx 

http://www.gcic.peachnet.edu/content/helpyourself/Document/ADVISEMENT%20Checklist%20GCIS.pdf
http://www.gcic.peachnet.edu/content/helpyourself/Document/ADVISEMENT%20Checklist%20GCIS.pdf
https://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Elementary-Cluster-Activities.aspx
https://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Elementary-Cluster-Activities.aspx
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o Identify the ASCA Mindsets and/or Behaviors the lesson is targeting. 

 

 Calendars 

o Annual calendar 

 Are there specific programs/ school-wide activities you are planning? 

 Includes activities such as  

 back-to school night 

 Freshman Orientation 

 MOWR meetings 

 Parent Meetings 

 College or Career Nights 

 Advisory council meetings 

 Other activities that you are aware of for the year that will impact your 

program (standardized testing) 
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Goals: 
 
Goals should be specific, measurable, attainable, results-oriented and time-bound. 

 
Example:  By the end of the year, the number of discipline referrals for third grade students will decrease 
by 20 percent. 
 

 
 
 
The goals that will be addressed through the counseling program are: 
 
 
1. 
 
 
 
2. 
 
 
 
3. 
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Georgia Counseling Core Curriculum Action Plan 
 

School:            Year: 

Counselor(s):  

Program Goal: 

 

Lessons and Activities Related to Goal (in chart): 
Grade 

Level 

Lesson 

Topic 

Lesson Will 

Be Presented 

In Which 

Class/ 

Subject 

ASCA 

Mindset 

and/or 

Competency 

Curriculum and 

Materials 

Projected 

Start/End 

Process Data 

(Projected 

number of 

students 

involved and 

lessons to be 

delivered) 

Evaluation:  How will counselor measure 

results? 

Perception Data 

(attitudes, skills and 

knowledge to be 

impacted) 

Outcome Data 

(Achievement, 

attendance and/or 

behavior data to be 

collected) 

                  

                  

                  

                  

*Please note:  Not all counseling core curriculum lessons will be related to a program goal and will have evaluation methods via 
perception and outcome data.  
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Small Group Action Plan 
 

School:            Year: 

Counselor(s):  

 

Group Name:  

Program Goal”  

Target Group and data used to identify students:  

 

:Grade 

Level 

Small Group 

Objective/ 

Goal 

ASCA Mindset 

and/or 

Competency 

Resources Needed Projected 

Start/End 

Process Data 

(Projected 

number of 

students 

involved) 

Evaluation:  How will counselor measure results? 

Perception Data 

(attitudes, skills and 

knowledge to be 

impacted) 

Outcome Data 

(Achievement, 

attendance and/or 

behavior data to be 

collected) 
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Annual Calendar 

School -Wide Activities/Workshops 
 

 

Activity/Workshop 
Target 

Audience 

ASCA 

Domain 

(Academic, 

Personal/Soci

al, Career) 

ASCA Mindsets and or 

Behaviors 

Timeline  

(when you plan to 

conduct the activity) 
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Mindsets & Behaviors Planning Tool 

This form is a tool you can use in planning your overall school counseling curriculum.  

Indicate the grade level you plan to address any standard in the cells below.  

It isn’t necessary to address each standard each year. Grade Level 

Mindsets Academic Career 
Social/ 

Emotional 

1. Belief in development of whole self, including a healthy 

balance of mental, social/emotional and physical well-being 
   

2. Self-confidence in ability to succeed    

3. Sense of belonging in the school environment    

4. Understanding that postsecondary education and life-long 
learning are necessary for long-term career success 

   

5. Belief in using abilities to their fullest to achieve high-quality 

results and outcomes 
   

6. Positive attitude toward work and learning    

Behavior: Learning Strategies     

1.   Demonstrate critical-thinking skills to make informed 

decisions 
   

2.   Demonstrate creativity    

3.   Use time-management, organizational and study skills    

4.   Apply self-motivation and self-direction to learning    

5.   Apply media and technology skills    

6. Set high standards of quality    

7. Identify long- and short-term academic, career and 

social/emotional goals 
   

8. Actively engage in challenging coursework    

9. Gather evidence and consider multiple perspectives to make 

informed decisions 
   

10. Participate in enrichment and extracurricular activities    

Behavior: Self-Management Skills    

1. Demonstrate ability to assume responsibility    

2. Demonstrate self-discipline and self-control    

3. Demonstrate ability to work independently    

4. Demonstrate ability to delay immediate gratification for long-

term rewards 
   

5. Demonstrate perseverance to achieve long- and short-term 

goals 
   

6. Demonstrate ability to overcome barriers to learning    

7. Demonstrate effective coping skills when faced with a 

problem 
   

8. Demonstrate ability to balance school, home and community 

activities 
   

9. Demonstrate personal safety skills    

10. Demonstrate ability to manage transitions and ability to 

adapt to changing situations and responsibilities 
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Behavior: Social Skills    

1. Use effective oral and written communication skills and 

listening skills 
   

2. Create positive and supportive relationships with other 

students 
   

3. Create relationships with adults that support success    

4. Demonstrate empathy    

5. Demonstrate ethical decision-making and social responsibility    

6. Use effective collaboration and cooperation skills    

7. Use leadership and teamwork skills to work effectively in 

diverse teams 
   

8. Demonstrate advocacy skills and ability to assert self, when 

necessary 
   

9. Demonstrate social maturity and behaviors appropriate to 

the situation and environment 
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Section IV -Agreement 

 

In this section, you need to include a copy of the signed partnership agreement.   
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Annual Partnership Agreement 
Adopted from the American School Counselor Association 

 
School Counselor______________________________________ Year _____________________________________  

 

School Counseling Program Mission Statement 

 _____________________________________________________________________________________________  

 _____________________________________________________________________________________________  

 _____________________________________________________________________________________________  

 

School Counseling Program Goals 

The school counseling program will focus on the following achievement, attendance, behavior and/or school safety goals this year. Details of 

activities promoting these goals are found in the curriculum, small-group and closing-the-gap action plans.  

 

Program Goal Statements 

1  

2  

3  

 

Use of Time  

I plan to spend the following percentage of my time delivering the components of the school counseling program. All components are 

required for a comprehensive school counseling program. 

 

 Planned Use Recommended 

Direct Services to 

Students 

 

_____% 

of time delivering school 

counseling core curriculum 

Provides 

developmental 

curriculum content in 

a systematic way to 

all students 

 

 

 

 

 

 

 

 

80%  

or more 

 

_____% 

of time with individual student 

planning 

Assists students in 

the development of 

educational, career 

and personal plans 

 

_____% 

of time with responsive 

services 

Addresses the 

immediate concerns 

of students 

Indirect Services for 

Students 

 

_____% 

of time providing referrals, 

consultation and collaboration 

Interacts with others 

to provide support 

for student 

achievement 

Program Planning 

and School Support 

 

_____% 

of time with foundation, 

management and 

accountability and school 

support 

Includes planning 

and evaluating the 

school counseling 

program and school 

support activities 

 

 

20%  

or less 

 

Advisory Council 

The school counseling advisory council will meet on the following dates. 

 _____________________________________________________________________________________________  

 

Planning and Results Documents 

The following documents have been developed for the school counseling program. 

__ Annual Calendar  __ Closing-the-Gap Action Plans 

__ Curriculum Action Plan __ Results Reports (from last year’s action plans) 

__ Small-Group Action Plan 

 

Professional Development  

I plan to participate in the following professional development based on school counseling program goals and my school counselor 

competencies self-assessment.  

 _____________________________________________________________________________________________  
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Professional Collaboration and Responsibilities (Choose all that apply.)   

Group Weekly/Monthly Coordinator 

A. School Counseling Team Meetings   

B. Administration/School Counseling Meetings   

C. Student Support Team Meetings   

D. Department Chair Meetings   

E. School Improvement Team Meetings   

F. District School Counseling Meetings   

G. (Other   

 

Budget Materials and Supplies 

Annual Budget $__________  Materials and supplies needed:  

 _____________________________________________________________________________________________  

 _____________________________________________________________________________________________  

 

School Counselor Availability/Office Organization 

 

The school counseling office will be open for students/parents/teachers from ______to_______ 

My hours will be from __________to__________ (if flexible scheduling is used)  

The career center will be open from ___________to__________ 

 

Role and Responsibilities of Other Staff and Volunteers 

School Counseling Department Assistant ____________________________________________________________  

Attendance Assistant Clerk _______________________________________________________________________  

Data Manager/Registrar __________________________________________________________________________  

Career and College Center Assistant ________________________________________________________________  

Other Staff ____________________________________________________________________________________  

Volunteers ____________________________________________________________________________________  

 

School Counselor Signature ______________________________________________________________________  

Principal Signature _____________________________________________________________________________  

Date _________________________________________________________________________________________  
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American School Counselor Association Member Benefits & Info 

Join Now!  

Professional school counselors across the country and abroad all share the same vision – to do the best job they can for the 

students under their guidance and care. Academic success alone isn’t enough to ensure today’s students are prepared to be 

tomorrow’s adults. They also need to focus on career and social/emotional development. 

 

Professional school counselors are a vital part of helping children develop into well-rounded individuals. And ASCA is a vital part 

of helping school counselors develop the programs necessary to meet students’ needs. 

 

An ASCA membership offers you more than just periodicals, professional development and peer networking. Although it offers 

that too! Joining the only organization dedicated to furthering the needs and mission of school counselors helps you grow 

professionally as well as personally. You’ll learn about best practices in school counseling. You’ll benefit from others’ experience 

and research. Most of all, you’ll know you’re joining with thousands of other professional school counselors to share a common 

vision – that of turning today’s youth into tomorrow’s leaders. 

 

Professional School Counseling Journal: ASCA's award winning journal provides peer-reviewed articles on school counseling 

theory, research, practice, and techniques. your subscription helps you stay on top of the latest theories and advances in the 

field. Members have access to full-text articles and archives online.  

 

ASCA School Counselor Magazine: A slick, full-color bimonthly magazine, ASCA School Counselor gives members a place to 

turn for practical, how-to articles addressing the issues school counselors face on a daily basis. A $90 value. 

 

Discounted Publications: ASCA publishes and/or resells myriad publications targeting areas such as school violence, 

comprehensive guidance programs, career counseling, social development and more. Stay on top of your game with discounted 

publications from ASCA. 

 

Professional Development: As everyone knows, it's important to participate in regular, certified professional development 

opportunities. In addition to its annual conference, webinars and local workshops, ASCA also partners with other organizations 

to offer members training in areas such as ethics, career counseling and more. 

 

Liability Insurance: Don't take unnecessary risks with your career and financial stability. Protect yourself with FREE 

professional liability insurance developed especially for ASCA professional and student members. 

 

Free Resources: One of the best benefits of ASCA membership is access to a plethora of free resources. From sample lesson 

plans to job descriptions, checklists to to back-to-school handouts, your membership opens the door to a world of materials to 

use on a daily basis. 

 

Online Membership Directory: Looking for school counselors in your geographic area or level for networking purposes? Need 

to get in touch with another member you met at a training seminar? ASCA's online membership directory not only provides the 

information you need right at your fingertips, but it also gives you the opportunity to update your own membership listing online, 

ensuring you never miss news or information from your professional association. 

 

ASCA Aspects: Keep on top of new projects, resources and member benefits with ASCA’s monthly e-newsletter. If you’re an 

ASCA member and don’t receive Aspects each month, check your membership listing and make sure you’ve selected “receive 

ASCA Aspects.” 

 

Member Logo: As an ASCA member, you can use the ASCA MEMBER logo on your business cards, website, letterhead, etc.  

 

 

  

https://asca.impakadvance.com/members_online/members/newmember.asp?action=
https://www.schoolcounselor.org/school-counselors-members/publications/professional-school-counseling-journal/professional-school-counseling-online
https://www.schoolcounselor.org/school-counselors-members/publications/professional-school-counseling-journal/professional-school-counseling-online
https://www.schoolcounselor.org/magazine/home-page
https://www.schoolcounselor.org/magazine/home-page
https://www.schoolcounselor.org/school-counselors-members/online-bookstore
https://www.schoolcounselor.org/school-counselors-members/professional-development
https://www.schoolcounselor.org/school-counselors-members/member-benefits-info/liability-insurance
https://www.schoolcounselor.org/school-counselors-members/asca-resource-center
https://asca.impakadvance.com/members_online/members/directoryi.asp
https://www.schoolcounselor.org/
https://www.schoolcounselor.org/asca/media/asca/logos/Member-lo-res.gif
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