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RICHMOND COUNTY SCHOOLS 
 

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 High School Counselors’ Handbook has been prepared to serve as a resource for high school 

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 school counseling program which promotes school success through learning 

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

all students.  

 

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 high 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 

 

Democracy is not only a form of government; it is a way of life and quality of human spirit.  In 

Richmond County the purpose of education is based on the belief that the school is a primary 

institution of society.  The school has a responsibility for helping all students develop attitudes, 

capabilities, and skills that will help them become productive members of society.  This means 

that the school must provide the opportunities needed by students to cultivate their mental, 

physical, moral, and spiritual talents to their highest potential. It must provide many 

opportunities needed by students to cultivate their mental, physical, moral, and spiritual to their 

highest individual potentials.  It must provide many opportunities for students to become 

familiar with various careers and vocations, and it must provide continuous guidance to the 

individual student in the selection of school programs to meet individual needs.  Attention must 

be given to understanding the learning process, to improving organizational and teaching 

techniques, and to various materials.  Provisions must be made for all types of learners, 

including the academically gifted, the slower learning, and the mentally and physically disabled. 

 

Every effort should be made to teach the fundamental skills thoroughly and meaningfully so that 

the individual may gain those skills needed for total development.  Emphasis should be placed 

on a basic academic curriculum, which meets the individual needs of students with various 

abilities, background and interests. 

 

The RCSS high school counseling program is: 

 

 student-centered;  

 a prevention/intervention support service; 

 designed to aid young adults  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 young adult to reach 

his/her fullest potential emotionally, socially and academically; and  

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

environment and achieve academic success 
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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. 



8 

 

 

  



9 

 



10 

 



11 

 

Why Secondary School Counselors? 

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

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

generation of parents, workers, leaders and citizens,” students need support, guidance and 

opportunities during adolescence, a time of rapid growth and change. Adolescents face unique and 

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

 

Secondary School Students' Developmental Needs 
High school is the final transition into adulthood and the world of work as students begin separating 

from parents and exploring and defining their independence. Students are deciding who they are, what 

they do well and what they will do when they graduate. During these adolescent years, students are 

evaluating their strengths, skills and abilities. The biggest influence is their peer group. They are 

searching for a place to belong and rely on peer acceptance and feedback. They face increased 

pressures regarding risk behaviors involving sex, alcohol and drugs while exploring the boundaries of 

more acceptable behavior and mature, meaningful relationships. They need guidance in making 

concrete and compounded decisions. They must deal with academic pressures as they face high-stakes 

testing, the challenges of college admissions, the scholarship and financial aid application process and 

entrance into a competitive job market. 

 

Meeting the Challenge 

Secondary school counselors are professional educators with a mental health perspective who 

understand and respond to the challenges presented by today’s diverse student population. Secondary 

school counselors do not 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 success in school. School counselors align and work 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. The ASCA National Model: A Framework For School Counseling Programs, with its data-

driven and results-based focus, serves as a guide for today’s school counselor, who is uniquely trained 

to implement this program. 

 

Secondary School Counselors Implement the School Counseling Program by Providing: 

 

Core Curriculum Lessons (Classroom Guidance) 

 

 Academic skills support 

 Organizational, study and test-taking skills 

 Postsecondary planning and application process 

 Career planning 

 Education in understanding self and others 

 Coping strategies 

 Peer relationships and effective social skills 

 Communication, problem-solving, decision-making, conflict resolution and study skills 
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 Career awareness and the world of work 

 Substance abuse education 

 Multicultural/diversity awareness 

 

Individual Student Planning 

 

 Goal setting 

 Academic plans 

 Career plans 

 Problem solving 

 Education in understanding of self, including strengths and weaknesses 

 Transition plans 

Responsive Services 

 

 Individual and small-group counseling 

 Individual/family/school crisis intervention 

 Peer facilitation 

 Consultation/collaboration 

 Referrals 

System Support 

 

 Professional development 

 Consultation, collaboration and teaming 

 Program management and operation 

These examples are not intended to be all-inclusive 

 

Secondary School Counselors Collaborate with: 

 

Parents  

Academic planning/support  

Postsecondary planning  

Scholarship/financial search process  

School-to-parent communications  

School-to-work transition programs  

One-on-one parent conferencing  

Referral process 

Students 

Academic support services  

Program planning  

Peer education program  

Peer mediation program  
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Crisis management  

Transition programs 

 

Teachers 

Portfolio development, providing recommendations and assisting students with the postsecondary 

application process  

Classroom guidance lessons on postsecondary planning, study skills, career development, etc.  

School-to-work transition programs  

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

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

 

Administrators 

School climate  

Academic support interventions  

Behavioral management plans  

Schoolwide needs assessments  
Data sharing  

Student assistance team development 

 

Community 

Job shadowing, worked-based learning, part-time jobs, etc.  

Crisis interventions  

Referrals  

Career education 

 

Why High School Counselors? 

High school years are full of growth, promise, excitement, frustration, disappointment and hope. It is 

the time when students begin to discover what the future holds for them. Secondary school counselors 

enhance the learning process and promote academic achievement. School counseling programs are 

essential for students to achieve optimal personal growth, acquire positive social skills and values, set 

appropriate career goals and realize full academic potential to become productive, contributing 

members of the world community. The high 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 educational reform and challenges facing today’s students. 

Professional association membership is encouraged as it enhances the school counselor’s knowledge 

and effectiveness.
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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 HIGH SCHOOL  

COUNSELING ACTIVITIES  

Program Planning & Counselor Evaluation 

1. Submit an individualized comprehensive counseling 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 school counseling plan for the year 

 

3. Attend Annual Evaluation Conference with principal 

 

Direct & Indirect Services to Students 

 

1. Plan and conduct core curriculum (classroom guidance) activities to meet the needs of all 

students in the social/emotional, academic and career planning domains.  

 

2. Counsel students individually and/or in small groups.  

 

3. Advise students in their academic planning for the school year.  This includes counseling with 

students, individually and/or in groups, who either have been referred or are at risk of failure for 

the school year. 

 

4. Maintain accurate Academic Checksheets on students and provide academic status letters, 

including transcripts to seniors and underclassmen on an annual basis.   

 

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

 

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

 

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

students with handicapping conditions. 

 

8. 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. 

 

9. Publicize to students and families: 

a. school and community summer programs 

b. scholarships. 

c. Move on When Ready 

 

10. Confer with the following personnel as needs arise:  

a. Administrators 

b. School Social Workers 

c. School psychologist 

d. Community agencies and their personnel 

e. Colleges/Universities 

f. Armed Forces Representatives 



28 

 

 

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

students. 

 

12. Participate in parent and/or teacher conferences as needed.  

 

13. Assist in coordinating Career Development activities in the high school.  This includes at a 

minimum ensuring the completion of college and career awareness activities for grades 9 - 12 as 

required by House Bill 400 (BRIDGE Bill) and the College and Career Readiness Index 

guidelines. 

 

14. Implement a school-wide bullying prevention program as part of the Comprehensive School 

Counseling program. 

 

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

 

16. Coordinate/ assist with transitional activities for students entering post-secondary education. 

 

17. Assist in initiating activities to improve students’ scores on standardized tests, inform parents of 

students’ graduation status and admissions examinations. 

 

18. Arrange or conduct orientations for new students. 

 

19. Assist with the collection, interpretation, and analysis of school test data. 

 

20. Assist students and families with the college application and financial aid processes. 

 

21. Assist students with participation in Move on When Ready (Dual Enrollment) Programs. 

 

Program Management & Professional Development 

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

Student Services. 

 

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

up-to-date school counseling website. 

 

24. Develop a daily schedule 

 

25. Evaluate the effectiveness of counseling and guidance activities. 

 

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

verification of core curriculum lesson (classroom guidance) sheets. 

 

27. Submit quarterly reports to the Department of Student Services 

 

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

American School Counselor Ethical Standards for Counselors. 

 



29 

 

Other Activities 

29. Assist in coordinating the registration and withdrawal of students for the regular school year 

 

30. Assist in coordination of record keeping activities and develop a plan for the maintenance of 

students’ cumulative scholastic records for entering and leaving students.(unless other designee 

assigned) 

 

 

 



30 

 

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
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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 diverse 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
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 

  



63 

 

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.   

 



70 

 

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 



77 

 

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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Timeline for High School Counselor College 

and Career Ready Activities 
 

Introduction 
 
The following timelines suggested for high school counselors are intended to serve as a guide to assist in 

planning guidance, counseling, and advisement activities for the school year. The suggested timelines are 
based on effective school counselor activities from across the state and national successful school 

counselor program examples.  Several of these activities are based on requirements of the HB 400 
(BRIDGE) legislation that must be incorporated into the school counseling program.  Not all activities 

apply to every grade, so counselors are encouraged to divide responsibilities as appropriate. 

 
Note:  The required BRIDGE activities and MOWR activities are identified with an asterisk. (*) 

 
July - August 

 Update Academic Checksheets 

 Assist with coordination of new student registration 

 Review students’ schedules and transcripts to ensure proper academic course selection. 

 Assist in schedule changes. 

 Assist principal and teachers with appropriate class placement. 

 Check to verify all Move on When Ready (MOWR) students are still enrolled and attending 

their participating college classes. 

 Use school data to develop a Comprehensive School Counseling Plan.  The plan should include 

program goals, core curriculum, BRIDGE legislation implementation, advisement services and 

closing the achievement gap activities based on the data. 

 Present a Comprehensive School Counseling Plan to high school students, administrators, 

teachers, and parents.  

 Return calls to colleges and military recruiters to set up fall visitation dates. 

 Order admissions test fee waivers, and GAFutures materials (brochures on HOPE, financial aid, 

etc.) 

 Add dates of admissions tests, state standardized tests, professional conferences (GSCA) to 

calendar. 

 Prepare career and counseling center. 

 Prepare and conduct Freshmen Orientation 

 Prepare remarks for parent orientation. 
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 Send introduction letter to parents and seniors with the following materials: 

o Calendar of college planning activities and events (including college visits). 

o Test dates and registration deadlines. 

 Ensure all students including Students with Disabilites (SWD), Accelerated Learner and At-Risk 

students have created an on-line career information system account that meets their educational 

and career goals identified in their Individual Graduation Plan (IGP) and IEP.* 

 Review summary of selected on- line career information system reports to identify any students 

who have not completed an Individual Graduation Plan.* (New or transfer students) 

 Assist faculty in interpreting last year’s test scores and implications for new school year. 

 Complete ninth grade student and parent Individual Graduation Plan conference schedule and 

give schedule to faculty. * 

 Team and collaborate with CTAE teachers to plan postsecondary career planning activities and 

classroom guidance activities. 

 Senior college planning schedule. 

 Set up scholarship committee. 

 Update school profile (if possible, complete before college representatives visit). 

 Revise and print student handouts. 

 Prepare admission test materials — remind seniors of early September deadline for October SAT.  

Publicize the registration information and testing dates of college admission tests. 

 Plan dates for SAT review preparation course with teachers, and publicize. 

 Organize senior folders and do graduation credit checks. 

 Update school counseling Web pages. 

 Schedule career center visits. 

 Meet with English department to discuss college essay writing, the time for you to go into their 

classes and the college portfolio assignment. 

 Confer with Test Coordinator to register eligible students for Services for Students with 

Disabilities 

September 

 Conduct Suicide Prevention Training with Staff (Suicide Prevention Month) 
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 Prepare and disseminate status letters with transcripts to all students, especially seniors.  

 Send out Senior Letters to parents/guardians to review individual graduation plans, graduation 

requirements and postsecondary planning.* 

 Provide Work Ready Assessment test information to seniors. 

 Have seniors submit updated resumes with spring term and summer information, along with 

any other information forms needed for recommendations. 

 Begin ninth grade parent and student Individual Graduation Plan conferences.* 

 Identify the needs of At-Risk, Accelerated Learner, ELL, and SWD students. 

 Review summary of selected on-line career information system reports to identify any students 

who have not completed an Individual Graduation Plan.* 

 Inform students of available PSAT, SAT, and ACT test preparation workshops and test dates. 

 Team and collaborate with counselor supported teacher as advisor with classroom guidance 

activities on college and career readiness and postsecondary planning that meet and align with 

Individual Graduation Plans (if applicable). 

 Coordinate school visits with CTAE teachers (if appropriate) for postsecondary, employers, and 

military representatives. 

 Coordinate with CTAE to ensure that all students in grades 9 – 12 complete BRIDGE Activities 

and report them in the career information system. ** 

 Conduct individual or group counseling (continuous). 

 Provide information on Dual Enrollment and Move On When Ready (MOWR) for college and 

career planning. Note: February 1st deadline. 

 Participate in the Office of Civil Rights (OCR) Compliance Reviews (if applicable) to ensure 

federal program compliance. 

 Evaluate new student transcripts and assist with scheduling. 

 Complete Dual Enrollment Verification Checkpoints 

 Distribute senior and junior calendars (college planning checklist).   

 Distribute school-created college-career planning guides. 

 Gather information from faculty, coaches and club advisers on students for recommendations. 

 Organize admission test prep classes. 
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 Set up college day/night program. 

 Set up senior meetings. 

 Set up group meeting with students who are considering applying under Early Decision/Early 

Action plans. 

 Meet with coaches on NCAA eligibility requirements. 

 Set up an NCAA meeting with all potential college athletes (grades 9-12) and their parents to 

discuss expectations. 

 Visit classrooms regarding senior planning, essay writing, etc. 

 Distribute calendar of high school visitation days to college campuses. 

 Announce SAT and/or ACT registration; remind seniors to register for the November SAT. 

 Announce availability of FAFSA – October 1 and provide workshop/opportunities to learn about 

FAFSA.  If possible, conduct financial aid seminars or workshops.  Remind seniors and their parents 

to complete the FAFSA as soon after Oct. 1 as possible; also remind them to complete all 

necessary financial aid forms. 

 Meet with finalists in the National Merit Scholarship program, Achievement Scholarship 

Program for Black Students, National Hispanic Recognition Program, National Scholarship 

Service and Fund for Negro Students, and/or Telluride Association; ensure that deadlines are 

met. 

 Visit classrooms regarding PSAT/NMSQT preparation. 

 Set up parent conferences. 

 Attend local counselor activities hosted by colleges. 

 Hold senior class meeting/workshop (reserve auditorium) to review procedures for testing, 

college application process, financial aid, scholarships, etc.  Include parents. 

 Meet with visiting college representatives. 

 Distribute guidelines to teachers for writing student recommendations. 

 Emphasize to seniors that they should be accessing applications now — either online, 

downloading, or by mail. 

 Confer with the Test Coordinator to check the list of SSD students to make preparations for 

PSAT/NMSQT. 

 Begin completing letters of recommendations/assisting students with college applications. 
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 Begin/Review plans for Apply to College Week (October) and National Scholarship Month 

(November); National Bullying Prevention Month (October) and Red Ribbon Week (October). 

 Assist with coordination of Teachers-As-Advisors Program 

October 

 Review senior grades at end of grading period. 

 Schedule a “MOWR Check Week” to review student’s academic progress.** 

 Meet with students who have failed classes during the first quarter.  Pay special attention to 

seniors who may be off track for graduation. 

 Participate and consult with counselor- supported teacher as advisor activities  

 Provide guidance and counseling for ninth, tenth, and eleventh grade students and parents who 

may need extra support in completing individual graduation plans. 

 Review summary of selected on-line career information system reports to identify any 

students who have not completed an Individual Graduation Plan or BRIDGE Bill 

Activities.* 

 Continue with individual ninth grade individual graduation plan counseling sessions with 

students and parents.* 

 Conduct classroom guidance sessions on school climate issues such as for substance abuse, 

bullying prevention awareness and diversity. 

 Conduct appropriate counseling for “Closing the Achievement Gap” identified students and to 

meet SMART Goals. 

 Coordinate with CTAE teachers for Work Ready Assessment testing logistics, if necessary. 

 Coordinate with CTAE to ensure that all students in grades 9 – 12 complete BRIDGE Activities 

and report them in the career information system. **  

 Set up scholarship files and announce to students. 

 Present senior parent nights. 

 Host college day/night program. 

 Remind students of upcoming ACT, SAT and SAT Subject Tests and assist with registration (fee 

waviers, etc.). 

 Remind ESL students to register for the TOEFL — Test of English as a Foreign Language. 

 Ensure completion of National Merit Scholarship semifinalist information to National Merit. 
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 Prepare for Early Decision/Early Action applications; remind students to have scores from test 

organizations sent to colleges. 

 Write letters of recommendation, with priority to students applying under Early Decision/Early 

Action plans. 

 Attend activities hosted by colleges. 

 Announce:  college fairs, scholarships, testing registration dates 

 Continue meeting with seniors; discuss how to fill out applications and give feedback on essays. 

 Meet with college representatives. 

 Conduct advisement or guidance and counseling sessions with students on issues such as diversity, 

bullying prevention, and peer relationships. 

 Collaborate to conduct activities for Bullying Prevention and Red Ribbon Week. 

 Participate in the Office of Civil Rights (OCR) Compliance Reviews (if applicable) to ensure 

federal program compliance. 

 

November 

 Send out senior letters to review postsecondary planning, career options, electronic 

portfolios, and other next steps after graduation.* 

 Review summary of selected on-line career information system reports to identify any 

students who have not completed an Individual Graduation Plan or BRIDGE Bill Activities.* 

 Continue with individual ninth grade individual graduation plan counseling sessions with 

students and parents.* 

 Process college applications and recommendations. 

 Conduct guidance and counseling sessions with students on issues such as diversity, 

bullying prevention, and peer relationships. 

 Participate and consult with counselor supported Teacher-as-Advisor activities  

 Check to verify all current MOWR students are still enrolled and attending their 

participating college classes. 

 Meet with students and parents regarding Spring MOWR participation. 

 Remind students that SAT and SAT Subject Tests are given. 
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 Complete recommendations for Early Decision/Early Action deadlines. 

 Senior reminders: testing, recommendations, transcript requests. 

 Write letters of recommendation and remind teachers to complete letters of 

recommendation. 

 Conduct financial aid seminars or workshops. 

 Remind students to request college housing applications. 

 Hold special programs for athletes, service academy applicants and students with disabilities. 

 Review college choices with seniors to ensure that there is an adequate number of “safety” 

colleges on each list. 

 Remind foreign citizens to complete Certification of Finances and obtain multiple copies, 

with original signatures to be sent with each application. 

 Review student transcripts. 

 Collaborate with administrators to discuss scheduling/registration process for next school 

year. 

 Coordinate with middle school counselors to conduct middle school registrations and 

visitations. 

December 

 Provide information to ninth, tenth, eleventh, and twelfth grade students regarding Move 

on When Ready (MOWR). 

 Review summary of selected on-line career information system reports to identify any 

students who have not completed an Individual Graduation Plan or BRIDGE Bill Activities* 

 Continue with college recommendations.  Many selective colleges have December deadlines 

for applications. 

 Prepare for applications due in January — ensure that all recommendations are completed; 

remind seniors to have scores sent from testing organizations to colleges. 

 Participate and consult with counselor supported Teacher-as-Advisor activities  

 Provide information regarding the last national test administrations. 

 Host financial aid night for parents (English and Spanish). SAT and SAT Subject Tests given. 

 Counsel students regarding Early Decision and Early Action letters which may arrive. 
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 Invite recent high school graduates to discuss their college experiences at the school during 

their winter break. 

 Conference with first-generation students to ensure that they are on track. 

 ROTC scholarship deadline. 

 Arrange for speaker(s) at college night for parents of juniors to be held in February 

(covering college application process, testing, financial aid, etc.). 

 Review PSAT/NMSQT results with students. Let each student know what he or she can do 

to improve scores. 

 Update and send letter to parents of sophomores and juniors regarding PSAT/NMSQT 

results (junior letter contains a reminder about February college night). 

 Participate in the Office of Civil Rights (OCR) Compliance Reviews (if applicable) to ensure 

federal program compliance. 

 

January 

 Check to see that you have cumulative records for all seniors and that testing labels have been 

affixed  

 Change juniors who are on track to graduate in the Spring to senior status (in Infinite 

Campus & homeroom) 

 Assist with scheduling for the upcoming year. 

 Complete any new or left over ninth grade individual parent and student postsecondary planning. 

 Review summary of selected on-line career information to identify any students who have not 

completed an Individual Graduation Plan or BRIDGE Bill Activities.* 

 Check to verify all MOWR students are still enrolled and attending their participating college 

classes.** 

 Provide information to ninth, tenth, and eleventh grade students and parents Move On When 

Ready (MOWR).** Note: Must be completed by February1. 

 Evaluate student transcripts and assist in scheduling. 

 Send updated status letters to seniors.   

 Conference with students who have failed courses during the first half of the year to provide 

academic support. 
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 Conduct core curriculum lessons (classroom guidance sessions) on school climate issues such as 

soft skills, substance abuse, bullying prevention and diversity. 

 Prepare for applications due in February — ensure that all recommendations are completed; 

remind seniors to have official scores sent from test companies. 

 Tell seniors to contact universities by either email or phone to make sure their applications were 

received.  

 Prepare for college night for parents of juniors; send final reminders/invitations to parents. 

 Publicize scholarship opportunities. 

 Prepare midyear report forms and send to colleges. 

 Set up junior timelines and meetings. 

 Remind students to submit financial aid applications. 

 Complete any unfinished letters of recommendation. 

 Coordinate with CTAE to ensure that all students in grades 9 – 12 complete BRIDGE Activities 

and reported them in the career information system.  

February 

 Upload Transcripts to STARS for Preliminary HOPE calculation  

 Assist with scheduling for the upcoming year. 

 Provide information to ninth, tenth, and eleventh grade students and parents Move On When 

Ready (MOWR).** Note: Must be completed by February1. 

 Send senior status letters to parents and students for final review. Send updated 

status letters to seniors who are in danger of not graduating and their parents.  

Verification of parent contact should be kept on file (copies of signed letter; student signature 

verifying receipt of information if parent does not return a signed letter) 

 Meet with seniors who are not on-track for graduating. Review midterm grades; meet with 

at-risk seniors. 

 Provide all Seniors with updated transcripts and  their HOPE GPA/ instruct them on how to 

access HOPE GPA 

 Review and conduct appropriate follow up with ninth grade parents and students who have not 

scheduled individual appointments to complete individual graduation plans. 

 Review summary of selected on-line career information system reports to identify any students 
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who have not completed an Individual Graduation Plan.* 

 Conduct senior small group MOWR advisement and counseling sessions. 

 Make announcements regarding scheduling appointments for MOWR planning for next year. 

 Have seniors update postsecondary choices/next steps in career information system.  

 Complete final ninth grade individual parent and student postsecondary planning meeting.* 

 Meet with eleventh grade students to review their Individual Graduation Plan.* 

 Finalize all plans and materials for college night for parents of juniors (have extra materials available 

for divorced/separated parents in attendance). 

 Many selective colleges have February deadlines for financial aid applications. 

 Attend the College Board Regional Forum. 

 Respond to students’ notifications of rolling decisions. 

 Begin meeting with juniors and their parents; discuss after-graduation plans and the college 

admission process; remind students to register for the March and May SAT tests. 

 Publicize scholarships. 

 Set up community college nights/days/visits. 

 Promote college visits. 

 Encourage juniors to gather information about service academies. 

 Prepare letter to parents of eligible SSD juniors and include a copy of the College Board letter for 

SSD students, with instructions for registering for the spring and fall SAT tests. 

 Declare Valedictorian, Salutatorian & Honor Graduates (make sure you have checked the 

GPA and had another person to verify - calculate the top 10 students) (no later than the end of 

February) 

 Review list of Activities for Graduation 

March 

 Send Valedictorian, Salutatorian & STAR Student information to Student 

Services ) 

 Participate and consult with counselor supported teacher as advisor activities to implement 

college and career planning. 
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 Review summary of selected on-line career information system reports to identify any students 

who have not completed an Individual Graduation Plan.* 

 Send senior letters to parents and students for final review. 

 Continue senior small group individual graduation plan guidance sessions. 

 Meet with eleventh grade students to review their Individual Graduation Plan.* 

 Meet with ninth, tenth, and eleventh grade students and regarding Move On When Ready 

(MOWR). 

 Hold faculty workshops on recommendation guidelines. 

 Promote registration for standardized admission tests and AP Exams. 

 Hold practice college admission testing workshops for ninth- and 10th-graders. 

 Have a community college day for students, night for parents. 

 Hold military days. 

 Arrange for proctor(s), room, etc., for SAT and SAT Subject Tests for SSD students. 

 Discuss summer plans with students; offer advice on activities and internships in which they can 

participate. 

 Continue meetings with juniors; discuss teacher recommendations and plan appropriate steps to 

meet the students’ goals. 

 Meet with seniors to discuss college admission decisions; remind students to notify each college of 

their decisions (only after receiving all financial aid offers); discuss alternative choices and wait-list 

strategies, when appropriate. 

 Send forms to teachers/coaches/advisers for information about juniors (for letters of 

recommendation). 

 Provide the NCAA updated core course information for the coming year. 

 Complete graduation program by April 1, 2016 and submit to Dr. Hillman 

April 

 Continue preparing for Graduation Ceremony 

 Verify that all ninth, tenth, and eleventh grade students have received the necessary information 

regarding MOWR.** 

 Review summary of selected on-line career information system reports for data reporting and to 



93 

  

identify any students who have not completed an Individual Graduation Plan.* 

 Coordinate with CTAE to ensure that all students in grades 9 – 12 have completed BRIDGE 

Activities and reported them in the career information system.  

 Assist with statewide test preparation for students, administration and interpretation.  (This does 

not include coordination.)  

 Review and analyze post “Closing the Achievement Gap” and SMART Goal data. 

 Provide financial aid counseling. 

 Hold parent conferences (grades, admission and junior testing). 

 Promote and attend college fairs. 

 Promote college visits over spring break. 

 Continue meeting with juniors and their parents, and remind them to ask their teachers for 

recommendations (many teachers will write the recommendations after the junior year). 

 Continue senior meetings to discuss admission decisions. 

 Remind students to send their letter of intent to register to one and only one college by May 1. 

May 

 Continue preparing for Graduation Ceremony 

 Have Seniors Complete the Senior Exit Survey ( link to survey will be sent to individual schools) 

 Have seniors indicate their post-secondary plans in career information system (GCIS)  

 Provide information to students regarding high school and college-level summer classes. 

 Review summary of selected on-line career information system reports to identify any students 

who have not completed an Individual Graduation Plan.* or other BRIDGE Bill Activities.  

Collaborate to ensure completion. 

 Review Counseling Plan and data to assess whether or not goals have been met. 

 Submit required student selected on-line career information system account data to DOE. 

 Review completed transcripts for accuracy. 

 Hold transition workshops for seniors. 

 Hold scholarship committee meetings. 
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 Meet with non - graduating seniors and their parents. 

 Continue meeting with sophomores and juniors. 

 Schedule dates for next year’s school counseling events. 

 Generate scholarship report, college acceptance list and senior plans list for graduation and to 

send to District Office 

 Order PSAT/NMSQT materials for fall. 

June 

 Check information in Infinite Campus and STARS to ensure that students’ status is coded correctly 

and that HOPE GPAs are accurately calculated. 

 Complete End-of-Year activities as delineated by District Office and Administrator 

 Submit final SSD eligibility forms for students. 

 Send final transcripts to colleges. 

 Review summer school applications, especially for students who will be graduating. 

 Promote college visits over the summer break. 
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 Remind junior athletes to send NCAA release form to NCAA Clearinghouse. 

 

July/August 

 Attend professional conferences. 

 Visit colleges. 

 Take a vacation where there are no phones and no mail to open. 

 Pamper yourself for a week or two. 

 Take a deep breath and get ready to begin the process all over again. 
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Introduction 
 
 
School counselors are responsible for implementing a 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 
9-12 classroom and group activities. 
 
Included in this manual are standards and requirements that should drive 
the school counseling curriculum in your school.  These standards and 
requirements include: 
 

o ASCA Mindsets and Behaviors for Student Success 
o GADOE BRIDGE Bill Requirements 

 
Counselors should also include in their core curriculum lessons that are 
pertinent to the needs of their individual school.  This information should 
be derived from data. 
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Building Resourceful Individuals to Develop Georgia’s Economy 

(BRIDGE) Bill Legislation – HB400 
 
The BRIDGE (Building Resourceful Individuals to Develop Georgia’s Economy) Act, House Bill 400, 

was signed into law May 2010 to create an atmosphere motivating middle- and high-school students 

to learn because they see the relevance of education to their dreams and future plans. The 

implementation of the BRIDGE Act provides middle- and high-school students with career 

counseling and regularly-scheduled advisement to choose a focused plan of study.  

 

What are the critical parts of the BRIDGE Act? The most critical parts of the BRIDGE Act 

mandate all students in middle and high school receive counseling and regularly-scheduled 

advisement. The second mandate is that students choose a career area, create an Individual 

Graduation Plan, and graduate high school prepared to go to college or to enter the workforce. The 

third mandate requires regularly-scheduled advisement for all high- and middle school students. The 

new rigorous performance standards and graduation requirements found in Georgia secondary 

schools better prepare our students and ensure they are prepared to move on successfully from 

one phase of their educational life to the next, and eventually to become a productive citizen of 

Georgia’s workforce. The BRIDGE Act when coupled with Georgia’s economic and workforce 

development model creates qualified workers to attract strong, stable companies and industries.  

 

What are the requirements of the BRIDGE Act? Beginning in the 2010-2011 academic year, local 

school systems must provide to sixth, seventh and eighth grade students the following:  

o counseling  

o regularly-scheduled advisement  

o career awareness  

o career interest inventories  

o information to assist students in evaluating their academic skills and career interests.  

 

Beginning in the 2010-2011 academic year, local school systems must provide the following to high 

school students:  

o career counseling  
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o career guidance  

o regularly-scheduled career advisement  

o information to enable students to successfully complete their individual graduation plans, 

preparing them for a seamless transition to postsecondary study, further training, or employment.  

 

What is the Individual Graduation Plan? Another part of the BRIDGE Act is the requirement 

that all 8th grade students during their spring semester create an Individual Graduation Plan (IGP). 

This graduation plan helps “map out” the rigorous academic core subjects and focused work in 

mathematics, science, or humanities, fine arts, world languages or sequenced career pathway 

coursework. The IGP is based on the student’s selected academic and career area to prepare them 

for their chosen career. This plan must be developed in consultation with parents/guardians, 

students, school counselor or teacher as advisor. Additional parts of the IGP may include career-

oriented and work-based learning experiences, and postsecondary studies through Georgia’s 

multiple College Credit Now programs.  

 

Can students change their Individual Graduation Plan? Students are allowed changes to their 

IGP, but need to keep it sufficiently structured to meet graduation requirements and to qualify for 

admission to postsecondary education. It is adviseable that any changes to the plan be based on 

career data gathered from career interest inventories. These changes can be made during the high 

school ongoing review of the Individual Graduation Plan. During the IGP review, courses completed, 

schedules, career pathway, postsecondary plans, and related topics can be reviewed and revised, if 

appropriate, upon approval by the student and the student’s parent or guardian with guidance from 

the student’s school counselor or teacher-advisor.  

 

Source:  https://www.gadoe.org/Curriculum-Instruction-and-

assessment/CTAE/Documents/BRIDGE-separate-card.pdf 

 

To access complete House Bill 400:  http://www.legis.ga.gov/Legislation/20092010/107376.pdf 

 

 

Key Points from Other Legislation Pertinent to Career Development:   

https://www.gadoe.org/Curriculum-Instruction-and-assessment/CTAE/Documents/BRIDGE-separate-card.pdf
https://www.gadoe.org/Curriculum-Instruction-and-assessment/CTAE/Documents/BRIDGE-separate-card.pdf
http://www.legis.ga.gov/Legislation/20092010/107376.pdf
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House Bill 713 : 

“…The State Board of Education shall prescribe a minimum course of study in career 

education for students in grades kindergarten through 12.  Such minimum course of 

study shall be age appropriate and shall include, but not be limited to, career awareness, career 

exploration, and career oriented learning experiences… 

 

House Bill 186: 

• House Bill 186 mandates that Georgia will align with the 16 Federal Career Cluster 

framework (CCRPI) 

• Requires the development of appropriate forms and counseling guidelines for dual credit 

coursework; inform 8-11 grade students prior to April 1. 

• To provide for collaboration with the Department of Education to enable high school 

students to attain soft skills certification  
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Georgia Career Information Center (GCIC) 

 and the Georgia Career Information System (GCIS) 
 

 
To meet the mandates of the BRIDGE Bill, the Georgia Department of Education is providing all 6 – 

12 schools access to the Georgia Career Information System (GCIS).  This program is provided 

through the Georgia Career Information Center to help schools and agencies provide young people 

and adults the information needed to make informed career choices.   

 
Georgia Career Information Center:  www.gcic.peachnet.edu 

 

 

 

 
  

http://www.gcic.peachnet.edu/
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Sample Calendar for Implementing a High SchoolCore Curriculum 

 

 

The topics below should be addressed through the high school core 

curriculum.  The lessons can be delivered by counselors in classroom 

sessions or by teachers through the Teachers-As-Advisors Program.  

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.  

 

 

 
Topics 

 High School Orientation  

 Academic Updates (status check, transcript review, etc.)/ Study Skills  

 Making Healthy Decisions/ Drug Awareness 

 Anti-Bullying/ Interpersonal Relationships  

 Study Skills  

 Anger Management/Dealing with Feelings 

 Career Awareness 

 Study Skills/ Test Anxiety/ Test Preparation 

 Respecting myself and others 

 Transition/ Planning for the Future  
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Sample Calendar for Implementing a High School Core Curriculum 

 

Month 9th Grade 10th Grade 11th Grade 12th Grade 

August 
Introduction to High 

School 

New School Year 

Orientation (Review of 

Graduation Requirements, 

Update Portfolio,Goals for 

new year, etc.) 

New School Year 

Orientation (Review of 

Graduation 

Requirements, Update 

Portfolio,Goals for 

new year, etc.) 

How Am I Doing?  

(Portfolio Review, College 

Recommendation Etiquette 

&Admissions) 

September 
Time Management/ Goal 

Setting/ Study Skills 

Preparation for PSAT/ 

College & Career 

Preparation (ex.HOPE 

Scholarship Review) 

College  & Career 

Exploration --  

Narrowing Choices 

College & Career -- 

applying to college/ 

programs/ Military  

October 
Making Healthy Choices 

(ex. Drug Awareness/ 

Anti-Bullying) 

Making Healthy Choices 

(ex. Drug Awareness/ Anti-

Bullying) 

Making Healthy 

Choices (ex. Drug 

Awareness/ Anti-

Bullying) 

FAFSA 

November 

Conflict Resolution / 

Communication Skills 

(Active Listening, 

Assertiveness vs 

Aggressiveness) 

Self-Esteem/ Self Control 

 Post-Secondary 

Admissions 

Requirements/ 

Preparation for Work 

-- How do I match up? 

Apply to College Week/ 

Scholarship Month 

December 
Individual Graduation Plan 

Update/  

Using PSAT Scores; Pre-

Scheduling 

 Pre-Scheduling /ACT 

or SAT? 

Making Healthy Choices ( 

peer pressure in college & 

career) 

January 
Mid-Year Academic 

Review/ MOWR 

Mid-Year Academic 

Review/ MOWR 

Mid-Year Academic 

Review/ MOWR 

Senior Update (Financial 

Aid, Academic standing, 

transcript) 

February 
Eploring Careers (adding 

careers to portfolio) & 

Intro to Capstone 

Stress Management/ Suicide 

Prevention 

Financial Aid/ 

Scholarships/ NCAA 

College/ Career decision 
making (selecting the best 

option) 

March 
Respect for Self and 

Others  

College/Career Exploration 

& Follow-Up on Capstone 

Life Skills Topic:  (ex. 

Workplace behavior, 

resume, interview 

skills Personal Finance, 

Prejudice & 

Discrimination) 

Capstone Presentations/ 

Goal Reflections 

April Test Taking Skills 

Internet & Social 

Networking  Safety or 

Dating Safety 

Preparation for Senior 

Year 

Post-Secondary Survival 

(living on your own, 

employer expectations, l 

May 
Community 

Service/Summer 

Opportunities 

Planning for the Summer/ 

Evaluating 10th Grade 

experience 

Planning for the 

Summer/ Evaluating 

11th Grade experience 

Graduation/ Transitioning 

to College & Career 

(Senior Exit Survey, 

Entering plans into GCIS) 

 

Adapted from the West Virginia Department of Education  http://wvde.state.wv.us/counselors/links/advisors/lesson-plans.html 
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Advisement 
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Advisement 
 

Regular and meaningful academic advisement should occur with all 
students as enter and progress through high school.  An academic 
checklist must be maintained on each student to track his/her progress 
towards graduation.  Student, parent teacher and counselor awareness 
of students’ academic achievement is vital to students’ ability to 
successfully complete high school.  Therefore, counselors must be sure 
to remain abreast of high school graduation requirements and the 
various options for fulfilling those requirements to properly advise 
their students. 
 
In addition to familiarity with basic graduation requirements, students 
must be assisted in college and career preparation.  During high school, 
further exploration of career alternatives that match students’ skills 
sets and interests must occur.  In the state of Georgia, a major aim is to 
have students graduate as Pathway Completers who have complete 
three or more sequenced courses in a particular career or academic 
area.  General information about the pathways is included in this 
manual.   
 
Finally, it is important to recognize that student advisement should be 
considered a collaborative activity that includes counselors, students, 
teachers and parents.  Information is included regarding the Teachers-
As-Advisors program that is implemented in Richmond County Schools 
to help students build meaningful relationships with adult advisors 
who assist with academic, career and personal/social development. 
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Change to Richmond County Schools Graduation Requirements 
Students enrolled in Grade 9 for the first time during 2008 - 09  

 (Graduating Classes of 2012 and Thereafter) 

 

By a vote of the Richmond County Board of Education, as of July 21, 2015, the Richmond County 
Graduation Requirements were rescinded and replaced with the State of Georgia Graduation 
Requirements.  This means that rather than having to earn 25 credits, Richmond County 
students are required to only have the state required 23 credits.   
 

 There were no changes in the course credit requirements in the areas of Mathematics, 
English/Language Arts, Science, Social Studies, and Health & Physical Education. 
 

 Changes in credit requirements occurred in the following areas: 
o CTAE/Fine Arts/Modern Language/Latin:  The language of the State of Georgia 

graduation requirements says that students may earn three credits in a pathway.  
While three credits in a specific pathway are recommended, pathway completion 
is not required to satisfy graduation requirements.  Students must, however, 
earn a total of three elective credits in this area.  
 
Note:  Pathway completion is strongly encouraged, as students have the 
opportunity to graduate with industry certification.  Additionally, Pathway 
completion is a criterion of the school CCRPI score. 
   

o Fine Arts Requirement:  Richmond County students are no longer required to 
earn 1 credit in Fine Arts.  This was a local system requirement and was not 
required by the State to graduate.  Students are still encouraged to take fine arts 
coursework. 
 

o Reduction in the total number of elective credits required:.  Students will 
earn a total of seven elective credits.  This includes the three mandated credits in 
CTAE/FineArts/Modern Language/Latin and four (4) other elective credits of the 
student’s choice.  Previously students were required to earn five (5) elective 
credits.   
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What does this change mean for students?  The change in requirements is intended to 
increase the number of students who can graduate.  Students with ninth grade entry dates of 
2008 – 09 through the present who have earned the specified 23 credits can earn a diploma.  
 
Additionally, more students may be encouraged to take advantage of advanced educational 
opportunities (dual enrollment).  Please also note that rigor of curriculum is evaluated in the 
college admissions process; therefore, students should be encouraged to take the most 
advanced curriculum that they can successfully complete. 
 
What are next steps for Counselors?    

 Discuss graduation requirements with school administration and faculty 
 Evaluate the transcripts of current juniors and seniors who are currently off-track to 

determine if the change in graduation requirements impacts them.  Advise these 
students of the possibility of graduating with their cohort, if applicable. 

Share new graduation requirements with parents and students 
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Richmond County Schools Graduation Requirements 
Students enrolled in Grade 9 for the first time during 2008 - 2009 (Class of 2012) and thereafter 

To earn a high school diploma, students must earn the specified 23 Carnegie units. 
 

REQUIRED AREA OF STUDY HIGH SCHOOL COURSES 

English/Language Arts 4 Units 
 9th Grade Literature/Composition (1 unit) 
 American Literature/Composition (1 unit)  
 2 Additional Units in English/Language Arts 

 

Mathematics 
 

 

The sequence of mathematics courses listed reflect 

the 2015-16 school year. 

Specific courses for the math curriculum may be 

different depending on year of ninth grade entry.  

See the additional documentation for mathematics 

courses. 

 

4 Units 
 Algebra (1 unit) 

 Geometry  (1 unit) 

 Algebra II (1 unit) 

 4th year math (1unit) 

4th year math options: Advanced Mathematical Decision Making, Pre-

Calculus  or AP Statistics, Dual Enrollment course  or  other math courses.   

 

*Note: Pre-Calculus is a pre-requisite for AP Calculus 

Science 
 

4 Units 
 Biology  (1 unit) 
 Physical Science or Physics (1 unit)         
 Chemistry, Earth Systems, Environmental Science or an AP 

course  
(1 unit) 

 Additional  Science  Unit (1 unit)  
 

*Any AP/IB science course may be substituted for the appropriate courses 

listed above. 

 

Social Studies 3 Units 
 American Government (.5 units) 
 Economics (.5 units) 
 World History or AP World History (1 unit) 
 U.S. History or AP U.S. History (1 unit)         

 
Health and Physical Education 1 Unit 

 Health and Safety (.5 units) 
 Personal Fitness (.5 units)* 

 
*Three(3) units of credit in JROTC (Junior Reserve  Officer Training 
Corps) may be used to satisfy the requirements 
 

CTAE  (Career Technology, Agriculture, and 
Education)and/or Fine Arts, and/or Modern 
Language/Latin  

3 Units 
        3 units in CTAE, Fine Arts or Modern Language/Latin 
 
*Students are encouraged to select courses in a focused area of interest 
  

Additional Elective Units  
        
 

4 Units 
For students entering a University System of Georgia institution, two units 
of the same World language is required; many colleges and universities 
require 3 units.      

TOTAL    23 Units 
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Richmond County Schools Graduation Requirements 

Move On When Ready (MOWR) Alternate Graduation Option  
 

Students enrolled in Grade 9 for the first time during 2012-13 (Class of 2016) and thereafter 

 
To earn a high school diploma, students must earn the specified 9 Carnegie units and complete 

1. An Associate degree, or 

2. A diploma from a technical college program or 

3. Two(2) Technical Certificates in a specified pathway leading to industry certification 

Important Notes:   

1. Students must complete the End of Course Assessments associated with the required courses. 

2. Students pursuing this option may not meet all of the admission requirements for University 

System of Georgia institutions or other college/university programs.  

3. Students will not earn a diploma until all requirements (high school and postsecondary) are met.  

REQUIRED AREA 
OF STUDY 

HIGH SCHOOL COURSES 

English/Language Arts 2 Units 
 9th Grade Literature/Composition (1 unit) 
 American Literature/Composition (1 unit)  

 
Mathematics 
 
 

2 Units 
 Algebra (1 unit) 

 Geometry  (1 unit) 

 

Science 
 

2 Units 
 Biology  (1 unit) 
 Physical Science or Physics (1 unit)         

 

Social Studies 2 Units 
 American Government (.5 units) 
 Economics (.5 units) 
 U.S. History/AP U.S. History (1 unit)         

 

Health and Physical Education 1 Unit 
 Health and Safety (.5 units) 
 Personal Fitness (.5 units)* 

 
*Three(3) units of credit in JROTC (Junior Reserve  Officer Training 
Corps) may be used to satisfy the requirements 
 

Postsecondary (MOWR) Courses Students must fulfill postsecondary requirements for : 
 an Associate Degree, or 
 a Technical Diploma, or  
 2 Technical Certificates in a career pathway and all training 

prerequisites for any state, national or industry certification or 
licenses required to work in the field. 
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 Richmond County Schools Graduation Requirements Checklist 
9th Grade Class of 2008 – 09 and beyond 

 

Name:              Date of Birth:    
 

          
 Language Arts (4 Units)  Social Studies (3 Units)  

 9th Gr. Lit/Comp  American Gov’t. (.5 unit) Economics (.5 unit)  
         

 American .Lit/Comp  World History or AP World History  
         

   US History or AP US History   
         

   Health & Physical Education (1 Unit)  
      

 Science (4 Units)  Health & Safety (.5 Unit)  
Personal Fitness  

(.5 Unit)  

 Biology I  Health 
 

Personal Fitness  

     *3 credits in JROTC can satisfy this requirement  

 Physical Science or Physics   

Electives (7 Units)   
 

      

 Chemistry, Earth Systems, Environmental 
Science or an AP course  
 

 *Students  must earn 3 credits in CTAE and/or Fine 

Arts/and or Modern/Language/Latin.  Students are highly 

encouraged to complete a pathway by earning 3 credits in a 

specific area leading to career readiness/certification.  

 

         

 4th Science  **For students entering a University System of  Georgia 

institution, two units of the same World language are 

required; many colleges/ Universities require 3 units 

 

    
 Mathematics (4 Units)  CTAE/FineArts/ Modern Language/Latin  
         

 Algebra I  CTAE/FineArts/ Modern Language/Latin  
         

 Geometry    CTAE/FineArts/ Modern Language/Latin  
         

 Algebra II     
         

 4th Math     
 

4th math options:  Pre-Calculus, AP Calculus, AP 

Statistics, Advanced Math Dec., Dual 

Enrollment 

     

    
      

       

     

To earn a high school diploma, students must earn the 23 Carnegie units specified in this program. 
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GADOE Advanced Academics Pathways 

Advanced Academics Pathways 

 

Educational programs in Advanced Academic pathways prepare students for career 

opportunities that will lead to multiple postsecondary options for advanced studies and skills. 

Students will be able to use these skills in a university or college setting and/or many career 

fields. 

Advanced Academic Pathways 

Students may complete an Advanced Academic pathway when three units of credit from 

English language arts, mathematics, science, or social studies have been successfully 

completed and additional criteria met. 

Advanced Academic Pathway in English Language Arts Criteria: 

 Students need to earn four units of credit in English language arts; and 

 The student’s chosen English language arts pathway will include at least one Advanced 

Placement course (23.043; 23.053; 23.065), or one International Baccalaureate course 

(23.06800; 23.06900; 23.06110; 23.06120; 23.06130), or one postsecondary enrollment 

course that fulfills a core graduation requirement in English language arts; and 

 Students need to complete two units of sequential course credit in one world language. 

Advanced Academic Pathway in Mathematics Criteria: 

 Students need to earn four units of credit in mathematics; and 

 The student’s chosen mathematics pathway will include at least one Advanced 

Placement course (27.072; 27.073; 27.074), or one International Baccalaureate course 

(27.06120; 27.06130; 27.05220; 27.05240), or one postsecondary course that fulfills a 

core graduation requirement in mathematics; and 

 Students need to complete two units of sequential course credit in one world language. 
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Advanced Academic Pathway in Science Criteria: 

 Students need to earn four units of credit in science; and 

 The student’s chosen science pathway will include at least one Advanced Placement 

course (26.014; 26.062; 40.053; 40.083; 40.0841; 40.0842), or one International 

Baccalaureate course (26.01800; 26.01900; 26.06300; 40.08500; 40.08600), or one 

postsecondary course that fulfills a core graduation requirement in science; and 

 Students need to complete two units of sequential course credit in one world language. 

Advanced Academic Pathway in Social Studies Criteria: 

 Students need to earn three units of credit in social studies; and 

 The student’s chosen social studies pathway will include at least one Advanced 

Placement course (45.016; 45.052; 45.053; 45.062 45.063; 45.077; 45.0811; 45.082; 

45.084), or one International Baccalaureate course (45.01310; 45.01320; 45.01700; 

45.017100; 45.06500; 45.06600; 45.07800; 45.07900; 45.08700; 45.08800; 45.08810 ), 

or one postsecondary course that fulfills a core graduation requirement in social studies; 

and 

 Students need to complete two units of sequential course credit in one world language. 

 

Source:  -- http://www.gadoe.org/Curriculum-Instruction-and-

Assessment/CTAE/Pages/advanced-academics.aspx 

  

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/advanced-academics.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/advanced-academics.aspx
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GADOE Career and Technical Education Clusters 

 Career Clusters and Pathway Courses 

 

 Agriculture, Food, and Natural Resources 

 Architecture and Construction 

 Arts, AV/Technology, and Communications 

 Business, Management, and Administration 

 Education and Training 

 Energy 

 Finance 

 Government and Public Administration 

 Health Science 

 Hospitality and Tourism 

 Human Services 

 Information Technology 

 Law, Public Safety, Corrections, and Security 

 Manufacturing 

 Marketing 

 Science, Technology, Engineering, and Mathematics 

 Transportation, Distribution, and Logistics 

  

For specific information on each cluster/pathway: http://www.gadoe.org/Curriculum-

Instruction-and-Assessment/CTAE/Pages/cluster-pathway-courses.aspx 
  

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Cluster-AFNR.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-AC.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-AAVTC.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-BMA.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-ET.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-Energy.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-finance.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-GPA.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-HS.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-HT.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-human.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-IT.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-law.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-manufacturing.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-marketing.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-STEM.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-TDL.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-pathway-courses.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/cluster-pathway-courses.aspx
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GADOE Fine Arts Pathways 

Fine Arts Pathways 

 

Educational programs in the Fine Arts pathways prepare students for career opportunities 

that will lead to multiple postsecondary options for advanced studies and skills. Students will 

be able to use these skills in a university or college setting and/or many career fields. 

A Fine Arts pathway may be followed in any of these five areas of study: 

 dance, 

 journalism, 

 music, 

 theater arts, and 

 visual arts. 

A student can complete a Fine Arts Pathway when three units of credit from those courses 

identified in the Excel workbook titled, Pathways for HS Indicator 9 have been successfully 

completed in any one of the five areas. 

 

For more information:  http://www.gadoe.org/Curriculum-Instruction-and-

Assessment/CTAE/Pages/fine-arts.aspx 

  

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/Curriculum-and-Instruction/Documents/Fine-Arts/Pathways%20for%20HS%20Indicator%209%20-%2001.17.14.xlsx
file:///C:/Users/glostar/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/S9XS3YON/:%20%20http:/www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/fine-arts.aspx
file:///C:/Users/glostar/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/S9XS3YON/:%20%20http:/www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/fine-arts.aspx


120 

 

GADOE World Language Pathways 

 World Language Pathways 

 

A World Language Pathway may be followed in any of the world language areas included in 

the state list of approved courses. A student can complete a World Language Pathway 

when the criteria described below has been met. World Language Pathway Criteria: 

 Student’s course history in one world language includes: 

 3 distinct high school Course Codes (three units of credit) or 

 2 distinct Course Codes plus a third code (three units of credit) reflecting 

 An AP* course, where AP courses are offered (60.01700, French; 60.07700, 

Spanish; 60.08110, Spanish Lit; 61.01700, German;  

61.04800, Latin; 62.01960, Chinese; 62.03900. Japanese); or 

 An IB* course, where courses are offered (French, 60.01120, 60.01130; Spanish, 

60.07130, 60.07160; German, 61.01120, 61.01130;  

Latin, 61.04120, 61.04130; Chinese, 62.01900, 62.01910;  

Japanese, 62.03920, 62.03930; Arabic, 63.01700, 63.01800;) or 

 A post-secondary enrollment course in the same World Language 

*AP, IB and dual enrollment courses must have earned credit 

 

For more information:  http://www.gadoe.org/Curriculum-Instruction-and-

Assessment/CTAE/Pages/world-language.aspx 

 

  

http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/world-language.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/world-language.aspx
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TRANSCRIPTS 

The first three requests for transcripts of an actively enrolled student will be sent free of charge.  

Other transcripts will cost $2.00 (cash).  When a transcript is sent, the place and date sent will be 

printed on the outside of the student’s folder.  Assigning correct numbers as students register for 

courses ensures that accurate data are gathered by the Department.  Such data identify the number 

and program designations of students involved in all state-funded courses. 

 

The process for assigning a number to subjects or courses is as follows: 

1. determine the needs of each student.  This process will involve knowing whether the student is to 

participate in special programs with specific guidelines. 

2.  Identify the appropriate subject or course for each student.  The course numbers precede the title 

of the subject or course. 

 

 

 

Calculating Your High School GPA 

Colleges and universities in the University System of Georgia use a 4.0 scale to calculate a 

student's high school GPA. All letter grades are converted into points  

(A = 4, B = 3, C = 2, D = 1, F = 0), and added together. Divide the sum by the number of 

courses taken and rounded to two decimal places.  

Subject Final 

Grade 

Quality 

Points 

English 

Composition 
B 3 

Algebra I A 4 

US History C 2 

Biology B 3 

Total 4 12 

   Calculate the GPA:    12 divided by 4 equals    3.00 GPA 
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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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Educational Options 
 

Dual Enrollment 

Overview 

Transition Career Partnerships (formerly Education Career Partnerships) is 
designed to prepare students for college and career opportunities leading 
students to postsecondary institutions for an industry recognized certification or 
licensure, an associate and/or higher college degree, and successful 
employment. Georgia has created a singular program known as Dual 
Enrollment for students in grades 9-12 who qualify to participate. Students may 
enroll on a part-time or full-time basis as a Dual Enrollment student and take 
college courses at their high school or on a postsecondary campus. Students 
will receive high school and college credit simultaneously when attending and 
passing approved college classes. 

 

For more information:  http://www.gadoe.org/Curriculum-Instruction-and-
Assessment/CTAE/Pages/Transition-Career-Partnerships.aspx 

 
Online Options 

 

Edgenuity 
 

Edgenuity® Courseware offers a full suite of over 200 core curriculum, AP®, honors, 
elective, dual credit, and concept and credit recovery courses.  
 
Our courses are built using an instructional model grounded in research and are Common 
Core, NGSS, and state-standards aligned. We combine direct-instruction videos featuring 
expert, on-screen teachers with rigorous assignments, performance tasks, and 
assessments to engage students and ensure subject-area mastery. 

 
For more information:  https://www.edgenuity.com/online-courses/ 

 
 

  

file:///C:/Users/glostar/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/S9XS3YON/:%20%20http:/www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Transition-Career-Partnerships.aspx
file:///C:/Users/glostar/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/S9XS3YON/:%20%20http:/www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Pages/Transition-Career-Partnerships.aspx
https://www.edgenuity.com/online-courses/
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GA Virtual School 
 

GA Virtual School is a program of the Georgia Department of Education's 
Curriculum and Instruction Division. The program is AdvancED accredited and 
operates in partnership with schools and parents to offer middle school and 
high school level courses across the state.  Georgia Virtual School provides a 
teacher led, virtual classroom environment. Georgia Virtual School also equips 
students with an online media center and guidance center to support students 
throughout their online course experience.   
 
Georgia Virtual School has over 100 course offerings in the core content 
areas, world languages, CTAE, electives, and a vast AP course selection. Your 
student’s options and opportunities are not limited by the school district in 
which you live or the school they attend.  
 
For more information:  http://gavirtualschool.org/ 
  

http://gavirtualschool.org/
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Eligibility for the HOPE Scholarship 

Basic Eligibility 

All HOPE programs require students to meet basic requirements. An eligible student must: 

1. Meet HOPE's U.S. citizenship or eligible non-citizen requirements; 

2. Be a legal resident of Georgia; 

3. Meet enrollment requirements; 

4. Be in compliance with Selective Service registration requirements; 

5. Meet academic achievement standards; 

6. Be in good standing on all student loans or other financial aid programs; 

7. Be in compliance with the Georgia Drug-Free Postsecondary Education Act of 1990; 

8. Not have exceeded the maximum award limits for any HOPE program. 

Program Eligibility 

 To receive HOPE Scholarship funding, students must: 

1. Meet one of the following academic requirements: 

o Graduate from a HOPE-eligible high school with a minimum 3.0 grade point average (as 

calculated by GSFC). Details 

o Receive a high school diploma through petition of the local school board, in accordance with 

O.C.G.A. §20-2-281.1, from a HOPE-eligible high school with a minimum 3.0 grade point 

average (as calculated by GSFC).  Details  

o Graduate from an ineligible high school, complete a home study program in Georgia, or earn a 

GED and score in the national composite 75th percentile or higher on the SAT or ACT prior to 

high school graduation, home study completion, or earning a GED. Details 

o Graduate from an ineligible high school or complete a home study program in Georgia and then 

earn a minimum 3.0 cumulative postsecondary grade point average after attempting 30 semester 

or 45 quarter hours of college degree-level coursework for retroactive HOPE Scholarship 

payment. Details 

o Earn a minimum 3.0 cumulative postsecondary grade point average after attempting 30, 60, or 90 

semester hours or 45, 90, or 135 quarter hours after high school graduation, home study 

completion, or receipt of GED. Details 

2. Be enrolled as a degree-seeking student at a public or private HOPE-eligible college or university in Georgia. 

3. Meet academic rigor requirements. Beginning with students graduating from an eligible high school on or 

after May 1, 2015, students must complete a specific number of academically rigorous courses, as 

identified on the Academic Rigor Course List, in addition to meeting the GPA requirements.  This does not 

include students who received a high school diploma through petition of his or her local school board, in 

accordance with O.C.G.A. §20-2-281.1, nor does it apply to students graduating from home study 

programs.  

 Source:  https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-

scholarship/eligibility/ 

 
  

https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-scholarship/eligibility/eligible-high-school/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-scholarship/eligibility/conferred-a-high-school-diploma/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-scholarship/eligibility/ineligible-high-school-home-study/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-scholarship/eligibility/retroactive-eligibility/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-scholarship/eligibility/checkpoint-entry/
https://www.gafutures.org/media/187328/hope-scholarship-eligible-institutions.pdf
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-scholarship/eligibility/academic-rigor-requirements/
https://www.gafutures.org/media/187520/rigor-course-list-september-2017.pdf
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Eligibility for the Zell Miller Scholarship 

Basic Eligibility 

All HOPE programs require students to meet basic requirements. An eligible student must: 

1. Meet HOPE's U.S. citizenship or eligible non-citizen requirements; 

2. Be a legal resident of Georgia; 

3. Meet enrollment requirements; 

4. Be in compliance with Selective Service registration requirements; 

5. Meet academic achievement standards; 

6. Be in good standing on all student loans or other financial aid programs; 

7. Be in compliance with the Georgia Drug-Free Postsecondary Education Act of 1990; 

8. Not have exceeded the maximum award limits for any HOPE program 

Program Eligibility 

1. To receive Zell Miller Scholarship funding, students must meet all HOPE Scholarship eligibility 

requirements and:Meet one of the following academic requirements: 

 Graduate from an eligible high school or accredited high school program as the valedictorian or the 

salutatorian and meet all HOPE Scholarship eligibility requirements. Details 

 

 Graduate from an eligible high school with a minimum 3.7 grade point average (as calculated by GSFC) 

combined with a minimum score of 1200 on the math and reading portions of the SAT test or a 

minimum composite score of 26 on the ACT test in a single national test administration and meet all 

HOPE Scholarship eligibility requirements. Details 

 Receive a high school diploma through petition of the local school board, in accordance with O.C.G.A. 

§20-2-281.1, from a Zell Miller eligible high school with a minimum 3.70 grade point average (as 

calculated by GSFC), combined with a minimum score of 1200 on the math and reading portions of the 

SAT test or a minimum composite score of 26 on the ACT test in a single national test 

administration. Details 

 Graduate from an ineligible high school or complete an unaccredited home study program and score in 

the national composite 93rd percentile or higher on the SAT or ACT prior to completion of high school 

or home study. Details. 

 Graduate from an ineligible high school or complete an unaccredited home study program with a 

minimum composite score on the ACT or SAT and then earn a minimum 3.3 cumulative postsecondary 

grade point average after attempting 30 semester or 45 quarter hours of college degree-level coursework. 

This option allows retroactive payment for the first 30 semester or 45 quarter hours after they are 

completed. Details 

 Enroll in an eligible post-secondary institution between 2007 and 2011 as a freshman, meeting one of 

the academic qualifications listed above and earn a 3.3 cumulative postsecondary grade point average at 

the most recent Zell Miller Scholarship checkpoint. Details 

2. Be enrolled as a degree-seeking student at a Zell Miller eligible college or university in Georgia. 

3. Meet academic rigor requirements, Beginning with students graduating from high school on or after May 1, 2015, 

students must complete a specific number of academically rigorous courses, as identified on the Academic Rigor 

Course List, in addition to meeting the GPA requirements.  This does not include students who received a high 

school diploma through petition of his or her local school board, in accordance with O.C.G.A. §20-2-281.1, nor 

does it apply to students graduating from home study programs.  

https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/zell-miller-scholarship/eligibility/eligible-high-school/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/zell-miller-scholarship/eligibility/eligible-high-school/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/zell-miller-scholarship/eligibility/eligible-high-school/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/zell-miller-scholarship/eligibility/conferred-a-high-school-diploma-per-hb-91/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/zell-miller-scholarship/eligibility/eligibility-based-on-national-test-scores/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/zell-miller-scholarship/eligibility/home-study/
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/zell-miller-scholarship/eligibility/high-school-graduates-prior-to-inception-of-program/
https://www.gafutures.org/media/187337/zell-miller-scholarship-eligible-institutions.pdf
https://www.gafutures.org/hope-state-aid-programs/hope-zell-miller-scholarships/hope-scholarship/eligibility/academic-rigor-requirements/
https://www.gafutures.org/media/187520/rigor-course-list-september-2017.pdf
https://www.gafutures.org/media/187520/rigor-course-list-september-2017.pdf
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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 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 
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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 

  

http://www.schoolcounselor.org/magazine/blogs/may
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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  

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. 

http://www.legis.ga.gov/Legislation/20152016/153777.pdf
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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; 

(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 
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(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: 

 

o Request the Social Security number. 

o Give notice that providing the Social Security number is voluntary. 

o State the purpose for which the Social Security number shall be used. 

o 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 shall pre-set Infinite 

Campus system notifications (shout points calls, emails, texts) for ALL 

absences.  

 

2. Elementary schools shall enter and adjust attendance daily.  

 

3. High and middle schools shall take attendance each period. 

 

4. Data shall be coded accurately in Infinite Campus. 

 

5. All schools shall implement clear “check-in and check-out” procedures. 

 

6. All schools shall form an Attendance Review Team to oversee attendance 

and address issues of attendance. 

 

a. Identify Attendance Point of Contact  

b. Establish meeting dates and notify Graduation & Attendance 

Specialist of meeting dates 

c. Invite School Social Workers 

d. Identify and monitor student absence and create attendance plans as 

needed  

 

7. At the beginning of the academic year, schools’ attendance teams shall 

identify students with chronic absenteeism and refer them to the Response-

To-Intervention (RTI) team.  

 

8. Parents are required to sign a compulsory school attendance law letter, 

indicating that they have received a copy of the attendance law, as stated on 

page 11 (in section 4), of the Student Code of Conduct and Discipline 

Handbook. A copy of this form should be maintained on file by the school. 
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Ammended RCSS Attendance Protocol 

 

*Set Infinite Campus notifications for every absence* 

Absence Action(s) Personnel 

Responsible 

Documentation 

 
1st – 2nd 
unexcused  
 

 

 Send Infinite Campus 
(I.C.) shout point 
notifications after every 
absence 
 
 
 
 

 
Principal or 
Attendance Point of 
Contact  
 
 
 

 

 RTI (for students with a 
history of chronic 
absenteeism) 
 

 Maintain daily logs &  
documentation of excuses 
for absences in I.C. or other 
filing systems 
 

 Code absences properly in 
I.C. 
 

  
3rd & 4th 
unexcused  
 

 

 Call parent at the 3rd 
unexcused absence; 
Another attempt should 
be made on the 4th 
absence if initial attempt 
was unsuccessful  
 

 Optional: send letter by 
student 

 
Teacher 

 

 Maintain call log 
 

 Code absences properly in 
I.C. 
 
 
 

 
5th unexcused  
(Students are 
truant at this 
point) 
 
 
 
 

 

 Make Social Worker 
referral  
 

 
 

 Send certified letter to 
parents/guardians of 
students ages 6-16 years, 
(use letter provided by 
RCSS that includes the 
GA compulsory school 
attendance laws) 
 

  Email copy of certified 
letter to School Social 
Worker 

 
Teacher (*notify 
Attendance Point of 
Contact) 
 
 
Attendance Point of 
Contact (makes sure 
letters are being sent 
in a timely manner) 
 
 
 
 
 
Attendance Point of 
Contact  

 

 Copy of letter 
 

 Code absences properly in 
I.C. 
 
 
 

 
 

 
 
 
 
 
 
 
 



169 
 

Absence Action(s) Personnel 

Responsible 

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 Social Worker of 
scheduled parent 
conferences 
 

 
Attendance review 
team should consist 
of:  Administrator(s), 
Social Worker, 
Family Services 
Facilitator or Parent 
Facilitator, School 
Counselor 
 
Attendance Point of 
Contact 
 

 
Upload to Infinite Campus: 
 

 Parent conference notes 
(including specific plans 
for attendance) 
 

 Attendance contract 
(between student, 
parents, and school) 

 

 Code absences properly 
in I.C. 
 

 
10th  unexcused  

 

 Social Worker makes 
home visit(s) 

 

 Social Worker makes a 
Truancy Officer referral 
 

 Begin preparation for 
court referral 

 

 
Social Workers 

 

 Social Worker referrals  
 

 Truancy Officer referrals 
 

 Truancy Packet 
 

 Code absences properly 
in Infinite Campus 

 

 
11th -15th 
unexcused  

 

 Social Worker referral to 
court 
 

 Truancy Officer makes 
home visits (deemed as 
necessary) 
 
 
 
 

 
Social Worker 
 
 
Truancy Officer 

 

 Truancy information  
 

 Code absences properly 
in Infinite Campus 
 

Targeted schools for Truancy 
Officer: 

 Lamar-Milledge Elem. 

 Jenkins-White Elem. 

 Meadowbrook Elem. 

 Glenn Hills Elem. 

 Wheeless Road Elem. 

 Murphey Middle School 

 Glenn Hills Middle 

 
16th – 20th 
unexcused  

 

 Hearing and DJJ 
interventions 

School Social Worker 
& Truancy Officer 
intervene as needed 
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HOME SCHOOL 

 

General Information 

 

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. 

 

Parents or guardians may teach only their own 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 in the School Social Workers Department at 826-1010 ext. 3732. 

 

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?    
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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.). 

 

Q.   Does the law address curriculum requirements for home study programs? 

A.   Yes.  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. 

 

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 are 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, student records of instruction time of home 

study programs? 

A.   No 
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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? 

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 

 

Additional Information (Home School) 

 

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 

http://www.doe.k12.ga.us/communications/homeschool.html
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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. 
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IHA-R Grading Systems 

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 
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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: 

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. 

B. ELEMENTARY SCHOOL: 

1. Kindergarten – 3rd Grade 

a. Students shall be evaluated on one scale that reflects the 
implementation of the curriculum in Academic Areas and Behaviors that 

Support Learning. 

b. Academic Areas: 
Performance in some academic areas shall be marked on the following 

scale: 
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4 = Exceeds Standards-in addition to meeting standards, makes 
applications and inferences beyond expectations; 

3 = Meets Standards-consistently and independently; 
2 = Progressing toward meeting the standards; 
1 = Emerging; Limited progress toward mastery of the standards; 

and 
ND = Not yet demonstrated. 

c. Behaviors that Support Learning: 

Behaviors that Support Learning shall be marked on the following scale: 

4 = Exceeds the expected learning skill and behaviors; 
3 = Meets expected learning skills and behaviors; 

2 = Progressing toward meeting expected learning skills and 
behaviors; 
1 = Emerging toward mastery of expected learning skills and 

behaviors;  
ND = Not yet demonstrated. 

2. Grades 4-5 

a. Students in grades4-5 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 4 - 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: 
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At the end of each nine week grading period and at the end of the year, 
students in grades 4 and 5 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. 

  

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. Courses that students received credit for in Middle School, will 
NOT be used to calculate the high school GPA. 

 
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. 
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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 6 non-school related absences for a year-long 

course and 3 for a semester course. 
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3.  AWARDING UNITS OF CREDIT 
 

A. Students shall be awarded credit only for courses that include 

concepts and skills based on the state adopted curriculum for 

grades K-12 approved by the State Board of Education (SBOE) in 

accordance with the provision for each program or course described 

in the State Board Rules(s) and State Department Guidelines. 

B. The Board shall award units of credits for middle school courses 

that are based on the state adopted curriculum for grades 9-12 and 

approved by the Richmond County Board of Education. 

C. The Superintendent or designee is authorized to establish 

procedures whereby a student may earn course credit by 

demonstrating subject area competency without regard to the 

amount of instructional time the student spends in the course.  

D. An eligible student may earn course credit by “testing-out”, which 

means scoring at the “Distinguished” level on a state End of Course 

Test (EOC) prior to taking the course. Students attempting to test 

out must have parent permission and their parent shall be informed 

of potential costs prior to the EOC administration. Course credit 

earned through testing-out shall be reported in the same way as 

credit earned through course completion. A student’s numerical 

grade for a course in which the student tests out shall be 

determined by converting the student’s EOC scale score to a 

prorated numerical score using state EOC conversion scale for the 

subject. Student eligibility criteria for earning credit for EOC 

“testing-out” and information regarding grade assignment and 

collection of any associated fees shall be included in the student 

handbook and/or advisement materials. 

E. Military dependents shall be awarded course credit in accordance 

with OGCA 20-17-2. 

 
4.  ACCEPTING TRANSFER CREDIT AND GRADES FROM 

ACCREDITED INSTITUTIONS 

 
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. The Board will not substitute course and exempt students from 

the required secondary minimum core curriculum unless the 

student transferred from an accredited secondary school or the 

courses presented for credit include concepts and skills based 

on the state-adopted curriculum for grades 9-12 approved by 

the SBOE. 
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C. For student transcript purposes, grades for courses taken by 

transferring students will be accepted as recorded on the 

transcript from the issuing school or program. Grades of 

students transferring from schools accredited by a designated 

regional or state accreditation agency will be recorded as 

numerical grades. Letter grades for high school transfers will be 

converted to numerical grades using either a conversion scale 

provided by the prior school or, if a scale is not available, using 

a conversion formula established by the Superintendent or 

designee.  

 

5.  ACCEPTING TRANSFER CREDIT FROM NON-ACCREDITED, NON-
TRADITIONAL EDUCATION CENTERS AND/OR HOME SCHOOLS: 

 

Transfer credit shall be validated for courses taken at non-accredited 
schools, home study programs, and non-traditional educational centers 

 

A. Elementary and Middle School 

Elementary and middle school students transferring from home 

study program, non-accredited schools or non-traditional education 
center will be placed at the appropriate grade level in a 
probationary placement based on the student’s records in the prior 

schools or programs.  Final placement will be determined by 
performance on district course assessment and satisfactory 
performance in the district for one grading period. 

 
B. High School 

High school students transferring from home study programs, non-
accredited schools or non-traditional educational centers will have a 

probationary placement of no longer than three weeks in a 9th 
grade homeroom until the credits are validated.   The student may 
be enrolled in appropriate level courses based on a review of the 

transcript until the probationary period ends. High school transfer 
students must take any state-mandated assessments, including 
applicable End of Course tests.  Units of credit shall be granted for 

courses that meet state-adopted curriculum standards for grades 
9-12 as evidenced by the validation process.  

 

The process for validating credits reported from non-accredited 
home study programs, non-accredited schools or non-traditional 
educational centers includes: 

i. Administration of EOC Assessment or system assessment for 

courses that have one associated and,  

ii. For courses that have no EOC or standardized assessment 

associated, a review of the transferred courses must occur. 

 

C. Validation by the administration of End-of-course 

Assessment or other standardized assessments  

A student must take and pass mandatory state testing course 

assessment, EOC or a district assessment, with a minimum of 70 
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grade conversion to receive credit for the course.  A student 
enrolling from a non-accredited school will receive one test 

administration opportunity to demonstrate proficiency in order to 
earn credit for a course that requires the EOC.  If the student does 
not pass the EOC on that administration, the student will not 

receive credit for that course.  If the course is required to receive a 
high school diploma, the student shall enroll in the course and take 
the EOC at the completion of the course. Upon earning a passing 

score on the EOC or standardized assessment, the grade on shown 
on the transcript from the non-accredited school, non-traditional 
education center or from a home school will be awarded.   

 
D. Review of transferred courses 

Students transferring from a non-accredited school, non-traditional 
education center or from a home study program will provide official 
transcript and other documentation (course syllabus) for review of 

skills and concepts to determine whether transfer courses meet the 
state-adopted curriculum. Review of course will be conducted by 
the Curriculum Department or Superintendent’s designee. Courses 

for which there is no alignment to the state-adopted curriculum will 
not be awarded credit. 

 

 
6.  Reporting Transferred Grades and Credits from Accredited 

(Including Post-Secondary Institutions) 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.  Titles for courses taken 

through the Move on When Ready/ Dual Enrollment Program will be 
listed on the high school transcript according to the course name 
described in the MOWR/ Dual Enrollment Course Directory. 

 

B.  Grade Conversion: 

i. Student grades will be subject to the following conversion scale 
if the transferring school has not assigned a numerical average. 
 

ii.  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: 
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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. 

 

iii. 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. 
 

iv. 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. 

 

7.  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. 

8.  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 



183 

 

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 

 

 

9.  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: 

ALL “A/B” ACADEMIC ACHIEVEMENT HONOR ROLL 

Criteria: “A” or “B” in each subject 

ALL “A” ACADEMIC ACHIEVEMENT HONOR ROLL 

Criteria:  “A” in each subject 

  

10.  Class Rank: 

a. An official class rank should be compiled for each grade based 
on the students’ quality point GPA.  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.   
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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, and C have a GPA of 
3.729. The immediately preceding average is 3.750 which ranks 

number 8 in the class. Students A, B, and 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 

11.  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 based on the 

students’ quality point GPA. 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 100 point scale 
GPA shall be considered. 

  



185 

 

NJROTC 

 

The JROTC course of instruction represents four branches of service.  Air Force, Army, Marines 

and Navy.  One of the various programs is offered at each comprehensive high school in the 

county.  Each JROTC is expected to participate in scheduled drills and activities in support of the 

school and community that may be scheduled outside of the regular school day.  Military 

uniforms are issued at no expense to the students.  Shoes and socks are provided in all JROTC 

programs with the exception of Army JROTC. 

 

If a student has JROTC with one service and transfers to a school the offers only JROTC from 

another service, the student may be able to continue in the other branch of JROTC with the 

Senior Military Instructor’s permission. 

 

EFFECTIVE FOR ENTERING 9TH GRADERS IN 1996-97 AND SUCCEEDING YEARS 

 

JROTC may be used to satisfy the local and state graduation requirement of Health and Physical 

Education when a student satisfactorily completes two years of JROTC training.  Students taking 

advantage of this waiver are prohibited from taking Personal Fitness (36.0510000) or Health and 

safety (17.011) as separate courses later.  During the first year the student will satisfy the 

personal Fitness requirement.  During the second year the student satisfies the Health and Safety 

requirement.  Students will be administered the ADAPP exam during this class.  Units will be 

awarded only once for JROTC upon satisfactory completion of this course.  No units will be 

earned in Health and/or PE.  A statement will be placed on the student’s permanent record 

stating that health and PE requirements have been satisfied. 

 

FOREIGN EXCHANGE PROGRAM 
 

The Richmond County Board of Education supports the concept of foreign exchange students 

attending the public schools of Richmond County. Students that are accepted as foreign 

exchange students shall be affiliated with an established exchange program approved in advance 

by the Board of Education, or its administrative designee.  The students will present all 

applicable records, which may include but not be limited to, transcripts, health information, 

immunization forms, grade placement information, English proficiency information and all other 

records deemed necessary by the administrators of this school system.  No student shall be 

placed in our schools until such information has been received.  Further, the appropriate grade 

placement will be made based on such information and the judgment of the department of 

student services.  Exchange students will not be allowed to graduate from a Richmond County 

high school, but may be recognized in graduation exercises as a foreign exchange student. 

Adopted:   January 9, 1992 

Procedures 

Foreign exchange students attending the high schools of Richmond County will adhere to the 

following guidelines: 

 

The program will be coordinated by the Director of Guidance, who is the designee of the 

Assistant Superintendent for Student Services.  All qualified sponsoring agencies must be 

approved in advance and listed with the Department of Guidance by June 1 of each year in order 

to be considered for placement of foreign exchange students for the following fall (first) 
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semester.  A letter of request is required from the sponsoring agency, naming the local 

representative.  Moreover, the Department of Guidance, subject to revision by this Board, may 

set up practical criteria to determine which qualified sponsoring agencies will be allowed and 

which will not. 

 

The sponsoring agency must have a local representative and they must live in Richmond, 

Columbia, Burke, and McDuffie Counties. 

  

The representative of a qualified sponsoring agency must agree to abide by and be responsible 

for notifying all potential foreign exchange students of all policies and procedures governing 

such students to include student handbook and systems policies. 

The total number of foreign exchange students to be served by the Richmond County Schools 

during any semester shall be no more than 1% or 10 students per school, whichever figure is 

greatest.  Approval will be based on a first come, first served basis and no student shall be 

considered until the application is complete and correct in every particular.  Moreover, principals 

shall be allowed to have input as to the particular needs of each school in setting these limits and 

for good cause shown, requests from principals for modification, will be considered. 

 

Completed foreign exchange student applications must be submitted by August 1 to be approved 

for the fall (first) semester and January 1 for the spring (second) semester.  Foreign exchange 

students can not be enrolled by the high school until they receive formal approval from the 

county office.  The student application must be sent to Director of Guidance, Richmond County 

Schools, 864 Broad Street, Augusta, GA 30901. 

 

The representative of the qualified sponsoring agency is responsible for making sure the foreign 

exchange student has a host family prior to enrollment.  The host family must live in the 

attendance zone of the high school attended.  The high school will not assume any responsibility 

for securing a host family for the foreign exchange student. 

 

Foreign exchange students must be eligible to attend a high school in their native Country.  If a 

foreign exchange student has graduated from a high school in his/her native country, he or she 

would not be eligible for the Richmond County Foreign Exchange Program, unless approved in 

advance on a case by case basis by the Department of Guidance. 

 

Verbal proficiency in English will be necessary.  Accordingly, information must be received to 

show the English course is taken and the credit given to the applying student.  Generally 

speaking, 3 years of English courses, taken and passed, at the foreign school will be considered 

acceptable, but must be verified by transcripts through the agency application.  However, the 

Department of Guidance reserves the right to consider other experience and circumstances 

relating to each student in this regard. 

 

Foreign exchange students will be placed at the beginning of the first or second semester.  Under 

no conditions could the foreign exchange student enroll later than 5 school days into the 

semester. 

 

Foreign exchange students will be expected to participate in all required activities of each class 

to include assignments, evaluation, testing and grading, the same as other local students in the 

class. 
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Foreign exchange students can participate in extracurricular activities if they meet local and state 

requirements. 

 

Foreign exchange students can be recognized during honors programs.  They are not eligible for 

high school diplomas, however, schools with foreign exchange students are encouraged to 

introduce and recognize such foreign exchange students at graduation exercises. 

 

Foreign exchange students are required to conform to all school rules including but not limited 

to, student offenses and discipline procedures, Georgia certificate of immunization and 

certificate of ear, eye, and dental examination. 

The student is responsible for providing copies of their visa to the county office and the school 

principal prior to the student attending classes. 

 

The student or representative of the qualified sponsoring agency is responsible for making 

application on behalf of the student to the Richmond County Foreign Exchange Student 

Program.  The school district shall be informed from whom the information is coming.  The 

application shall include any local forms required by the Richmond County Board of Education, 

a copy of the student application submitted through the sponsoring agency, and any other data 

deemed appropriate by the Department of Guidance.  This information must include student data, 

parents, name and address, and the signature and address of the host family as well as the official 

approval of the sponsoring agency.  Nothing contained in this procedure, shall limit the right of 

the Department of Guidance, on behalf of the Richmond County Board of Education, from 

requiring any information that it may deem appropriate to make an appropriate decision and 

placement. 

 

A foreign exchange student will be eligible for enrollment in the Richmond County Schools, 

only after full compliance with these procedures, approval by the Department of Guidance, and 

the written approval from the Assistant Superintendent of Student Services, the Associate 

Superintendent in his absence, or the Superintendent of Schools. 

 

If any high school in Richmond County, Georgia, becomes involved in a special exchange 

program, such high school may feel free to work through guidance to seek to have such program 

approved on a case by case basis and to work out the appropriate application process. 
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General Records Information, Storing Records & Inactive Records 
 

Please refer to the RCSS Student Records Manual for more detailed and complete 

information on Student 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  

 Year-end report card information should be recorded in ink on the cumulative 

record (elementary) or with a label (middle school). 
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 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. 

 

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 
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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. 

 

  



197 

 

 

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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2017-2018 SCHOOL COUNSELING DIRECTORY 

School 
Phone 

Number 
School 

Counselor(s) 
Extension Secretary Extension 

Data 
Specialist 

Extension 

High Schools 

Academy of 
Richmond 

County  

(706) 737-
7152 

Juretta 
Thomas 

1570 

Denise 
Jenkins 

1571 
Dottie 

Johnson 
1564 

Rhonda 
Howard 

1569 

Sonya 
Weaver 

1586 

Butler High 
706-796-

4959 

Tiaa Nelson 1015 
Terry Butler 1010 

Cassandra 
Travis 

1016 
Alicia Rocker 1013 

Cross Creek 
High 

706-772-
8140 

Lori 
Donaldson  

2563 

Patricia 
Justice 

2555 
Georgia 
Jenkins 

2567 
    Palmira 
Johnson    

2562 

Jennifer 
Zymet 

2564 

Davidson Fine 
Arts Magnet 

706-826-
6924 

Bobbie Lou 
Shipman 

(High) 
2362 

Cindy Hoops 2340 
Patricia 
Beasley 

360 

Nancy Dukes 
(Middle) 

2334 

Glenn Hills 
High 

706-796-
4924 

Crecia 
Vaughan                                 

1349 
Louis 

Jennings 
1345 

Gabrielle 
Moffitt 

1348 
Monique 
Sheppard 

1350 

Hephzibah 
High 

706-592-
2089 

Dr . Joyce M. 
D. Reddick               

2162 

Stacey 
Bentley 

2165 
Ms. Patsy 
Williams 

2166 
Rochelle 

Davis       
2163 

Robin 
Whiting 

2164 

A.R. Johnson 
Magnet 

706-823-
6933 

Renee Byrd 
(High) 

1871 
Tankia 

Swanagan 
1870 

Ms. Karen 
Salter 

1873 Dr. Patrice 
Gude 

(Middle) 
1872 

T.W. Josey 
High 

706-737-
7360 

Dr. April 
Roundtree 

(11th & 
12th) 

1677 

Jacqueline 
Rhaney 

1676 
Mrs. Cindy 

Dansby 
1661 

  Veronica 
Cummings  

(9th & 10th) 
1674 

Lucy C. Laney 
High 

706-823-
5580 

Gwendolyn 
Golatt       

1813 
Alethia 
Albright 

1815 
Kimberly 
Kardos 

1828 
Barbara 
Weaver 

1814 



 

 

203 

 

RC Technical 
Career 

Magnet  

706-823-
5580 

Jamel Miller 1536 Elvie Price 1533 Doris James 1532 

Westside High 
706-868-

4030 

Regina 
Thompson 

(11th & 
12th) 

1137 

Edwina Reese 1110 
Kassandra 

Cunningham 
1131 

 Joy Farrer 
(9th & 10th ) 

1112 

Middle Schools 

Glenn Hills 
Middle 

706-796-
4705 

Sharon 
Caldwell 

3122 

N/A N/A 
Charyel 
Wilson 

3105 
Remell 
Wright   

3125 

Hephzibah 
Middle 

706-592-
4534 

Amy Strozier    2107 
Cathy Peters 2108 

Tammie 
Wright 

2117 
Vera 

Williams 
2106 

Hornsby 
Middle 

706-823-
6928 

William 
Shaw 

2536 N/A N/A Judy Bush 2532 

Langford 
Middle 

706-737-
7301 

Kiffany 
Carter 

2473 
Kathleen 
Serrano 

2459 Tifany Cox 2463 
Maggie 
Flavin 

2469 

Morgan Road 
Middle 

706-796-
4992  

Dr. Chantell 
Scott    

2309 

N/A N/A Shannon Kelly 2310 
Dr. Vernon 

Johnson 
2308 

Murphey 
Middle 

706-737-
7350 

Chandria 
Tenpenny   

1914 
Yvonne 
Dogan 

1902 Donna Dingle 1919 
Cartillia 
Young 

1918 

Pine Hill 
Middle 

706-592-
3730 

Alli Bryan 3022 

N/A N/A Carla White 3006 
Christopher 

Baxter 
  

Spirit Creek 
Middle 

706-592-
3987, 

Dameon 
Clay 

2709 N/A N/A Nicole Wilkes 2711 

Tutt Middle 
706-737-

7288 
Rachel Lee 2808 Billie Hall 2807 

Beverly G 
Brown 

2806 

Elementary Schools 

Barton Chapel 
Elementary 

706-796-
4955 

Gloria 
Williams 

6 N/A N/A 
Tammy 
Barnes 

2 

Bayvale 
Elementary 

706-737-
7255 

Sharon Hill 110 N/A N/A Nancy R. Hall 111 

Blythe 
Elementary 

706-592-
4090 

Sarita 
Newton   

3022 N/A N/Z Chris Murphy 3022 

Copeland 
Elementary 

706-737-
7228  

Kathy L. 
Maddox 

2     
Laketra 
Martin 

3 
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Craig-
Houghton 

Elementary 

706-823-
6946 

Kwanda 
Reid-Palmer 

3 N/A N/A 
Cheryl 

Jackson 
2 

Deer Chase 
Elementary 

706-772-
6240   

Bruce 
Flournoy 

107 N/A N/A 
Maddie 

Rountree 
106 

Diamond 
Lakes 

Elementary 

706-771-
2881 

Pamela 
Woods 

103 N/A N/A 
Sharon 

Johnson 
106 

Freedom Park 
School 

706-796-
8428,        

Dr. Everlene. 
Jordan 

(Middle)    
203 

N/A  218 Regina Griffin No phone 
Melissa 

Kennedy 
(Elementary) 

218 

Garrett 
Elementary 

706-737-
7222 

Dr. Lutricia L. 
Parkman 

1707 N/A N/A Doris McCrary 1704 

Glenn Hills 
Elementary 

706-796-
4942 

Satu Davis 105 N/A N/A 
Cynthia 
McNeal 

2251 

Goshen 
Elementary 

706-796-
4646 

Kristian L. 
Woodward 

7 N/A N/A Fran Garcia 2 

Gracewood 
Elementary 

706-796-
4969 

Lakisha 
Cooper 

109 N/A N/A Joan Moseley 706-796-4969 

Hains 
Elementary 

706-796-
4918 

June Jones 3651 N/A N/A 
Janice 

Williams 
3654 

Hephzibah 
Elementary 

706-592-
4561 

Megan Ray 213 N/A N/A 
Darlene 
Skeens 
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Hornsby 
Elementary 

706-823-
6928  

Michelle 
Reid 

2511 N/A N/A Judy Bush 2532 

Jamestown 
Elementary 

706-796-
4760 

Nitika 
Jackson-

Smith 
104 N/A N/A 

Avis 
Cheatham 

109 

Jenkins-White 
Charter 

706-737-
7320  

John 
Edwards 

211 N/A N/A 
Rochelle 
Sharps 
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Lake Forest 
Hills 

Elementary 
706 737 7317    Loretta Levi 3 N/A N/A 

Alisha 
Johnson 

N/A 

Lamar-
Milledge 

Elementary 

706-737-
7262 

Marcy 
Bradley 

3955 N/A N/A 
Sherry 

Jackson 
3958 

McBean 
Elementary 

706-592-
3664 

LaTrina 
Mitchell 

N/A N/A N/A Sharon James 706-592-3723 

Meadowbrook 
Elementary 

706-796-
4915 

Dora 
Edwards 

2850 N/A N/A 
Shelia Jordan-

O'Neal 
2844 

A.Brian Merry 
Elementary 

706-737-
7185  

Stephanie C. 
Mack 

1769 N/A N/A 
Jacqueline 

Vann 
706-737-7185 

Monte Sano 
Elementary 

706-481-
1813  

Eula 
Chestnut 

120 N/A N/A 
Elaine 

Thomas 
103 

Sue Reynolds 
Elementary 

706-855-
2540 

Shea Beasley   4258 
N/A N/A 

To Be 
Announced 

4257 
Sarah Wong 4295 

Rollins 
Elementary 

706-796-
4972  

Tabitha 
Ellison 

2761 N/A N/A 
Pat 

Aimsworth 
2753 
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Southside 
Elementary 

706-796-
4952 

Eleanor 
Landman 

2280 N/A N/A 
Margaret 

Hicks 
706-796-4952 

Terrace 
Manor 

Elementary 

706 796-
4910  

Denetria 
Neely 

109 N/A N/A Erica Simpson 101 

Tobacco Road 
Elementary 

706-796-
4658 

Valarie 
Nixon 

209 N/A N/A 
Cheryl 

NiExton 
706.796.4658 

C.T. Walker 
Magnet 

706-823-
6950  

Laurie 
Montgomery  

130 
Melody Smith  116 

Kimberly 
Schnorbus 

104 
Kenya Lee 130 

Warren Road 
Elementary 

706-868-
4022  

Catherine 
Nauful 

1613 N/A N/A Cheryl Gibson 1626 

Wilkinson 
Gardens Elem 

706.737.7219  
Dr. Yvette 

Bynum 
Wilson 

107 N/A N/A Ivy Glover 102 

Willis 
Foreman 

Elementary 

706-592-
3991 

Janice Long 0 N/A N/A 
Angela 

Holbrook 
706-592-3991 

Windsor 
Spring 

Elementary 

706-796-
4939 

Tracey 
Williams 

2065 N/A N/A 
Wanda 
Daniels 

2063 

Non-Traditional Schools/ Programs 

Alternative 
Education 

Center 

706-796-
4965    

Dr. Regina 
Brewton 

1168 
Deborah 
McNeal 

1170 Iris McNeil  1164 

Performance 
Learning 
Center 

706-796-
4965 

Kathryn 
Cross  

1302 Thelma Lewis 1336 
Marcus 
Walden 

1389 

Sand Hills 
Center 

706-796-
7791 

Dorothy 
Floyd 

1317 N/A N/A N/A N/A 

RPM 
706-823-

5690 
Ame Holmes 5812 N/A N/A 

Suzan 
Makowski 

5810 

Intermediate 
Literacy & 

Math  Center 

706-737-
7266 

Danese 
Holloway 

2 N/A N/A Alvina Lewis 1 

Early 
College at 
Laney High 

706-823-
6900    

 Brenda W. 
Cato 

2965 
Angela 

Caldwell 
1802 N/A N/A 
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HELPFUL WEBSITES FOR HIGH SCHOOL COUNSELORS 
 

 GA Futures:  https://www.gafutures.org/ 
 

 Collegeboard:  Counselor Resources -- 
https://professionals.collegeboard.org/guidance/counseling/counselor-resources   

 

 ACT:  Counselor Resources -- http://www.act.org/content/act/en/k12-educators-and-
administrators/counselor-toolkit.html 
 

 High School Units and Lesson Plans – Missouri Connections 
https://dese.mo.gov/college-career-readiness/guidance-counseling/curriculum/high-
school-unit-and-lesson-plans 

 

 GA DOE site for BRIDGE Bill Information: http://www.gadoe.org/Curriculum-Instruction-
and-Assessment/CTAE/counselor/Pages/Middle.aspx 

 

 Financial Literacy:  http://www.practicalmoneyskills.com/foreducators/lesson_plans/ 

 Character Lessons:  http://www.goodcharacter.com/HStopics.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 

 

  
 

 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://www.gafutures.org/
https://professionals.collegeboard.org/guidance/counseling/counselor-resources
http://www.act.org/content/act/en/k12-educators-and-administrators/counselor-toolkit.html
http://www.act.org/content/act/en/k12-educators-and-administrators/counselor-toolkit.html
https://dese.mo.gov/college-career-readiness/guidance-counseling/curriculum/high-school-unit-and-lesson-plans
https://dese.mo.gov/college-career-readiness/guidance-counseling/curriculum/high-school-unit-and-lesson-plans
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Middle.aspx
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/counselor/Pages/Middle.aspx
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://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

