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Forward
During my administrative career as a building principal, I was always fortunate to work with excellent professional school counselors.  With their support and initial training about Missouri’s Comprehensive Guidance Program I developed a deep appreciation for the significant role school counselors play and the impact they can have on my school, students, and the effectiveness of my leadership.

Now working in the Guidance and Counseling section at the Department, I continue to be impressed with the quality of our comprehensive guidance program as well as the materials and support provided. 

This manual is designed to provide an overview of what administrators should know about Missouri’s Comprehensive Guidance Program along with suggestions on how to provide leadership for the development of this critical program. 

The program is well defined and of high quality.  Fully implementing the guidance and counseling program is the key factor in its potential to impact student outcomes, and that can’t happen without strong administrative leadership and support. Use this manual to enhance your understanding of the program’s purpose, design, and potential impact. 

Learn and lead!  You, your school, and your students will benefit!

Tom Schlimpert, Supervisor

Guidance and Counseling

Missouri Department of Elementary and Secondary Education

Retired Middle School Principal 

What Administrators are saying about Comprehensive Guidance and Counseling Programs
Over the years a body of research has been developed that demonstrates the positive impact that comprehensive guidance and counseling programs can have on schools and students.  The purpose of this guide is to assist administrators in developing a better understanding of comprehensive guidance and counseling programs.  To introduce the guide, the authors would like to share with you some remarks from other administrators about comprehensive guidance and counseling:

At a time when the act of civility seems to have been placed on the back burner and prized academic achievement seems to be inspiring unethical actions in local schools and the national community, school guidance and counseling programs influenced by the concepts outlined in the Comprehensive Guidance Program authored by Dr. Gysbers must be supported by school administrators as a means of providing a moral compass for children navigating the intellectual, social, and emotional terrain of the 21st century. 
Roger C. Williams, Jr. Ed. D., Retired school principal

The most valuable resource for me has been working with excellent counselors who implement a comprehensive guidance program.  We all know the value of counselors when there is a crisis, but the school counselor serves a much greater function than just providing responsive services. The guidance program supports our school improvement plan by giving students the tools to help them succeed academically and socially in and out of school; skills that are not covered through the regular classroom curriculum  . This groundwork the counselors have done maximizes the precious time we have to spend with students and parents. 

Julie Steiger, EdD

Principal, Springfield Public Schools

An effective school counselor is a foundation pillar for a school by advocating for students needs and fostering parent/community support to ensure student preparedness for learning...”
Andy Stormes

Assistant Principal

Rolla Junior High School

Rolla 31 School District
The role of the guidance counselor continues to evolve and if the dedicated mission of our school is to develop our students to be respectful, skillful and confident, it takes every possible resource we have to make that a reality.  Our counselor continuously meets those needs through our comprehensive guidance and counseling program to support the academic, career, and personal/social development of all students as well as assisting them with individual planning and responsive services.  She plays a vital role in helping our students experience success!

Randy Glenn

Secondary Principal Pilot Grove C-4 

Schools often struggle to meet the needs of diverse student populations,

but a diverse student learning community can be celebrated when a comprehensive guidance program is utilized to level the playing field for all. 

Cheri  Patterson, Associate Superintendent for Curriculum and Instruction

St. Joseph Public Schools  

The Guidance Department at Hickman High School provides a foundation for not only student success, but also creates a positive climate and culture in our school and community.  The bridge the counselors have built using the Comprehensive Guidance Program provides support to many groups of people: students, parents, teachers and administrators. A strong Comprehensive Guidance program is a must for any successful high school.

 Dr. Tracey Conrad, Principal David H. Hickman High School
We hope this guide will serve its intended purpose of informing administrators around the state about comprehensive guidance and counseling programs and improving administrator-counselor communication and collaboaration.

Norm Gysbers

Tom Schlimpert

Bragg Stanley

For information on comprehensive guidance and counseling programs, contact the Guidance and Counseling Section of the Missouri Department of Elementary and Secondary Education: 573.751. 4383

Introduction
This administrator’s guide is intended for your use in conjunction with the Missouri Comprehensive Guidance and Counseling Program Manual. Its purpose is to provide you with information regarding your role in supporting the successful implementation of a comprehensive guidance and counseling program that addresses the academic, career, and personal/social development of all students and supports the ongoing mission and vision of the district.  While the school counselors in your district are responsible for planning, designing, implementing, evaluating and enhancing your district’s comprehensive guidance and counseling program, as the instructional leader you have a key role in providing leadership and support to ensure the full implementation of the program.

As an administrator, your words and actions as well as those of your Board of Education communicate  both  the importance of and support for your district’s comprehensive guidance and counseling program. It is essential for you to understand and communicate  to school staff, parents, and the community that the district’s comprehensive guidance and counseling program is an integral part of the instructional process.   

Fully implementing  your district’s comprehensive guidance and counseling program requires leadership from the administrtion and from the gudiance and counseling staff.   In guiding the full implementation of your comprehensive guidance and counseling program,  keep the following points in mind:

1. Guidance is a program. It has characteristics similar to other educational programs in your district including:
· Grade Level Expectations that aligned with the Show-me Standards the National Standards of the American School Counselor Association and the Common Core.
· Activities and processes to assist students in achieving knowledge and skills in academic, career, and personal/social development

· Professionally recognized and certified personnel

· Materials and resources

· Evaluation

2. Guidance and  counseling programs are developmental and comprehensive K-12. They are developmental in that guidance activities are conducted on a regular, planned, and systematic basis to assist students in achieving knowldege and skills for life-time success.  Although immediate and crisis needs of students are to be met, a major focus of a developmental program is to provide all students with experience to help them grow and develop. Guidance and counseling programs are comprehensive in that a full range of activities and services, such as curriculum activities, career and educational planning assistance, information, consultation, counseling, and referral are provided.

3. Guidance and counseling programs feature a team approach. A comprehensive program of guidance and counseling is based on the assumption that all school staff are involved. At the same time, it is understood that professionally certified school counselors are central to the program. School counselors provide direct services to students while providing program leadership, consultation, and  
collaboration with other members of the guidance team, members of the school staff, parents, and members of the community.

4. The K-12  comprehensive guidance and counseling program is a district program and those implementing it require the district’s support and encouragement through adequate funding and the allocation of sufficient time for school counselors to effectively accomplish the tasks required to fully implement the program.
5. The process of full comprehensive guidance and counseling  program implementation includes clearly identifying school counselor roles. This requires analyzing your school counselors’ responsibilities, determining guidance functions, setting priorities, and reassigning those responsibilities identified as barriers to implementation.  The goal is for your school counselors to focus 100 percent of their time working in the guidance and counseling program in order to address the developmental needs of all students.
6. The comprehensive guidance and counseling program belongs to the school district. The program continues regardless of who the school counselors or administrators are in the district. The organizational framework remains the same across buildings and levels although activities and time allotments may vary.

7. Just as there is a K-12 scope and sequence of grade level expectations for district academic programs, there is a K-12 scope and sequence of grade level expectations for the district’s guidance and counseling  program.

8. A key concept in the process of comprehensive guidance and counseling program development and implementation is “continuous improvement.”  A systematic process of planning and evaluation is facilitated through the program's model of evaluation, "Program + Personnel = Results."
9. Aligned with MSIP Standards, quality indicators have been identified.   These indicators are:
a. A Comprehensive Guidance and Counseling Program has been  developed and implemented

b. A guidance and counseling curriculum based on current standards and GLEs  is in place

c. An individual planning system is in place

d. Students have access to responsive services

e. System support and management activities ensure full implementation and continued improvement of the district’s comprehensive guidance and counseling program
These guide spells out what is means to develop and implement a guidance and counseling program and describes the curriculum, individual planning, responsive services, and system support components all of which make up the quality indicators of a comprehensive guidance and counseling program.
 Overview of the

The Missouri Comprehensive

Guidance and Counseling Program

The Missouri Comprehensive Guidance and Counseling Program (MCGCP) consists of three major elements: content, an organizational framework, and resources. (See Figure 1.) The content element contains suggested student content standards and grade level expectations (GLE’s) that a school district may wish to consider for its students to master as a result of their participation in the district’s comprehensive guidance and counseling program. The organizational framework contains six structural components and four program components. Suggested allocations of the school counselor’s time across the four program components are also provided. The resource element presents the human, financial, and political resources required to fully implement the program.

CONTENT
One of the assumptions upon which the MCGCP is based is that there is guidance and counseling content that all students should have the opportunity to learn. (See Appendix A.) In the MCGCP, guidance and counseling content is expressed as grade level expectations that students need to achieve along with the grade level expectations they achieve in academic, career education and other subjects so that they can compete successfully in an internationally competitive, technological world. The content element of the MCGCP contains student grade level expectations grouped into three broad areas: Academic Development, Career Development and Personal Social/Development. 

Academic Development.
· Applying Skills Needed for Educational Achievement

· Applying the Skills of Transitioning Between Educational Levels

· Developing and Monitoring Personal Educational Plans

Career Development.
· Applying Career Exploration and Planning Skills in the Achievement of Life Career Goals

· Knowing Where and How to Obtain Information about the World of Work and Post Secondary Training/Education
·  Applying Employment Readiness Skills and the Skills for On-The-Job Success

Personal/Social Development.
· Understanding Self as an Individual and as a Member of Diverse Local and Global Communities

· Interacting with Others in Ways that Respect Individual and Group Differences

· Applying Personal Safety Skills and Coping Strategies

Figure 1
Missouri Comprehensive Guidance and Counseling Program

Elements


Content 
Organizational Framework
Resources




                                      Suggested Use of Counselor Time (Percentage Rate)


Elementary 
Middle/Junior High
High School

Guidance and Counseling Curriculum
35-45
25-35
15-25

Individual Student Planning
  5-10
15-25
25-35

Responsive Services
30-40 
30-40
25-35

System Support
10-15
10-15
15-20

Total
100
100
100

Note: 100% of a school counselor’s time should be devoted to the implantation, delivery, and management of the guidance and counseling program.
ORGANIZATIONAL FRAMEWORK

This section describes in detail the organizational framework of the MCGCP. The framework contains six structural components, four program components, and suggested distributions of school counselor time.

SIX STRUCTURAL COMPONENTS

The six structural components are an important part of the organizational framework of the MCGCP because they define it; describe the rationale on which it is based; and highlight the resources, materials, staffing, and equipment that are required to develop and manage it effectively. The six structural components are: (a) definition and philosophy, (b) guidance and counseling program facilities, (c) advisory council, (d) guidance and counseling resources, (e) staffing patterns, and (f) budget.

1. Program Definition and Philosophy

The definition of a comprehensive guidance and counseling program identifies the centrality of guidance and counseling in education and describes, in broad outcome terms, the grade level expectations, (knowledge and skills) students will master as a result of their participation in the program. It also identifies who delivers the program and how the program is organized. The district’s statement of philosophy for its comprehensive guidance and counseling program identifies a belief system and is derived from the overall educational goals of the school district and from the educational goals for the state of Missouri.

2. Guidance and Counseling Program Facilities

To implement a comprehensive guidance and counseling program, a guidance and counseling center should be established in each building of the district. The guidance and counseling center should be accessible and large enough to adequately house all of the program’s personnel, resources, and equipment. The minimum requirements for a guidance and counseling center are:

· A well-organized display of guidance and counseling resource materials and equipment

· Private offices, properly equipped and soundproofed

· Adequate space for individual, small-, and large-group use

· Adequate storage space
3. Advisory Council

An advisory council provides support, offers advice, reviews present activities, and encourages new activities to meet the goals of a school district’s comprehensive guidance and counseling program. Advisory council membership may include parents/guardians, school board members, students, community leaders, agency personnel, and teachers.

The advisory council members should have a shared enthusiasm for students and guidance and counseling. The council may be organized at the district or building level. In small districts, the council’s responsibilities may be assumed by or be organized within existing advisory groups such as building or district-wide career education advisory councils.
4. Guidance and Counseling Resources

To develop and manage a comprehensive guidance and counseling program effectively, appropriate guidance and counseling resources are required. These resources include equipment and materials, staff expertise, and community resources
5. Staffing Patterns

For a comprehensive guidance and counseling program to function fully and effectively, adequate staffing is required. This means that the minimum state standard for school counselor-to-student ratio must be met. The minimum standard requires one school counselor for every 401-500 students in grades K-12. However, the desirable standard is one school counselor for every 301-375 students in grades K-12. If a district has more than one school counselor, a head school counselor or director should be identified. Central coordination ensures that program planning, designing, implementing, evaluating, and enhancing take place in a timely manner. A reduced caseload is highly recommended for head school counselors or directors so that they can manage the comprehensive guidance and counseling program effectively. Finally, and most importantly, adequate secretarial/clerical support personnel must be assigned to the comprehensive guidance and counseling program to ensure effective program delivery.

6. Budget

The guidance and counseling program’s budget should be included in the budget-planning process at both the district and building levels. Budgets should be established annually consistent with other departments in the school to ensure that the comprehensive guidance and counseling program has the resources to develop, implement, and manage its program effectively. These budgets should be separate from other district and building budgets (e.g., special education, at-risk, testing).

FOUR PROGRAM COMPONENTS

All of the required activities and services of a comprehensive guidance and counseling program are grouped into four interactive program components: (a) guidance and counseling curriculum, (b) individual student planning, (c) responsive services, and (d) system support.

The first three program components provide direct activities and services to students and parents/guardians. This means that the content of a comprehensive guidance and counseling program —the student grade level expectations — is delivered through the activities and services of these three components. The guidance and counseling curriculum is designed to be the center of the developmental/preventative part of a comprehensive guidance and counseling program and thus contains the bulk of the activities to assist students in achieving appropriate guidance and counseling grade level expectations. At the same time, however, it is important to remember that the activities and services of the individual student planning and responsive services components also provide many opportunities for students to achieve appropriate guidance and counseling grade level expectations contained in the content element of the MCGCP. Thus, all three direct service components contribute to student attainment of appropriate grade level expectations in different but important ways. The fourth program component, system support, contains the management activities and services required to support a district guidance and counseling program as well as the other educational programs of a district.

1. Guidance Curriculum

Are there knowledge, skills, and attitudes that all students need to acquire that should be the instructional responsibility of a comprehensive guidance and counseling program? The answer is yes! They are expressed as grade level expectations (GLE’s). Thus, a curriculum component is a necessary part of a comprehensive guidance and counseling program that will address a majority of the grade level expectations contained in the content element.

The guidance and curriculum consists of structured developmental activities presented systematically through classrooms and large groups from kindergarten through grade 12. The purpose of the guidance curriculum is to facilitate students’ optimal growth and development by assisting them to acquire competencies that promote academic development, career development, and personal social development. Guidance curriculum activities are delivered through such strategies as the following:
· Structured Groups - School counselors conduct structured groups such as career days in the guidance and counseling center or other school facilities.

· Classroom Presentations - School counselors — working collaboratively with teachers — teach, teach in teams, and assist in teaching guidance and counseling curriculum activities in classrooms.

Guidance curriculum activities are developed in a variety of ways. In 2005 and 2006 a state wide committee of counselors, counselor educators, and state department personnel developed learning activities based on the new standards and grade level expectations. These are web-based activities that counselors and teachers can access by linking to the Guidance e-Learning Center: The long-range goal is to develop a ‘living curriculum” that can grow as counselors and teachers develop new learning activities that address the guidance and counseling standards and grade level expectations.

Also, it is important to work closely with teachers to organize where and when guidance curriculum activities will be taught. The format of the learning activities indicate how they are cross-referenced to the Missouri Show-Me Standards and provide effective ways to work closely with classroom teachers to achieve the educational goals of the district.

2. Individual Student Planning
Do students and their parents/guardians have the right to expect that the school district is sensitive and responsive to students’ unique life career needs, including their needs for goal setting and career planning? The answer is yes! Thus, an individual student planning component in a comprehensive guidance and counseling program is needed.

The foundation for individual student planning is established during the elementary school years through guidance and counseling curriculum activities in which students 
participate. Self-confidence development, the acquisition of learning-to-learn skills, interpersonal relationship skill development, decision-making skill building, and awareness and beginning exploration of educational and occupational possibilities are sample subjects covered during these years. Subjects such as these continue to be covered through the activities of the guidance and counseling curriculum during middle school and high school, providing new information and experiences to enable students to regularly update, monitor, and manage their plans effectively.

Building on the foundation provided in elementary school, students begin to plan for the future during the middle school years through the individual student planning component. During this period, students’ plans focus on high school course selection, considering graduation requirements and the requirements for their postsecondary educational and occupational goals, culminating in a Personal Plan of Study. Guidance and counseling curriculum activities continue to support and guide the planning process.

During the high school years, personal plans of study developed in the middle school are reviewed and updated regularly in accordance with students’ post-secondary personal, educational, and occupational goals. The individual student planning component provides time for regular individual work with students as well as group sessions focusing on individual student planning. Guidance and counseling curriculum activities continue to support student planning by giving emphasis to the development and use of skills in decision making, goal setting, and planning. The importance and relevance of strong academic, and career, and personal/social development skills are stressed. The goal is for students’ personal plans of study to become pathways or guides through which they can use the past and present to anticipate and prepare for the future.

Individual student planning activities help all students to plan, monitor, and manage their academic, career, and personal/social development. Within this component, activities are designed to help students evaluate their educational, career, and personal goals and to develop personal plans of study no later than the 8th grade in collaboration with parents/guardians. In this component, the school counselor plans and directs the activities. These activities are generally delivered on an individual basis or by working with individuals in small groups. The focus is on having students individualize and personalize their planning. Individual student planning is implemented through such strategies as the following:
· Appraisal - School counselors work with students in analyzing and evaluating their abilities, interests, skills, and achievements. Test information and other evaluation data form a basis for developing short-term and long-term plans with students and their parents/guardians.

· Educational and Career Planning - School counselors work with students to use personal-social, educational, and career and labor market information to manage their personal plans of study. The involvement of parents/guardians and other school staff is critical in planning a program that meets the individual needs of students.
· Transition - School counselors assist students in making the transition from grade to grade and school to school or school to work.

Educational and career decision making, planning, and goal setting are primarily the responsibility of students and their parents/guardians. Personal plans of study developed as a result of individual student planning activities come in a variety of formats. One format is the traditional 4- to 7-year educational plan. Another format is a student portfolio either in paper or electronic form. 

The foundation of  personal plans of study will be the school’s  Program of Study  which include a non-duplicative sequence of academic and technical education instruction around career clusters  and related grade appropriate career related experiences.  Through the individual student planning process, the personal plan of study will reflect:

· The coursework needed to complete the program of study including state and local graduation and assessment requirements

· Grade appropriate career-based opportunities and relevant co-curricular activities in which the student will engage. Such activities may include but are not limited to job shadowing, service learning, internships, volunteer activities, after school employment, and CTSO 

· The postsecondary goals of the student which will be reviewed annually and revised as necessary. The Missouri School Improvement Program requires that all students have a personal plan of study built around a career path and/or cluster beginning no later than the end of 8th grade.

At this point, only a few programs of study templates will have been developed. However, all students will still have a personal plan of study. If a student is pursuing a career area for which a program of study template has not been developed through the model process, then the personal plan of study will be developed without a template or a school can use sample templates that can be found on the career clusters website: www.careerclusters.org. Even small schools with a limited number of courses can develop templates for the personal plan of study using the career path framework. The idea is that we provide students with a way to frame their career and educational planning—a language so to speak—about careers that does not limit their options but expands them by helping them envision a number of ways in which their skills and interests can be used.  Programs of Study are a requirement under Perkins IV Legislation.  Area Career Center Directors, will have additional information.
The Role of the School Counselor in Individual Student Planning  
School counselors are aware that:

· Individual student planning is a key component of their comprehensive guidance and counseling program

· Developing, reviewing, and revising personal plans of study is an essential piece of individual student planning

· Individual student planning is at the heart of a strong career development process of career awareness, exploration and decision making that begins in the elementary grades. 

Thus, school counselors play a pivotal role in helping students gain the knowledge and skills necessary for them to be able to make good decisions regarding their post-secondary plans. 

The Guidance Grade Level Expectations provide the roadmap for schools to develop a strong and meaningful career development process for all students, and the Program of Study process provides schools an effective way to develop a rigorous and relevant curriculum and to create the templates that can guide the individual planning process and the development of rigorous and relevant personal plans of study.
3. Responsive Services

Should school counselors be available and responsive to special or unexpected needs of students and parents/guardians? The answer is yes! Thus, the purpose of the responsive services component is to work with students whose personal circumstances, concerns, or problems are threatening to interfere with or are interfering with their healthy academic, career, and personal/social development. Specific issues some students face include academic success, career choice, child abuse, cultural diversity, dropping out of school, educational choices, family loss, relationships, school attendance, stress, substance abuse, and suicide. As a result, there is continuing need for individual counseling, small-group counseling, consultation, and referral. The responsive services component also supports the activities in the guidance and counseling curriculum and individual student planning components.

Parent/guardian involvement with and participation in the activities of this component are critical in helping students overcome barriers to their, academic, career, and personal/social development. Parent/guardian involvement may include referring their children for assistance, working with school counselors to identify issues of concern, giving permission for needed services, and providing help in resolving issues. Responsive services are implemented through the following: individual counseling, small-group counseling, consultation, and referral.

· Individual Counseling - School counselors provide individual counseling for students who are experiencing educational difficulties, personal concerns, or normal developmental tasks. Individual counseling assists students in identifying problems, causes, alternatives, and possible consequences so that appropriate action can be taken.

· Small-Group Counseling - School counselors provide small-group counseling to students who need and will benefit from a small-group setting to address their needs and concerns. Interventions may take the form of short-term issue groups or crisis intervention groups that deal with such topics as social skills, anger management, relationship issues, grief issues, and study skills.

· Consultation - Consultation is an interactive process that school counselors provide to help parents/guardians, teachers, and administrators address the academic, career, and personal social needs of students.
· Referral - School counselors use school and community referral sources that deal with crises such as suicide, violence, abuse, and terminal illness. These referral sources may include mental health agencies, employment and training programs, vocational rehabilitation, juvenile services, and/or social services.
The responsive services component is different from the guidance and counseling curriculum and individual student planning components in that the services involved are provided in response to individual needs. To conduct the services of this component, it would be useful to have district-wide written plans and policies concerning confidentiality, the reporting of suspected child abuse, and referrals. A clear district-wide policy about confidentiality of information will enable school counselors to respond to inappropriate requests for information and will help guide their work with students, parents/guardians, teachers, and administrators. As mandated reporters, school counselors are required by law to report suspected child abuse. A district-wide written policy and plan will inform those involved of the procedures the district follows. It is also necessary to compile a listing of referral sources available as well as have guidelines regarding when and how to make referrals.

4. System Support

Does a district’s comprehensive guidance and counseling program require an ongoing support system to work effectively? Do the educational system of the district and the staff involved require ongoing support that can best be provided by school counselors? The answer to these questions is yes! Thus, a comprehensive guidance and counseling program requires a system support component. The administration and management activities of a district’s comprehensive guidance and counseling program are located in this component as are activities that support other educational programs. The system-support component is implemented through activities such as program management, fair-share responsibilities, professional development, staff and community relations, consultation, committee participation, community outreach, and evaluation.

· Program Management - This includes the planning and management tasks needed to support activities conducted in the district’s comprehensive guidance and counseling program. Such activities might include conducting time/task analyses; developing a yearly calendar of activities; developing a yearly budget; writing reports regarding the comprehensive guidance and counseling program; establishing priorities for the year; and, identifying resources needed to implement the program.

· Fair-Share Responsibilities - These are the responsibilities that are required of all members of the school staff. Fair-share responsibilities may include tasks such as bus duty, playground duty, class/club sponsorship, and taking tickets at sporting events. Barriers to implementation  are tasks such as these that school counselors are assigned above and beyond those of other staff members. It is important to note that when these types of activities are assigned to school counselors above and beyond those assigned to other staff members, these activities are considered barriers to implementation. For further explanations of  barriers to implementation, see Section III for additional information.

· Professional Development - School counselors need to be involved in regularly updating their professional knowledge and skills. This may involve participation in regular school in-service training, attending 
professional meetings, completing postgraduate course work, and contributing to professional literature.

· Staff and Community Relations - This activity involves orienting the staff and the community to the comprehensive guidance and counseling program through newsletters, local media, and/or school-community presentations.

· Consultation and Collaboration - School counselors consult and collaborate with teachers and other staff members in order to provide information and receive feedback on the emerging needs of students.

· Committee Participation - Serving on departmental curriculum committees, community committees, or advisory boards represents examples of ways to support other programs in the school and community and to gain support for the guidance and counseling program.

· Community Outreach - Community outreach activities are designed to help school counselors gain knowledge about community resources and referral agencies, field trip sites, employment opportunities, and local labor market information. This may require 
school counselors to periodically visit postsecondary schools and local businesses, industries, and social service agencies.

· Evaluation - Evaluation consists of three major components which is conceptualized as “Program + Personnel = Results. “ 

· Program evaluation asks the question, “To what extent is the program in place?” and is measured using the Internal Improvement Document found in Appendix D.

· Personnel Evaluation asks the question, “To what extent is the program staffed with highly skilled school counselors?”, and is measured using the Guidelines for Performance-Based School Counselor Evaluation.
· Results evaluation asks the question, “To what extent is the program having an impact on relevant student outcomes such as achievement, attendance, and behavior?” See Section III for detailed information on results evaluation.

Suggested Distribution of Total School Counselors’ Time

Appropriate use of a school counselor’s time is crucial in developing and implementing a district’s comprehensive guidance and counseling program. The four program components provide the structure for judging appropriate allocation of the school counselor’s time. One criterion to use in making such judgment is the concept of program balance. The guidance and counseling curriculum, individual student planning, and responsive services program components represent the direct services school counselors provide to students, parents/guardians, teachers, and the community. The system support program component organizes the indirect services of the program. The assumption is that school counselors’ time should be spread across all four program components. However, the first three components will likely need more than 75% of the time. Perhaps total time should be in an 80:20 ratio with 80% toward providing direct services to students, parents/guardians, teachers, and the community and 20% toward providing indirect services to these groups. Care must be taken, however, to watch the time given to 
system support tasks because the prime focus for the school counselors’ time is the direct services to students and parents/guardians through the program components of guidance and counseling curriculum, individual student planning, and responsive services. Finally, it is important to realize that if the district’s program is well run, it already provides substantial support for other school programs and personnel as well as the community.

Another criterion is that different grade levels require different allocations of school counselors’ time across the program components. For example, at the elementary level, more of the school counselors’ time may be spent working in the guidance and counseling curriculum with less time spent on individual student planning. In high school, those time allocations will most likely be reversed. How personnel in a school district or school building allocate their time depends on the needs of their students, parents/guardians, teachers, and their community. Further, once chosen, the time allocations are not fixed forever. The purpose for making them is to provide direction to the program, administration, and school counselors involved. Time allocations can be changed based on newly arising needs. However, when something new is added, decisions will have to be made about what needs to be removed or reprioritized. The assumption is that school counselors should spend their time on fully implementing the guidance and counseling program. Remember that this includes the fair-share responsibilities found in the system support component. School counselors and administrators who participated in field-testing the MCGCP recommended the suggested time percentages seen in Figure 1 on page 8.  

Resources
Human Resources
The human resources of a district’s comprehensive guidance and counseling program — school counselors, teachers, administrators, parents/guardians, students, community members, and business and labor partners — all have roles to play in the guidance and counseling program. Although school counselors coordinate the program and are the main providers of guidance and counseling services, the involvement, cooperation, and support of teachers and administrators are necessary for a successful program that offers a full array of guidance and counseling activities. The involvement, cooperation, and support of parents/guardians, community members, and business and labor partners are also critical for full student participation in the guidance and counseling program.

Financial Resources

Appropriate and adequate financial resources are critical to the success of a comprehensive guidance and counseling program. The financial resource categories required for a program include budget, materials, equipment, and facilities. A budget for the guidance and counseling program is needed to fund items in these categories and then allocate those funds across the buildings and grade levels of the district. Materials and equipment are needed so that the guidance and counseling activities across the four program components can be fully implemented. Well-designed guidance and counseling facilities in each building, organized to meet the needs of the guidance and counseling program are also required.

Political Resources

The political resources of a comprehensive guidance and counseling program include school board policies, pertinent state and federal laws, rules, and regulations, local school district administrative guidelines, and professional association position statements and ethical standards. Clear and concise board of education policies are mandatory for the successful operation of comprehensive guidance and counseling programs in school districts. They represent statements of support and courses of action or guiding principles designed to influence and determine decisions in school districts; those that pertain to guidance and counseling programs must consider pertinent laws, rules, and regulations and standards as they are being written, adopted, and implemented.
PROGRAM COMPONENTS SUMMARY CHART
When the four program components are fully developed in a local district, a chart can be created that provides brief descriptions of each of the four program components. Such a chart includes the purposes of the components; the topics addressed, and school counselors’ roles. Figure 2 is a sample of such a chart showing sample topics. A chart like this one can be created for a district’s program to show at a glance the services and activities school counselors deliver through a comprehensive guidance and counseling program to students, parents/guardians, and the community.

Figure 2

	Missouri Comprehensive Guidance and Counseling

Program Components

	Guidance Curriculum

Provides guidance and counseling content in a systematic way to all 

students K-12

Purpose

Student awareness, skill development, and application of skills needed in everyday life

Topics Addressed

Academic Development

· Study Skills

· Developing Personal Plans of Study

· Pre-employment Skills

· Job Preparation

· Post-Secondary Decision Making

Career Development 

· Career Awareness

· Career Exploration

· Career and Educational  Planning

Personal/Social Development

· Self-Concept

· Conflict Resolution

· Personal Responsibilities

· Peer Friendship

· Decision-Making Skills

· Substance Abuse Prevention Program

· Cross-Cultural Understandings

School Counselor’s Role

· Structured Groups

· Classroom Presentations


	Individual 

Student Planning

Assists students in planning, monitoring, and managing their academic, career, and personal/social and development

Purpose

Development and use of Personal Plans of Study

Topics Addressed

· Course Selection

· Transitioning: 

· Grade to Grade

· School to School

· School to Career

· Multiple-Year Planning

· Financial Aid 

· Knowledge of Career Opportunities

· Career Awareness

· Interest Inventories

· Career Shadowing 

· Work Habits

· Setting Personal Goals

· Decision-Making Skills

School Counselor’s Role

· Appraisal

· Education and

   Career Planning

· Transitions
	Responsive 

Services

Addresses the immediate needs and concerns of students

Purpose

Prevention, intervention

Topics Addressed

· Academic Concerns

· School-related Concerns:
· Tardiness

· Absences and Truancy

· Misbehavior

· School-Avoidance

· Dropout Prevention

· Relationship
  Concerns

· Physical/Sexual/

· Emotional Abuse

· Grief/Loss/Death

· Substance Abuse

· Family Issues

· Sexuality Issues

· Coping with Stress
School Counselor’s Role

· Individual Counseling

· Small-Group Counseling

· Consultation

· Referral


	System 

Support

Includes program, staff, and school support activities and services

Purpose

Program delivery and support

Topics Addressed

· Guidance and Counseling Program, Implementation and Management
· Parent/Guardian Education
· Teacher/Administrator Consultation
· School Improvement Planning
· Counselor Professional Development
· Research and Publishing
· Community Outreach
· Public Relations
· Fair-Share Responsibilities

· Bus Duty

· Playground Duty

· Class/Club Sponsorship

· Taking Tickets at Sporting Events

School Counselor’s Role

· Program Management

· Fair-Share Responsibilities

· Professional Development

· Staff and Community Relations

· Consultation

· Committee Participation

· Community Outreach

· Evaluation


Fully Implementing Your

Comprehensive Guidance and Counseling Program

There are five phases in the process of moving your district’s comprehensive guidance and counseling program toward full implementation:  planning, designing, implementing, evaluating and enhancing.  Each phase and the steps involved are briefly described below followed by suggestions for your involvement and support. For detailed discussion of each phase and the steps involved, see the Missouri Comprehensive Guidance and Counseling  Program Manual.
Phase I:  Planning

 This is the commitment phase for continous improvement.  The district and/or building level guidance and counseling staff and advisory council should: 

Step 1:  Establish the vision: Develop a vision for guidance and counseling that aligns with the school district/building vision and mission
Step 2:  Build the foundation: Build the foundation by establishing a definition and philosophy that aligns with district/building goals and develop the framework for implementing the program.
Step 3:  Assess the current program. Assess the current program and activities to determine the degree of implementation and resources available. The current program is assessed to determine what already exists and what gaps exist in full implementation.  Action plans can then be developed to move toward full implementation
Suggestions for Administrators

Demonstrating administrative leadership and support is critical at this point in the development of the program as it will generate enthusiasm and energy among stakeholders. 

Superintendent and Other District Level Administrators

· Become familiar with the language of a comprehensive guidance and counseling program and knowledgeable about its purpose and role in supporting the overall mission of the school.
· Meet with your school counselors, building administrators, guidance and counseling advisory committee, and any others who are involved in implementing your guidance and counseling program.. The purpose of the meeting is to communicate the support of district level administration and to discuss the improvement process including decision-making authority, budget, time lines, progress reports, and communication channels.   
· Officially communicate to all faculty and staff the importance of the guidance and counseling program in addresssing the developmental needs of students and encourage their support and involvement in its implementation.
· Provide opportunity for the guidance and counseling staff to report to the Board of Education on a regular basis on the progress being made toward full program implementation and the programs  impact on student outcomes.  

· Incorporate the comprehensive guidance and counseling program implementation process into the district’s annual school improvement planning, and budgeting process.

Building Level Administrators

·  Become familiar with the language of a comprehensive guidance and counseling program and knowledgeable about its purpose and role in supporting the overall mission of the school..
· Schedule regular meetings with your school counselors to discuss progress, successes, challenges, and needs for program improvement.
· If your building organizational structure includes departments and department heads, be sure the guidance and counseling program is identified as a department and that a lead or head school counselor is identified. Include the head school counselor in meetings of the leadership team.   Include the guidance and counseling program in the curriculum review/strategic planning processes of the building.

· Include regular reports at faculty meetings from the guidance and counseling department regarding program activities, critical issues and impact relevant to the school mission.

· Periodically acknowledge the work of the school counselors and the advisory committee.

Phase II:  Designing
Step 4:  Determine program direction. This is the phase in which the program design and direction are determined in order to address district/building goals that support the ongoing mission of the school. Within the designing phase:
·  Existing program  activities are evaluated and effective practices are identified.  

· The Missouri Guidance Planning Survey  is administered. 
· The results of the Missouri Guidance Planning Survey, CSIP Goals, and other relevant student, school and community data  are used to establish priorities for the guidance and counseling program.

· The results of the assessment of the current program provide information about the activities and resources that need to be maintained in the desired program as well as about activities that need to be eliminated that interefere with the full implementation of the guidance and counseling program 

· Priorities, timelines, and calendars for implementation  are established. School counselor time is determined to show the percentage of time to be spent in each of the four program components (Guidance Curriculum, Individual Planning, Responsive Services, and System Support). 
· Job descriptions for school counselors are reviewed and revised as necessary to reflect the work required for full implementing the guidance and counseling program.  . See Appendix B for sample job descriptions. 

· Staff development is provided to facilitate the integration of the guidance and counseling program into the instructional process, school programs and activities. 

· A program manual describing the district’s comprehensive guidance and counseling program is developed. The state manual provides guidelines for developing a local guidance and counseling program manual.  If a local program manual currently exists it should be reviewed and updated a necessary to reflect any changes in the program as it moves toward full implementation.
Suggestions for Administrators
During this phase of the transition, a great deal of work is required of the guidance and counseling staff and advisory committee.  Your continued leadership role in supporting the full implementation of the guidance and counseling program will help ensure that the work continues with dedication and enthusiasm. 
Superintendent and Other District Level Administrators

· Make provisions for clerical support, facilities and resources to help to assist with the implementation process. 

·  Work with your building level administrators and school counselors to develop job descriptions for school counselors that commit 100 percent of their time to a fully implemented guidance and counseling program.

·  Make the comprehensive guidance and counseling program a part of the district’s comprehensive school improvement program and budgeting process.



Building Level Administrators

·  Support procedures for conducting the Guidance Planning Survey and collecting other relevant school and community data
· Remove barriers to implementation  (responsibilities that are not guidance functions and are not expected of all faculty members) that your school counselors are performing. These tasks are identified as a result of the school counselor time and task analysis. Consider these tasks in light of what is NOT being done for students through your district’s guidance and counseling program because your school school counselors are spending some of their time performing tasks not related to their guidance and counseling program. Barriers to implementation contrast with “fair-share” responsibilities that are those responsibilities in which all faculty members play a role:

·  Fair-share responsibilities are those responsibilities all faculty members must assume at one time or another such as hall monitoring or supervising the cafeteria. Fair-share responsibilities are included in the System Support component.

·  Barriers to Implementation are those assigned to the school counselor but not to other faculty members. These responsibilities include developing master course schedules, serving as substitute, or acting as the principal in his or her place (see pages 20 and 36-39 of the State Guidance and Counseling Manual for additional information on fair share and barriers to implementation.
Understanding the impact of barriers to implementation on the ability of school counselors to directly work with students is imperative if school counselors are going to make an impact on relevant student outcomes.  For example:

What is the impact of professional school counselors spending 20 percent of their time on “off task” duties?  Based on 180 seven period days in a school year school counselors would lose 36 days or 252 clock hours of time providing direct services to students and their parents.  What direct services could be provided if school counselors had 36 more days or 252 more hours available in the school year?

Elementary school students could receive 
· 200 more 30 minute classroom guidance units on academic, career, and personal/social  issues

· 100 more hours of individual and small group counseling
Middle school students could receive

· 75 more classroom guidance units on academic, career, and personal/social issues

· 50 more hours to develop and begin to use personal plans of study

· 88 more hours of individual and small group counseling

High school students could receive

· 50 more classroom units on academic, career, and personal/social issues

· 88 more hours to plan for the future using their personal plans of study

· 75 more hours of individual and small group counseling

· Work with your school counselors to develop school counselor job descriptions that reflect 100 percent involvement in the district’s comprehensive guidance and counseling program.

·  Include the comprehensive guidance and counseling program on the agenda of faculty meetings and in other communications with faculty, parents, and the community and provide updates on current activities and contributions to student success

· Be actively involved in the development or review and revision of your district’s comprehensive guidance and counseling program manual.

Phase III:  Implementing

This phase puts the program into action after your Board of Education officially approves the comprehensive guidance and counseling program and adopts a policy that guides its operation.  Fully implementing a CGCP require leadership and management skills in order to develop effective teams and partnerships, and in order to acquire and allocate resources to implement, evaluate, and enhance the program A programmatic perspective of CGC focuses on student outcomes, and  school counselors, teachers, and administrator all play a crucial role in implementing a CGCP that fully addresses the academic, career, and personal social development of all students. 
Step 5:   Approve the Program: Have the district’s comprehensive guidance and counseling  program approved by the Board of Education:  The local board of education adopts a policy that reflects a fully implemented,  comprehensive guidance and counseling program as outlined by the Missouri School Board Association
Step 6:  Launch the Program :  The program is officially launched with the actual implementation of activities and an event to signal to the school community that the program is underway. This can occur even though the program has not yet been fully implemented. Communicating the district’s long-range plans for a fully implemented comprehensive guidance and counseling program will help generate support throughout the transition.  In- service development activities are conducted to ensure that the entire faculty and staff are aware of their roles in the district’s comprehensive guidance and counseling program, and  master planning calendar of all guidance activities is developed and made available.
Step 7:  Manage the program.:  Management activities help ensure that the program runs smoothly throughout the year.  Regularly scheduled meetings with the principal, advisory council meetings, keeping the calendar current, and the faculty, staff and community up to date on activities within the program,as well program evaluation  are some of the essential activities within the management function.   
Suggestions for Administrators

Superintendent and Other District Level Administrators
· When the district’s guidance and counseling program is ready for Board approval, schedule enough time on the Board of Education agenda to allow for a thorough presentation and discussion.
· Facilitate the implementation process by making sure that the budget is adequate for implementing  the program, the facilities are adequate for carrying out the program, the plan for reassignment duties that act as barriers in its operation, and everyone is aware that the district is committed to fully implementing its comprehensive guidance and counseling program.
· Work with the guidance and counseling staff to ensure appropriate updates through school and local media.
· When hiring new teachers, school counselors, administrators, and staff, help them to understand the philosophy behind the district’s comprehensive guidance and counseling program and their roles in it. Help them see their potential for contributing to student development through their involvement in the guidance and counseling program as well as how it supports district and buildlng improvement plans and goals

Building Level Administrators

· Work with your school counselors as they manage the transition to the full implementation of the district’s comprehensive guidance and counseling program. For example, review job descriptions and brainstorm ideas about ways to involve the faculty in the program. .Support the implementation of a plan for the reassignment of responsibilities that act as barriers to implementation so your school counselors can spend 100 percent of their time working with students, parents, and teachers (see Appendix C).

· Remind the faculty of the importance of their roles in the district’s comprehensive guidance and counseling program such as participating in and following through with guidance curriculum learning activities, integrating guidance GLES in their curriculum where appropriate, supporting and being involved in the individual student planning process  and working with school counselors to  remove student barriers to learning

Phase IV:  Evaluating: Program + Personnel = Results

This phase  uses the formula, Program + Personnel = Results to answer the questions:

· To what extent is our guidance and counseling program implemented?

· Are our school counselors being supervised and evaluated appropriately?

· How does the guidance and counseling program impact relevant student outcomes?
Step 8:  Assess the degree of comprehensive guidance and counseling program 
       
(GCGP) Implementation: The Internal Improvement Review Document,
 developed by the Missouri Department of Elementary and Secondary Education, is designed to assit schools in determing the level of guidance and counseling program implementation.  It is structured in such a way that it allows school districts to take an honest look at their program and  identify areas  strengths  and of concerns.  It also provides a framework for developing concrete action plans for program improvement.
Step 9:  Supervise and evaluate school counsleor performance: The Missouri Department of Elementary and Secondary Education has developed a continuum for school counselor standards and quality indicators.  These standards, when finalized will be incorporated into a revised version of this manual.
Step 10:  Measure student outcomes that are impacted by the CGCP:  The purpose of fully implementing comprehensive guidance and counseling program is to provide the time and resources for school counselors to work with students, teachers, and parents to advance the academic, career, and personal social development of all students.  As with any program it is essential that results evaluation is included as part of its implementation.  The question about school counseling is no longer, “What does a school counselor do?,”  it is “How are students different because of the work of the school counselor and the guidance and counseling program?” A state-wide training program in results based evaluation has been developed by the Department and is available on-line at the Guidance e-Learning Center. 
Suggestions for Administrators

Superintendent and Other District Level Administrators

· Promote evaluation as a positive and essential aspect of the program and emphasize the opportunity for growth  and program improvement provided by the evaluation process.

· Use the Internal Improvement Review and the continuum for school counselor standards and quality indicators (when published)  as primary district-wide program and personnel evaluation procedures

· Expect school counselors to develop, implement and share results based interventions that address important school issues and student behaviors.

· Expect school counselors to develop a comprehensive evaluation plan based on the formuala that includes a calendar and dates for evaluation components to be completed and presented

Building Level Administrators

· Work with the steering committee to develop a plan with method, procedures, and dates to conduct program evaluation using the IIR

· Become familiar with and use  the continuum for school counselor standards and quality indicators.
· Work with your school counselors to help develop and determine how the results evaluation plan will be carried out at the building level.

Phase V: Enhancing: Improving Your Comprehensive Guidance and Counseling
                Program


Step 11: Commit to the enhancement process


Step 12: Begin the enhancement  process by gathering needs and evaluation data

Step 13: Make enhancement decisions on the basis of needs and evaluation data

Step 14: Develop an action plan with S.M.A.R.T goals (Specific, Measurable, Attainable, Relevant, Time-Framed) to implement the plan

Step 15: Follow Through with the action plan
Enhancing a CGCP thorugh continuous improvement  helps revitalize the program and keeps it relevant to the current needs of the school and the community. Enhancing  the program  in a continual process based not only on data collected over severeal years, but also on  observations  of the guidance and counseling staff, administration,  students, parents, and the community about how well the program has been functioning over time.  In addition, it is based on any new realities that are currently present in the district. Enhancing:

· is based on any new realities that are currently present in your district

· is guided by data collected by the school/district

· ensures relevancy for students, for the school and for the community

· may lead to new or shifted priorities for the use of school counselor's time and talent

Suggestions for Administrators

Superintendent and other district level Administrators

· Understand that the enhancement process is a systemic part of the CGCP
· Ensure that the CGCP is in the same review cycle as other programs in the school

· Support the enhancement process by making it a priority for all programs
Building level administrators

· Understand the need to enhance the program to meet new needs and challenges

· Support the enhancement process by making enhancement a priority for all programs within your school

· Ensure that the CGCP is in the same review cycle as other programs in the school

Beyond Barriers to Solutions:

Actions that Promote Progress

It is naïve to suggest that the full implementation of a district-wide comprehensive guidance and counseling program is barrier-free. Each district that has made the commitment has been faced with barriers. Moving beyond the barriers to solutions is another point at which partnerships and teamwork between administration, school counselors, and faculty are essential if change and progress are to be made. Those who have openly faced barriers and worked together to develop creative solutions have emerged with a greater commitment to their common goal of a more effective guidance and counseling program for all of their students.

Over the past 20 years school counselors and administrators have been asked to identify the barriers they faced in their work toward full implementation of their local programs. They were then asked to identify possible solutions to for each of the barriers. The lists of barriers they generated were combined into nine categories:

1. School counselor job responsibilities do not allow 100 percent involvement in the guidance and counseling program.

2. Lack of administrative support for the program

3. School counselor to student ratio is too high.

4. Various groups resist the program.

5. Classroom involvement interferes with immediate response to crises.

6. Lack of resources

7. Special Services Program takes time away from the comprehensive guidance and counseling program.

8. Some teachers are resistant to relinquishing time for classroom guidance activities.

9. Lack of communication

Anticipating that some of these barriers may exist can help local districts to plan ways of dealing with barriers before they become major roadblocks. Appendix H of this document consists of suggestions for overcoming these barriers. It should be noted that lack of adequate state funding was one of the most often mentioned barriers. Limited available funds is a statewide issue, but one that must be addressed locally when setting priorities. We all must work at the legislative level for increased funding. Recognizing that funding is limited, the suggested actions are those that require no or minimal additional expenditure. The lists are intended to spur additional ideas.
Closing Comments

The process of planning, designing, implementing, evaluating and enhancing a district comprehensive guidance and counseling program leads to the effective delivery of guidance services and the achievement of student outcomes,  the goals of which are to help develop competent and confident learners who can make successful post-secondary transitions into further education or to the workforce.   It is a way to bring renewed vitality not only to the guidance and counseling program, but also to all areas of the school through mutual commitment to the concepts of the program and it’s role in supporting the overall mission of the school.  Your role as an administrator is a powerful one. As stated in the beginning, you are instructional leaders and the authority vested in administrative positions enables you to accomplish things school counselors cannot do alone. School counselors need your administrative leadership and support. As active supporters of the program, you can make a difference in the lives of all students.
Appendix A

Guidance Curriculum

Overview

MISSOURI COMPREHENSIVE GUIDANCE PROGRAM

STRANDS, BIG IDEAS & CONCEPTS

STRAND PS: PERSONAL AND SOCIAL DEVELOPMENT

BIG IDEA: PS.1.  Understanding Self as an Individual and as a Member of Diverse Local and Global Communities

Concepts:
PS.1.A. 
Self concept

PS.1.B. 
Balancing life roles

PS.1.C. 
Citizenship and contribution within a diverse community

BIG IDEA:  PS.2.  Interacting With Others in Ways That Respect Individual and Group Differences

Concepts:
PS.2.A. 
Quality relationships

PS.2.B. 
Respect for self and others

PS.2.C. 
Personal responsibility in relationships

BIG IDEA:  PS.3.  Applying Personal Safety Skills and Coping Strategies

Concepts:
PS.3.A. 
Safe and healthy choices

PS.3.B. 
Personal safety of self and others

PS.3.C. 
Coping skills 

STRAND AD: ACADEMIC DEVELOPMENT

BIG IDEA:  AD.4.  Applying Skills Needed for Educational Achievement

Concepts:
AD.4.A.
Lifelong learning

AD.4.B.
Self-management for educational achievement

BIG IDEA:  AD.5.  Applying the Skills of Transitioning Between Educational Levels

Concept:
AD.5.A.
Transitions

BIG IDEA:  AD 6.  Developing and Monitoring Educational Plans of Study

Concept:
AD.6.A.
Educational Planning for Lifelong Learning 

STRAND CD: CAREER DEVELOPMENT

BIG IDEA:  CD.7.  Applying Career Exploration and Planning Skills in the Achievement of Life Career Goals

Concepts:
CD.7.A.
Integration of self knowledge into life and career planning

CD.7.B.
Adaptation to world of work change

CD.7.C.
Respect for all work 
BIG IDEA:  CD 8.  Knowing Where and How to Obtain Information about the World of Work and Postsecondary Training/Education

Concepts:
CD.8.A.
Career decision making

CD.8.B.
Education and Career Requirements

BIG IDEA:  CD.9.  Applying Employment Readiness Skills and the Skills for On-The-Job Success

Concepts:
CD.9.A.
Personal skills for job success

CD.9.B.
Job seeking skills

Note: Grade Level Expectations can be accessed from the Guidance e-Learning Center
Appendix B
Standards and Criteria for Developing Professional School Counselor Job Descriptions
This appendix provides criteria for developing meaningful job descriptions at the local level. The criteria are based on the actual work school counselors should perform in carrying out their job to fully implement a comprehensive guidance and counseling program.  

1. The school counselor implements the Guidance and Counseling Curriculum Component through the effective use of instructional skills and planning.

Criterion 1: 
The school counselor teaches guidance and counseling units effectively.

Criterion 2: 
The school counselor encourages staff involvement to ensure the effective implementation of the guidance and counseling curriculum.

2. The school counselor implements the Individual Student Panning Component by guiding individual and groups of students and their parents through the development, implementation and annual review of Personal Plans of Study.

Criterion 3: 
The school counselor, in collaboration with parents, helps students establish goals and develop and use planning skills.

Criterion 4: 
The school counselor utilizes a variety of assessment data and provides accurate and appropriate interpretation of the data that assist students in the development of appropriate educational and career plans.

3. The school counselor implements the Responsive Services Component through the effective use of individual and small group counseling, consultation, and referral skills.

Criterion 5: 
The school counselor counsels individual students and small groups of students with identified needs/concerns.

Criterion 6: 
The school counselor consults effectively with parents, teachers, administrators and other relevant individuals.

Criterion 7: 
The school counselor implements an effective referral process in collaboration with parents, administrators, teachers, and other school personnel.

4. The school counselor implements the System Support Component through effective guidance and counseling program management and support for other educational programs.

Criterion 8: 
The school counselor implements and evaluates a comprehensive and balanced guidance and counseling program in collaboration with school staff.

Criterion 9: 
The school counselor provides support for other school programs
5. The school counselor uses professional communication and interaction with the school community.

Criterion 10: 
The school counselor demonstrates positive interpersonal relations with students.
Criterion 11: 
The school counselor demonstrates positive interpersonal relations with educational staff.

Criterion 12: 
The school counselor demonstrates positive interpersonal relations with parents/patrons.
6. The school counselor fulfills professional responsibilities.

Criterion 13: 
The school counselor demonstrates a commitment to ongoing professional growth.

Criterion 14: 
The school counselor possesses professional and responsible work habits.

Criterion 15: 
The school counselor follows the profession’s ethical and legal standards and guidelines, as well as promotes cultural diversity and inclusivity in school policy and interpersonal relationships.

Appendix C
Reassignment of duties that are barriers to implementing a comprehensive guidance and counseling programs
Surveys have shown that school counselors are still being assigned duties that are barriers to implementation. Examples of such duties are categorized below as supervisory, clerical, special programs and services, and administrative. These  activities, although important in the life of a school,  need to be reassigned so that school counselors can devote their time to fully implementing the district’s comprehensive guidance and counseling program.

Budget constraints in many districts may preclude the instantaneous reassignment of these duties. To ensure that the transition to a fully implemented comprehensive guidance and counseling program is made systematically, however, it is critical that a written displacement plan is developed as a part of the overall implementation plan presented to the board of education. A statewide task force of Missouri administrators and school counselors developed the ideas that follow for reassignment consideration. They identified barriers to implmentation, grouped them into four categories, and then listed possible ways to handle the reassignment of them.

Supervisory Duties

A. Coordinating and monitoring school assemblies

· This is an administrative function and is not viewed as a part of guidance and counseling program responsibilities.

B. Hall duty, cafeteria supervision, bus loading and unloading supervision, and restroom supervision

· These duties could be shared equally among all staff.

· Teachers could be assigned to some of these duties as a regular part of their schedules.

· Volunteers could assist with some of these tasks.

C. Chaperoning school functions and athletic event supervision

· These duties could be shared among the staff.

· Booster club members could assist staff with some of the athletic events.

· School staff could be paid extra to take on chaperoning duties.

D. Substitute teaching 

· School counselors are not substitute teachers. On an occasional basis, however, school counselors could conduct guidance and counseling learning activities, particularly if teacher absences are known in advance.

Clerical Duties

A. Selling lunch tickets 

· Office support staff or cafeteria staff should do this.

B. Collecting and mailing out progress reports and deficiency notices

· Sorting, stuffing, and mailing are clerical/secretarial functions. An individual could be hired on a temporary basis to handle sorting, stuffing, and mailing.

· Conferences with students regarding progress reports are school staff functions, which includes but should not be limited to school counselors.

C. Maintaining permanent records and handling transcripts

· Posting grades and test labels is a clerical duty. Part-time help could be hired if a full-time person is not available to handle these functions.

D. Monitoring attendance

· Accounting for daily attendance is not a guidance and counseling program’s function. However, it is appropriate for school counselors to meet with students who have chronic attendance problems.

· Computer software packages are available to monitor attendance in a very efficient and effective manner.

E. Calculating grade point averages (GPAs), class ranks, or honor rolls

· Computer software packages are available to efficiently and effectively perform these tasks. 

F. Developing and updating the student handbook

· This is an administrative function that the principal or assistant principal should perform. 

G. Developing and updating course guides

· Department chairpersons (teaching staff) have the responsibility for developing course descriptions and course guides.

H. Completing the paperwork related to changing students’ schedules 

· The paperwork involved in changing schedules, balancing class loads, and processing student schedule cards are clerical functions. If full-time clerical assistance is not available, part-time clerical/secretarial should be hired to help at key times during the school year. A wide array of computer software is available to handle the scheduling process including schedule changes that can be purchased to facilitate the completion of these important activities. 

Special Programs and Services

A. Sponsoring class clubs and special programs

· Sponsorship of these activities is a school staff function usually done on a voluntary basis. School counselors should not be expected to assume any more responsibility for these programs than any other person on the staff.

· Programs such as the Missouri Scholars’ Academy should be the responsibility of administrative personnel or a committee of school personnel.

B. Coordinating and administering the school testing program, which includes individual testing

· The overall coordination and administration of the school testing program are the responsibilities of the administration.

· Retired teachers could be hired to handle this responsibility.

· School personnel could collaborate to accomplish the coordination and administration of the school-testing program.

· School counselors assist in interpreting test data to teachers, administrators, parents/guardians, and the community; however, they should not be responsible for coordinating and administering the school-testing program.

· School counselors use test data when working with students to help them monitor and manage their academic, personal/social, and career development.

· School psychologists and school psychological examiners are the professionals who are qualified to do individual testing. 

C. Completing and managing Individual Education Plans (IEPs) and meeting other special education requirements

· School counselors should not function as case managers for students with special needs.

· School counselors could be members of the team involved in the diagnostic aspects of the IEP. However, they should not be responsible for the development, 
implementation, and monitoring of the IEP or the Individualized Vocational Education Plan unless they are funded by special education or by vocational education funds. 

· School counselors could take part in staffings and conferences when appropriate but should not coordinate or chair the staffings, conferences, or IEP meetings.

D. Completing and managing 504 Plans

· As with IEP’s school counselors should not function as the case manager for 504 plans, but should be a part of the team when it is warranted. This would occur when a student on the caseload of a school counselor is in need of a 504 Plan.

 Administrative Duties

A. Developing the master schedule

· This is an administrative function. Administrators can seek input from school counselors, but it is their responsibility to plan and develop the master schedule.

B. Acting as the principal of the day

· The school counselor should not fill the role of acting principal.

· Retired school administrators could be hired for this purpose.

· This responsibility could be assigned to teachers who have administrative certification.

· The superintendent or other central office administrators could be called upon to act as principal for the day.

C. Administering discipline

· Administering discipline and assessing consequences for student actions are administrative functions, not guidance and counseling functions. However, it is appropriate for school counselors to meet with students who have chronic discipline problems.

D. Managing schedule changes

· Students who desire or need to have their schedules revised are encouraged to first discuss the changes with the school counselor. The mechanics related to this process should be handled through administrative channels. Much of the process is clerical in nature. It is the responsibility of the administration to see that class sizes are appropriate and that sufficient staff members are available to accommodate students’ needs.

Appendix D

Missouri School Board Association 

Model Guidance and Counseling Policy

Missouri School Board Association

Policy Guidelines for

STUDENT GUIDANCE AND COUNSELING PROGRAM

The district's comprehensive guidance and counseling program provides important benefits to all students at all grade levels by addressing their personal, social, academic and career development needs. The program is implemented in each attendance area and is considered an integral part of each school’s educational program. It is implemented by certified school counselors with the support of teachers, administrators and students. The guidance and counseling program will adhere to the standards of the Missouri Comprehensive Guidance and Counseling Program and strive to meet the program goals in each of the following areas:

Personal and Social Development

1. 
Assist students in gaining an understanding of self as an individual and as a member of diverse local and global communities by emphasizing knowledge that leads to the recognition and understanding of the interrelationship of thoughts, feelings and actions in students' daily lives.

2. 
Provide students with a solid foundation for interacting with others in ways that respect individual and group differences.

3. 
Aid students in learning to apply physical and psychological safety and promoting the student's ability to advocate for him- or herself.

Academic Development

1. 
Guide students to applying the skills needed for educational achievement by focusing on self-management, study and test-taking skills.

2.
 Teach students skills to aid them as they transition between grade levels or schools.

3. 
Focus on developing and monitoring personal education plans, emphasizing the understanding, knowledge and skills students need to develop meaningful personal plans of study. Personal Plans of Study will be initiated for all students no later than eighth grade.

Career Development

1. 
Enable students to apply career exploration and planning skills in the achievement of life career goals.

2. 
Educate students about where and how to obtain information about the world of work and postsecondary training and education.

3. 
Provide students the opportunity to learn employment readiness skills and skills for on-the-job success, including responsibility, dependability, punctuality, integrity, self-management and effort.

Appendix E
Beyond Barriers to Solutions:

Actions That Promote Progress

BEYOND BARRIERS TO SOLUTIONS:

ACTIONS THAT PROMOTE PROGRESS

1. Barrier: School Counselors’ Job Responsibilities Do Not Allow For Their 100% Involvement in the Guidance and Counseling Program.
· Role has not been defined.

· Role is ambiguous; too many people demand school counselor’s time.

· Comprehensive guidance and counseling program is add-on to all other duties.

· Duties that present barriers to implementation are still assigned to the counselor.

· Comprehensive guidance and counseling program has been added, but nothing has been taken away.

· There is no time to plan for program development, implementation, evaluation, and enhancement. 

· To whom would administrative tasks be assigned? Administrators, too, feel overloaded.

Possible Solutions:

· Time and task analysis will put in “black and white” exactly how counselors are spending their time.

· Develop a job description with the principal and/or district-level administration; clarify times to be spent in each area of responsibility.

· Through the time and task analysis, identify barriers to implementation and provide a report to the principal so he or she is aware of the actual time these take away from the guidance and counseling program.

· Make others aware of barriers to implementation and what they do to limit the effectiveness of the comprehensive guidance and counseling program and the positive impact it can have on students.
· Work with the principal to prioritize responsibilities.

· Work with the advisory council and steering committee to identify alternative means to address barriers to implementation.

· Take control of your own time. Rule time; don’t let time rule you.

· Work out a weekly / monthly calendar; post and/or distribute to everyone.

· Allot a specific time each day/week for planning time; be protective of that time.

· Work with the principal, the faculty, parents and the community to gain support for removing barriers to implementation. 

· Set own priorities and communicate these to others.

· Identify program priorities and what the counselor has to do to reach his or her goals.

2. Barrier: Lack of Administrative Support

· Administrators do not understand comprehensive guidance and counseling program requirements.

· Administrators are apathetic about the guidance and counseling program.

· Administrator adds responsibilities that act as barriers to implementation(e.g., substituting, recess duty, lunch duty, computer, data entry, and responsibility for master schedule). There is no “top-down” support for the program; therefore, counselors have no real authority to implement the full program.

· Administrator sees the counselor’s role as strictly responsive services.

Possible Solutions:
· Provide administrators with more information about the benefits of a comprehensive guidance and counseling program. Relate its benefits to the Missouri School Improvement Program (MSIP) and to the School Improvement Plan (CSIP)
· Invite administrators to attend state workshops.

· Require administrators to be involved in planning. Communicate needs to administrators in proactive ways.

· Be sure to report successes along with justification for additional resources.

· Be assertive enough to set priorities and discuss these with administrators.

· Work to change administrators’ view of counselors’ role.

· Educate superintendent to the need for “directives” from that level.

· Work for closer communication between administrator/counselor/state.

· Make sure all administrators have a copy of the Administrators’ Guide.
3. Barrier: Counselor-to-Student Ratio Is Too High

· Too many buildings may be assigned at elementary level.

· It is unrealistic to expect much with 1:1,500 (or even 1:500) ratio.

· The high elementary caseload allows for little more than crisis counseling.

Possible solutions:

· Become politically active and work for reduction in the ratio.

· Solicit teachers to become involved in conducting activities in the classroom.

· Develop a peer helpers program.

· Use homeroom period as a way to reach large groups of students.

· Develop a student assistance program to help with students who require a great deal of support.

· Identify ways the drug-free schools grants could be used to provide additional help.

· Hire clerical staff to do routine clerical tasks to free the counselor to work with more students.

· Conduct more small- and large-group activities.

· Use volunteers to perform routine tasks (as appropriate).

4. Barrier: Various Groups Resist the Program.

NOTE: this barrier takes many forms; its symptoms can be seen in each of the other barriers. Resistance is a natural part of change and, or a degree, is present in every person. It will be the task of the guidance and counseling program steering committee to recognize and understand the overt and covert resistance that emerges and to address it in a positive way.

· Staff is resistant to change.

· Some parents are resistant to some of the topics covered in the guidance and counseling curriculum.

Possible Solutions to Staff Resistance:

· Educate the school staff regarding reasons for change in school counselor’s role. Include information about school counselors’ responsibilities, the benefits of program for students and teachers and the and relationship of the guidance and counseling grade level expectations to core competencies and key skills in the academic and career and technical education curriculum areas.

· Solicit help of administrators in communicating expectations for staff involvement in comprehensive guidance and counseling program.

· Be persistent. Changes in attitude take time and patience.

· Conduct professional development activities.

· Involve faculty on steering and advisory committees.

To Counselors’ Resistance:
· Implement gradually; give counselors opportunity to feel comfortable in new role.

· Identify the specific reasons for resistance and work to overcome them.

· Consider “differential” staffing if there is more than one counselor. One counselor could be responsible for classroom guidance and counseling and another could be responsible for individual student planning, or responsive services, etc.

· Emphasize the district commitment to the comprehensive guidance and counseling program and the expectation that school counselors will implement the program.

To Parent/Special Interest Group Resistance:
· Know your community and support base.

· Educate your community with numerous positive public relations activities.

· Acknowledge resistant factions but don’t let resistance intimidate.

· Gain endorsements from parent-teacher-student organizations.

· Gain endorsement of community service groups.

· Involve individuals with diverse viewpoints on the advisory council and in work groups.

· Hold open forums to discuss the comprehensive guidance and counseling program and its benefits to students.

· Make materials readily available for review.

5. Barrier: Classroom Involvement Interferes With Immediate Response to Crises.

· Administration, teachers, and community have expectations that responsive services are top priority.

· Parents/students who might come unannounced or in a crisis fear that school counselors will be unavailable.

·  There is a perception that the instructions in The Missouri Comprehensive Guidance and Counseling Program Manual do not allow for flexibility in responding to crises.

· Parents expect service on demand.

Possible Solutions:
NOTE: The Missouri Comprehensive Guidance and Counseling Program Manual allows for counselors to respond to students’ needs as appropriate for the local district. The critical factor is balance between responsive services and the other programmatic components.

· Use time and task analysis to get a picture of the actual number, the time of day, and types of crises to which school counselors responds each day/week. Use this information to schedule open office hours.

· Adopt a school policy, based on the district’s philosophy of guidance and counseling for all students, regarding the school counselor’s responsibility for more than crisis cases. (This could be a part of the school counselor’s job description.)

· Take control of time; include specific times for drop-ins in the school counselor’s schedule; publicize times to all (including parents).

· Train others in evaluating severity of crises and how to deal with situations temporarily.

· Develop an efficient and responsive message system so that teachers and students alike can communicate a need to see a school counselor immediately or on short notice.

· Institute a peer mediation/conflict resolution program and a procedure for activating the process (at appropriate times) if the counselor is not available immediately.
· In multiple-counselor schools, arrange schedules so that someone is always on call for emergency/crisis situations. Publish schedule.

6. Barrier: Lack of Resources

· No budget is provided.

· Limited resource materials are provided.

· Space does not allow privacy; there is no room for resources and not enough space for small-group work.
· Space allocation for the comprehensive guidance and counseling program is not a priority.

· There is no clerical support for such tasks as typing, record keeping, and filing.

Possible Solutions:

For Budget:
· Explore possibilities of alternative funding for services and positions. For example, federal and state monies have been used to provide specific services for eligible students.

· Use business partners as a source for support and resources; solicit funds from local businesses.

· Work with administrators to make the comprehensive guidance and counseling program a part of the district and/or building budgeting priorities and processes

· Increase public awareness of the resource needs of education. Become politically active; conduct more advocacy activities with local school boards and the state legislature regarding funding needs.

For Materials:

· Use the Guidance e-Learning Center at www.mcce.org. Free materials are available.

· Use Missouri Connections as a resource; It is free tool to assist students in their educational and career planning.

· Seek free and inexpensive materials.

· Network and share materials with other school counselors by attending, district, and state Missouri School Counselor Association (MSCA) conferences, and state sponsored professional development workshops. 

For Space:

· Go on a “space walk.” Look for places that could be rearranged and used for various purposes. One school counselor found a staircase landing that could be used to display materials; another found the end of a hallway to use as a small-group space.

· Rearrange existing space.
For Professional Development:

· Network with counselors in other districts, visit their schools, and initiate “Share Days.”

· Attend district and state MSCA meetings and conferences. Ask for time to discuss the comprehensive guidance and counseling program.

· Develop an area support group of counselors who are implementing the program.

· Start a support group for teachers; plan a “Share Day” or special event for teachers.

· New counselors are encouraged to participate in the state sponsored mentoring program for school counselors.

For Clerical Support:

· Use volunteers when appropriate.

· Use “Green Thumb” or “Foster Grandparent Program” participants.

· Use student aides to answer the phone, do non-confidential filing, and manage the resource library.

7. Barriers; Special Services Programs Take Time Away From the Comprehensive Guidance and Counseling Program.

· Increased demands of special services keep counselors from being able to fully implement the comprehensive guidance and counseling program.

·  School counselors are responsible for all parent contacts.

·  School Counselors coordinate the IEP and/or 504 processes.

Possible Solutions:

· Refer to Section V of the Manual for complete information concerning working with students with special needs.

8. Barrier: Some Teachers Are Resistant to Relinquishing Time for Classroom Guidance and Counseling Activities.

· Some teachers resent time lost from instruction due to mandated state-wide testing.

· There is resistance to adding guidance and counseling to the core curriculum (especially at the high school level).

· The core curriculum is so full that school counselors are unable to do classroom guidance and counseling activities.

· Teachers see counselor-led classroom guidance and counseling learning activities as a “break time” for them.

Possible Solutions:

· Educate teachers through in-service and advocacy activities about the comprehensive guidance and counseling program and their role in it.

· Emphasize the positives of the developmental and preventative approach to guidance and counseling.

· Work with those who are eager to be involved. Publicize successes and recognize classroom teachers’ contributions.

· Seek administrative support and encouragement for classroom guidance and counseling.

· Use the Prior-Proper-Planning (PPR) approach:

· Schedule time with teachers early in the school year.

· Publish a schedule and stick to it.

· Plan meaningful classroom presentations.

· Work with classroom teachers to plan lessons that connect guidance and counseling GLEs to subject matter GLEs. Establish a spirit of cooperation and common purpose through one-to-one contacts with teachers.

· Encourage teachers to remain in the classrooms when school counselors present guidance and counseling activities. For example, teachers are present during the school counselor’s lesson enabling them to follow through with these concepts in their future work with students

9. Barrier: Lack of Communication

· There is a lack of communication concerning the comprehensive guidance and counseling program among buildings in the district.

· There is a lack of staff understanding about comprehensive guidance and counseling programs.

· There is an existing mind-set about how guidance and counseling is defined (i.e., responsive services only) and it’s difficult to overcome.

· The community doesn’t see guidance and counseling as important.

· The comprehensive guidance and counseling program is unclear to community and staff.

Possible solutions:

· Stage a media blitz in the school and the community, regarding the importance of the contribution to student success of the comprehensive guidance and counseling program.

· Promote the idea of program ownership by involving many groups in each phase of the program development process

· Make presentations to various parent/teacher/business/service groups. Obtain their endorsement of the program along with permission to use their endorsement in future publicity.

· Make the program visible within the community.

· Include information about the program in existing district newsletters and patron communication mechanisms.

· Develop a comprehensive guidance and counseling program newsletter and website reporting the activities of the program.

· Reeducate various groups about the changing school counselor’s role and the benefits of the comprehensive guidance and counseling program.

· Keep administrators informed about program activities so they are able to respond to questions from parents and the community.

· Use the advisory council to develop ways to publicize the program.

· Appoint someone to coordinate internal communications. Rotate responsibility if there is not a “paid” coordinator.

· Develop an in-house communication vehicle (e.g., bulletins, newsletter for teachers, website).

· Become an advocate for the program.
The participants presented these ideas as cited here. They are examples of the way people can work together to develop positive solutions to the barriers that may occur. These ideas and the concept of the team approach to barrier breaking will be useful in local planning. Working together to meet the challenges will give participants a greater sense of ownership of the district’s comprehensive guidance and counseling program.
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