MIDDLE SCHOOL COUNSELING BEST PRACTICES 
SCHOOL________________ COUNSELOR_____________________ DATE_______
	Counseling Program Elements 
	T1
	T2
	T3
	Evidence or Documentation
	Completed?
In Progress?
Not Started?
	Next Steps
	Person Responsible



	On-going
	
	
	
	
	
	
	

	All counselors collaborate to develop comprehensive guidance program elements.  Counseling Department develops each element using the appropriate rubric.  Three to five elements are added (or modified) to the program binder each year.
	
	
	
	Comprehensive Guidance Program binder
	
	
	

	Checking for individual, weekly counselor calendars posted outside each office door.
	
	
	
	Individual calendars
	
	
	

	Counseling Department Calendar posted in central location.  Department calendar for the year is available.  Department calendar reflects activities coordinated by the counseling department.
	
	
	
	Department Calendar
	
	
	

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

	Weekly Support Services meetings to plan and coordinate Personal/Social and school-wide activities.  Meetings are attended by all counselors, social workers, psychologists and other mental health partners.  Administrators and other partners attend on a regular basis.
	
	
	
	Department Meeting Minutes
	
	
	

	Participating on the PBIS team (Positive Behavior Interventions and Support).
	
	
	
	
	
	
	

	Providing Individual Guidance to Students.
	
	
	
	Individual Calendars
	
	
	

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

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

	Communication with feeder schools and high schools to facilitate vertical transitions. 
	
	
	
	
	
	
	

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

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

	Counselor participates in SIT (Student Intervention Team) and RTI (Response to Intervention) process.
	
	
	
	
	
	
	

	Providing individual guidance.
	
	
	
	
	
	
	

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

	By the end of 1ST TRIMESTER
	
	
	
	
	
	
	

	Checking student schedules for accuracy.
	
	
	
	
	
	
	

	Coordinating meetings to update 504 Plans; Communicating 504 needs to faculty and staff
	
	
	
	
	
	
	

	Working with faculty to identify students for district-approved resources and/or intervention classes.
	
	
	
	
	
	
	

	Providing 6th grade orientation: study skills, time management, learning styles, organizational skills.
	
	
	
	Guidance Lesson Plans & Calendar
	
	
	

	Providing 7th & 8th grade PEP lessons as …..
	
	
	
	
	
	
	

	Assist with planning and presenting Parent Night to orient parents to school procedures, safety net programs, SIT,
calendar of events/progress reports/report cards.
	
	
	
	
	
	
	

	Advertising safety net programs: district-approved, school-wide, individual teacher.
	
	
	
	Advertising Images & meetings
	
	
	

	Orienting faculty to SIT process
	
	
	
	
	
	
	

	Reviewing progress reports for students struggling academically. Collaborate with teachers and students to provide academic interventions. (look into social/emotional reasons)
	
	
	
	
	
	
	

	Needs Assessment to identify small groups for intervention attendance, S/E group, children of divorce/ imprisonment. 
	
	
	
	Needs Assessment & lists of potential group 
	
	
	

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

	By the end of the 2nd TRIMESTER
	
	
	
	
	
	
	

	Evaluating 1st Trimester data to determine incident rate of referrals, attendance, achievement, tardies, multi-racial make-up of advanced classes; 
	
	
	
	Group Formation and Counseling
	
	
	

	Develop response(s) to gaps as shown through data analysis, including setting up groups, individual referrals, system-wide structures, etc.
	
	
	
	
	
	
	

	Deliver Guidance Lessons for students, parents and teachers, such as Goal Setting, Communication, Self-Management, and Successful Learning. 
	
	
	
	Guidance Curriculum
	
	
	

	Deliver guidance lessons in accordance with PEP……   for 6,7 and 8 grade students; Guidance Lesson w/students about career exploration using CIC (College in Colorado) 
	
	
	
	
	
	
	

	Meeting with administrative team to organize calendar of orientation and registration activities for next school year
	
	
	
	
	
	
	

	Assist students with high school exploration, selection and application process. (November)
	
	
	
	
	
	
	

	By the end of the 3RD TRIMESTER
	
	
	
	
	
	
	

	Identifying all students who have not completed PEPs and ensure completion.
	
	
	
	CIC & Naviance
	
	
	

	Organize orientation/registration of students in grades 5-8 for the next year: 

Work with HS counselors to develop 8th Grade Transition to High School Parent Event

Coordinate registration/orientation of incoming 6th grade students
	
	
	
	MS & HS Transition Activities
	
	
	

	Promote and facilitate student registration for Ninth Grade Academy.
	
	
	
	
	
	
	

	Scheduling/Meeting with student/parent 

to explain options if student not promoted

to advise of summer opportunities 
	
	
	
	
	
	
	

	Finalizing SIT activities for year; create initial schedule for fall.
	
	
	
	
	
	
	

	Work with teachers on development of transition information (including persona/social, family, and school matters) to pass on to feeder middle schools
	
	
	
	
	
	
	

	Work with feeder schools to collect student information (including persona/social, family, and school matters) about incoming students to facilitate transition process
	
	
	
	
	
	
	

	Meet with administration to plan out next year’s guidance program; activities; responsibilities; changes to procedures; etc. 
	
	
	
	Calendar; Counselor-Administrator Agreement
	
	
	


