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Office of Institutional Education School Counselor Duties
Whether you come to OIEP from the public school system or this is your first school counseling job, sometimes setting up your system can seem daunting.  Though every counselor tailors the design to fit his or her personal proclivities, a general outline is helpful to have as a guide.  
Student Folders
OIEP recommends getting file folders that have 6 sections in order to better organize your paperwork (see Figure 1).  This describes a general folder setup; an explanation of the forms will be given later.  As long as you have the required forms and information, you can tailor the folder to best suit your needs.
The first section (see Figure 2) would have the Permission to Enter Files log on the left side and the following forms on the right:  Education Intake, Confidentiality Agreement, Computer Usage Agreement, SAT forms (most recent on top), ISTP (Individualized Student Transition Plan), court order (if applicable) and former school information (paperwork that the former school sends that does not go elsewhere).

The middle section (see Figure 3) would have the Grades section on the left side (report cards, mid-term reports, transcripts, etc. with the most recent on top) and Assessments on the right side (optional Testing Summary Form on top with the assessment results filed below).
The last section (see Figure 4) would have Vital Statistic information on the left side (birth certificate, social security number and immunization records) and Record Requests on the right side (Log of Records Sent form as well as copies of your Request for Educational Records and Special Education Records Request.  Requests from other schools may also be filed here).
The folder is identified by a label with the student’s name (last name, first name), DOA (date of arrival) and DOD (date of discharge).  

        Figure 1
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              Figure 3                                     
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Forms
OIEP requires some standard forms (R); there are also optional forms included (O) that make organization a little easier. 
Intake Forms

Educational Intake Form (R) – some counselors keep an additional log of notes; some save paper by writing the notes (conversation log with former school officials, attempts for contact made, etc.) on the back of this form.
Confidentiality Form (R) – completed by the student and the school counselor.

Computer Usage Agreement (R)  - some schools have a TIS or computer teacher complete this with the student then gets it to the counselor for the file; other schools have the counselor complete it with the student.

Request for Education Records (R) – you may find that you send this to more than one school if records are incomplete.

Special Education Records Request (R) – usually sent to the county board level.
Other Forms

SAT (R) – The Student Assistance Team form is multipurpose:  initial SAT meeting, monthly (or 6-week) progress and exit/discharge.
Individual Program and Transition Form (R) – This is completed as the student is ready to be discharged.

Individualized Student Transition Plan / 5-Year Plan (R?O?) – Rarely do we get these coming in from the student’s home school; ideally this is completed at the end of the student’s 8th grade year, and then updated at the end of 10th grade.  When time permits, if students do not already have one, we do it with them.
Discharge Summary (O) – This is not required, but if there is information that the new school needs that is not on the exit SAT form, I use it.

Memorandum of Understanding (R) – This is used for a second-semester junior or incoming senior to insure compliance and cooperation between your school and the home school regarding graduation requirements.  This sometimes goes to the County Board level, depending upon the system you are working with.

Summary Letter for the Official Practice GED Exam (O) – This is a means of informing stakeholders about a student’s practice GED scores.
Midterm Progress Report (R) – Though reporting midterms is required, there is not a standard OIEP form to use.  This form allows for more holistic reporting rather than just showing the grades.

Report Card Reflections (O) – Rather than just looking at their grades and forgetting them, we have students fill this out after each report card and place it in their portfolios.

Appointment Cards (O) – When students are ready for discharge, I contact schools and set up appointments for enrollment.  This makes it more official for the student, as well as a visual reminder for parents/caretakers.

WVEIS Codes (O) – This isn’t a form, but more of a cheat sheet for the most commonly used WVEIS codes.

The following forms are kept in a binder entitled School Counselor Log (again, this may be tailored to your style as long as the required information is included):
School Counseling Direct Service Log (R) – Though I keep the notes/comments very brief, this is proof of direct service as well as a history of needs.  In addition to this form for individual students, I keep track of my time on a Microsoft Excel spreadsheet located on the WVDE’s Web Top called School Counselor’s Log.  This is provided by Barbara Ashcraft at the WVDE.  To get on her school counselor listserv, e-mail her at bashcraft@access.k12.us.  To access the spreadsheet, go to http://wvde.state.wv.us/forms/counselors-log/. This spreadsheet is more advanced than the paper one you may have been given; it automatically calculates your time spent in Direct Counseling, Indirect Counseling and Other Duties.  Once you get into it, it becomes more efficient…documented accountability for your counseling time is extremely important.
SAT (Student Assistance Team) Log (R) – This provides documentation for each student discussed at SAT.  I just keep a running one for the year.

Worksheet for Accumulation of Student Credits (O) – This allows for keeping track of the pieces of credits and grades our OIEP students often have trailing behind them.  I use it in conjunction with the Grade Recovery Worksheet if grades are really broken down (i.e. – student was at 3 different schools during the grading period).
Assessment

Tests that are required by OIEP upon intake (or shortly thereafter) include:

* TABE (Test of Adult Basic Education) – this is also done immediately prior to discharge.
* Career (traditionally has been the CareerScope, though OIEP counselors are still in discussion about this.  Other options are ACT Discover, Career Cruising, CAPS/COPS)
* Learning Styles (traditionally has been the Learning Styles Inventory, but can use the inventory at http://www.wveducationplanner.org/).

Other testing that is strongly recommended depending upon student need includes:


* Reading-Level Indicator


* Math-Level Indicator


* Scholastic Reading Inventory


* Woodcock-Johnson IIIR Achievement


* Official GED Practice test

The file may also contain the following:


* WESTEST (per WVDE requirements)


* Writing Assessment (per WVDE requirements)


* ACT EXPLORE 8th grade (per WVDE requirements)


* ACT PLAN 10th grade (per WVDE requirements)


* Psychological and/or psycho-educational report


* ASVAB 


* ACT


* SAT


* GED

Because the amount of testing reports can be exhaustive, we can use a two-page Assessment Summary form (O), which gives a general overview of each test as well as score results.  This is much less cumbersome when reporting to your host agency, probation, DHHR, etc.

Again, depending upon your setting, you may administer the bulk of the testing, or may coordinate with teachers and your principal as to the best delivery method.  Reviewing the test results with the student generally falls to the counselor.
Processing a Student
Again, each counselor will develop his/her own routine based upon style and host agency orientation process.  This is just a general guideline.

Intake


1)  Meet student, complete Educational Intake form and Confidentiality Agreement.

2)  Review basics of student handbook or school expectations.

3)  Determine initial schedule of classes.
4)  Complete/schedule the following assessments (UNLESS the student is coming from another OIEP school where s/he has recently completed the assessments):  initial TABE, CareerScope or other career assessment, Learning Styles Inventory.  As needed:  Reading-Level Indicator, Math-Level Indicator, Scholastic Reading Inventory, Woodcock Johnson Achievement, Official Practice GED exam.

5)  Speak with host agency representative regarding any “need to know” information.

6)  Complete and send Records Request and Special Education Records Request.  Pick up student in WVEIS when they are dropped from the former school.

7)  Review incoming school information, check credits and grades, review with student if needed.

8)  Inform special education teacher(s) about records, eligibility, etc. if applicable.

9)  Prepare for initial SAT meeting with teachers and chairperson.

During School Stay
1)  Periodically check in with student regarding grades, behavior, personal issues.

2)  Keep up your School Counselor Direct Service Log and School Counselor Log on a regular (or semi-regular basis, before you forget details).

3)  Complete/schedule any additional assessments if warranted.

4)  Complete any applicable paperwork (i.e., 5-Year Plan)

5)  Have regular communication with your host agency to keep abreast of the following:  treatment plan changes, aftercare changes, change of personal information (parent/guardian information, transfer of DHHR worker), current and relevant personal issues the student may be experiencing.

Discharge

1)  Try to pin down a date for discharge so you can begin the transition.
2)  Complete exit TABE.

3)  Complete exit/discharge SAT meeting.

4)  Contact the school that the student will next attend; see how they want records sent (some may ask for a preview copy of records prior to discharge).  Set up an appointment for the student and give him/her the appointment card.

5)  Contact the county special education office, unless informing the school is sufficient.

6)  Meet with student to help ease transition anxiety.  I try to have him/her complete My Transition Roadmap, which we compiled as a summary of Developmental Guidance and transition needs.  I can get you a copy if you want to review it.

7)  Review (then again review) credits to ensure they are correct in WVEIS.  Print out hard copy of transcript, then drop student from system.

8)  FAX or mail records to new school.  Optional:  give student a personal copy of transcript and other pertinent information.
Other Duties as Assigned 
Developmental Guidance/LINKS
As the school counselor, you are in charge of coordinating this course, which has three components:  Thinking for a Change, LINKS advisory activities and life skills (which was chosen by each individual setting).  In some places, the counselor is in the classroom as the primary instructor; in others, the counselor facilitates and coordinates with the teaching staff.  Some schools teach it as a full daily class period; others teach it more in the form of advisory groups.  If given as a class for a credit, lesson plans are required.  However the content is delivered, it is a vital part of what our population needs, thus it is best taught with realism, enthusiasm and patience.

MDT (Multi-Disciplinary Team) Meetings, Treatment Teams, etc.

Each individual setting dictates how the school counselor participates in these meetings.  Some counselors participate in person; others provide documentation but do not attend.

Mid-terms, Report Cards, WVEIS Transcripting

In most OIEP settings, transcripting falls to the counselor.  You may also be in charge of coordinating grades at mid-term and end of grading period, or your secretary may handle these aspects.
Entering TABE Data
After the TABE is scored, the results are then posted to OIEP’s website so the pre- and post-data can be tracked.  You will probably have primary responsibility for this duty.
Yearly Student Data

Each year, for NCLB (No Child Left Behind) as well as for other governmental agencies, we have to submit demographic data on students served from July 1 through June 30.  You may want to start a spreadsheet or a simple notebook that has the most requested data:  student name, age, race, home county, grade level, special education services, date of arrival, date of discharge, number of days enrolled, where they were discharged to, whether they returned to school or earned a high school diploma or GED diploma, enrolled in post-secondary education and/or obtained employment within 30 days of discharge.

General Survival Tips

* Working as a school counselor for OIEP is an Overwhelming Opportunity.  Overwhelming because of the paperwork, the students’ needs and resistance…Opportunity because of really being able to help a student dig into his/her potential, resolve or accept personal issues, and see academic success, often for the first time.
* Perhaps I am speaking only of my perception, but I have grown to accept that I will never finish everything in the time I ideally want to have it finished.  I can just breathe, prioritize and take it slow and steady.  Question:  How do you eat an elephant?  Answer:  One bite at a time.

* As tedious as it can be, especially when you are having a can’t-stop-head-down-nose-to-the-grindstone-breathe-breathe-breathe day, complete your Direct Service Log.  At a minimum, jot date, student initials and service code on a piece of paper, then record it more thoroughly when you can.  Documentation is key to proof of your position’s value, like it or not.

* OIEP strives for the same quality (or higher-quality) as public schools, yet we have unique limitations and opportunities that public schools don’t have.  It sometimes feels like you are alone on an island.  Pick up the phone or e-mail other OIEP counselors for guidance, commiseration, feedback and encouragement.
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