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1.0. PURPOSE:
The purpose of this procedure is to establish a process for school counselors to implement a comprehensive developmental guidance program.  

2.0 APPLICABILITY:
Procedures apply to all Institutional Education Programs located in juvenile facilities and Anthony Correctional Center.

3.0 POLICY STATEMENT:

The application of a comprehensive developmental guidance program in juvenile facilities ensures that students receive the opportunity for academic, career and personal/social development as set forth in §126CSR67 and WVBE Policy 2315, Comprehensive Developmental Guidance and Counseling.   Individual and small group counseling services will be short term and temporary, as the school counselor must make appropriate referrals for consideration of additional services, which may involve medical or psychiatric services.  

4.0 DEFINITIONS:
4.1
“Advocacy” refers to the active support of ideas and individuals that help students to succeed.  The advocacy role in institutional schools must respect the boundaries of the host agency.
4.2
“Collaboration” involves the sharing of information with individuals or organizations for the purpose of problem solving.

4.3 “Comprehensive school guidance and counseling curriculum” consists of content standards and objectives for Achieving Change through Transition Skills (ACTS – the adopted curriculum for juvenile Institutional Education Programs) and structured lessons designed for this program. 

4.4 “Comprehensive school guidance and counseling program” provides an essential component to the education program to provide students an opportunity to gain the knowledge, skills and attitudes necessary to promote academic, career and personal/social achievement.

4.5 “Consultation” refers to communication with the host agency, parents/guardians, educators, organizations and others regarding significant issues concerning a student.

4.6 “Counseling activities” include those duties and responsibilities listed in the school counselor’s job description along with any individual and/or small group counseling sessions, which support the enhancement of students’ academic, career and personal/social development.   

4.7 “Crisis counseling” refers to individual or group counseling in response to some emergency or crisis, which impacts the education program or the individual to the extent that learning is impeded.  This is generally short term and temporary and may result in collaboration and referral.

4.8 “Direct services” involve direct contact with an individual student, with a small group or with a classroom of students.  Examples of direct services may include, but are not limited to:  academic and career planning and scheduling, assessment, development of individual program and transition plans/individual program plans (IPTP’s/IPP’s), short-term counseling and responsive services.
4.9 “Indirect services” include consultation, collaboration, coordinating services, referral, study and management of resources and teaming.  It occurs when the school counselor is involved in activities that do not involve direct contact with students.  Examples of indirect services may include, but are not limited to:  educational record and credit reviews, combining grades for credit recovery, maintenance of student education records and student education file folders, scheduling students for appropriate courses based on their prior education records and transcripts and system support.

4.10 “Individual planning” consists of systemic activities to assist students in setting goals and developing plans.

4.11 “Responsive services” involve responding to the immediate needs of students, Institutional Education Programs’ staff or host agency staff, and may include both direct and indirect delivery.   Examples of responsive services may include, but are not limited to:  collaboration, consultation, mediation, personal counseling, referral and small group counseling.
4.12 “System support” refers to activities generally considered administrative in nature and enhances the general operation of the education program.

5.0 PROCEDURES:

5.1 The principal, lead teacher or supervisor at each school is responsible for the implementation of this policy. 

5.2 The principal, lead teacher or supervisor shall ensure that the comprehensive school guidance and counseling curriculum is available to every student through the provision of a dedicated class period in the juvenile facilities.  This dedicated class period shall provide one hundred, fifty (150) minutes, minimum, per week.

5.3 School counselors in Institutional Educational Programs utilize high impact counseling techniques that provide for short term goals as opposed to a more therapeutic relationship, which involves deeper techniques, long term goals and may take years to achieve.
5.4 The school counselor shall facilitate implementation of the components of the comprehensive school guidance and counseling program and the comprehensive school guidance and counseling curriculum through counseling activities, system support and consultation.

5.5 The school counselor provides individual planning services to students by assisting in the process of intake and orientation.  In short-term programs the school counselor is responsible for this process.  Additional individual planning services may include, but are not limited to individual advising, assessment, career planning and individual goal setting.  These services may be delivered either directly or indirectly.     

5.6 The school counselor provides ample opportunity and means for students to receive counseling services through the utilization of a sign-up sheet or through a simple referral process.  Such responsive services may be the result of a student’s crisis or a general need to discuss some aspect of the individual’s academic, career or personal/social problem or issue.  In the event of a crisis, student and/or staff safety is the primary ethical concern of the school counselor; once safety is ensured, the school counselor will consult with the principal and other appropriate stakeholders, such as the host agency.

5.7 The school counselor may provide written recommendations to the host agency for further delivery of services for an individual student if he/she believes a student’s needs aren’t being met in spite of collaboration and referrals.  If this occurs, the school counselor will notify the principal prior to delivery of the written recommendations.

5.8 School counselors will offer services to staff in need of system support for the delivery of the developmental guidance curriculum.  Such services may include professional development for the faculty, co-facilitation in the classroom, collaboration or consultation.  Additionally, school counselors will offer information and leadership regarding specific issues that may impact students such as any DSM-IV-TR diagnosis or behaviors that may indicate such a diagnosis.

5.9 School counselors in short-term facilities are responsible for establishing a schedule for IPTP/SAT Meetings with the purpose of developing a meaningful, realistic Individual Program and Transition Plan (IPTP) or considering a possible referral to the Student Assistance Team (SAT) within thirty (30) calendar days after the date of enrollment in the education program.  An IPTP/SAT Form shall be completed on each student within the thirty (30) calendar day period; said form shall be placed in the student’s education file folder and forwarded with education records upon the student’s transfer.  The school counselor shall maintain a log of the IPTP/SAT Meetings, which shall include the name of each student and the date of the meeting.

5.10 The principal, lead teacher, supervisor or a designee of education programs in long-term facilities shall determine whether the school counselor will gather, analyze and interpret student data for meetings (IPP, IEP, MDT, treatment, etc.).  The principal, lead teacher or a designee shall attend meetings that determine after-care and/or placement of students.

5.11 School counselors in short term facilities assist in the coordination of the special education and the Student Assistance Team (SAT) processes.  Such assistance should be limited to gathering data and records for utilization by certified special education teachers. 
5.12 The school counselor may serve on advisory boards at the state or facility level and may attend counselors’ meetings within the county to offer consultation and encourage collaboration with the public schools, pending principal approval.

5.13 The principal, lead teacher or supervisor may require the school counselor to assist in the creation of the school’s Master Schedule by determining students’ needs for specific courses.

5.14 The school counselor maintains a Conference Log on each student and documents the results of individual meetings with students, carefully guarding the confidentiality of the student/counselor relationship, in the event a student’s education records may be subpoenaed for court.  The school counselor may maintain a separate confidential file for a student for their own use, which would not be kept in the student’s education file folder and would not be considered a part of the student’s education records.

5.15 The school counselor assumes responsibility for education records including the transfer of records, evaluating student’s credits, combining grades from prior schools to summarize credits, maintaining transcripts and protecting confidentiality of records.  The school counselor also prepares and sends to the home school of record an appropriate “Memorandum of Understanding” for junior and senior students as they prepare to graduate.



Confidential information such as medical, health and/or criminal charges should not be 


included in a student’s education file folder.  This information is protected under 



FERPA/HIPPA.
5.16 The principal, lead teacher or supervisor of each school may require the school counselor to organize, administer, score and interpret assessments such as interest and aptitude inventories, achievement tests, learning styles inventories, state assessments and any other assessment which may assist in providing an appropriate individual program and transition plan for students.

5.17 The school counselor assists in providing recommendations for transitional services and after-care planning to facilitate students’ re-entry to public school, career-technical school, post-secondary institutions, work, home and other community support settings.

5.18 The school counselor maintains documentation, such as the Time & Task Analysis Form (Addendum 1), that he/she is involved in a direct counseling relationship with students, at least sixty percent (60%) of the work day for school counselors in long-term facilities, as is stipulated in WVDE Policy 2325, 3.5.2.  Each school counselor will complete the mathematical process necessary and will provide a report to the school principal on a regular basis (to be determined by the principal, but no less than monthly) to illustrate the appropriate provision of direct services.  If the school counselor is using the log provided online by Barbara Ashcraft, it does the mathematical calculation automatically.
5.19 The school counselor collaborates with host agency and/or treatment staff to insure the integration and accomplishments of treatment and educational goals.

5.20 The school counselor complies with host agency policies and procedures and maintains a positive professional working relationship with educational and host agency staff.

6.0
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