PROFESSIONAL SCHOOL COUNSELORS 

Appendix D
Standards and Criteria for Performance Based Professional School Counselor

Evaluation

Formative Pre-Observation Worksheet for Professional School Counselors

Formative Data Form for Professional School Counselors

Formative Data Short Form for Professional School Counselors

Guidance Activity Reflection Sheet

Professional School Counselors Comprehensive Data Collection Form

Standards and Criteria

for Performance-Based Professional School Counselor Evaluation

Standard I.
The professional school counselor implements the Guidance Curriculum Component through the use of effective instructional skills and the careful planning of structured group sessions for all students.
Criterion 1: 
The professional school counselor teaches guidance units effectively.

Criterion 2:
The professional school counselor works with staff to ensure the effective im-plementation of the guidance curriculum.


Standard II.
The professional school counselor implements the Individual Planning Component by guiding individuals and groups of students and their parents/guardians through the development of educational and career plans.

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

Criterion 4: 
The professional school counselor demonstrates accurate and appropriate in-terpretation of assessment data and the presentation of relevant, unbiased information.


Standard III. 
The professional school counselor implements the Responsive Services Component through the effective use of individual and small group coun-seling, consultation, and referral skills.

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

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

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


Standard IV.
The professional school counselor implements the System Support Compo-nent through effective guidance program management and support for other educational programs.

Criterion 8: 
The professional school counselor provides a comprehensive and balanced guidance program in collaboration with school staff.

Criterion 9: 
The professional school counselor provides support for other school programs.

Standard V.
The professional school counselor uses professional communication and interaction with the school community.

Criterion 10.
The professional school counselor demonstrates positive interpersonal relations with students.

Criterion 11.
The professional school counselor demonstrates positive interpersonal relations with educational staff.

Criterion 12.
The professional school counselor demonstrates positive interpersonal relations with parents/guardians/patrons.


Standard VI: 
The professional school counselor fulfills professional responsibilities.

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

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

Criterion 15: 
The professional 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.

	  FORMATIVE PRE-OBSERVATION
           WORKSHEET FOR COUNSELORS
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The Pre-Observation Worksheet for PSCs is to be completed by the professional school coun-selor and given to the administrator/supervisor at/or before a pre-observation conference. This information is used by the administrator/supervisor to gain insight not only into the compre-hensive guidance program but also into the professional school counselor’s reflective under-standing regarding planning and may be used to document performance criteria relating to planning.

Professional School Counselor      
School      




    Grade Level      
Date   -  -    
Performance Criterion Addressed     
1.
Which of the district’s Comprehensive Guidance Program Components (guidance curriculum, individual planning, responsive services, system support) will be addressed?     
2. 
Briefly describe the guidance activity and the audience. How will the audience be engaged?     
3. 
What materials will be used?     
4. 
Do you anticipate audience members having difficulties or concerns with the activity? If so, what? How will you address the concerns?     
5. 
What are the routines, procedures, rules and/or expectations for the audience?     
6. 
Are there any special circumstances of which the observer should be aware?

7.
On what specifics (topics/behaviors/processes/techniques) do you want observer to note and provide feedback?

8. 
What will the audience have gained through the Comprehensive Guidance Program Activity? How will you assess the audience’s new learning/skill/understanding?

     
	     FORMATIVE DATA FORM
            FOR PROFESSIONAL SCHOOL COUNSELORS

Teacher:

     
Employee ID #:

     
Date:        

     
School/Site:

     
Grade Level:

     
Supervisor:
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 FORMCHECKBOX 
 Scheduled Observation  FORMCHECKBOX 
 Unscheduled Observation 

 FORMCHECKBOX 
 Artifact Data  FORMCHECKBOX 
 Non-Observed Data

The Formative Data Form for Professional School Counselors is used by the administrator/ supervisor during observation and shared at the post-observation conference. During obser-vation, the administrator/supervisor is to take notes regarding audience and PSC behavior. It is not necessary to script the entire oral discourse of the PSC; however, the administrator/ supervisor should record specific audience behaviors and comments as well as specific PSC behaviors and comments. These notes can be taken separately and then transferred to the For-mative Data Form for Professional School Counselors or recorded directly on the Formative Data Form for Professional School Counselors. (Standards correlate with Standards and Criteria- pg. 22)

Performance Criterion Addressed_________________________________________________

Standard I.
The professional school counselor implements the Guidance Curriculum Component through the use of effective instructional skills and the careful planning of structured group sessions for all students.

1.
The professional school counselor teaches guidance units effectively.       
2.
The professional school counselor works with staff involvement to ensure the effective implementation of the guidance curriculum.       
Standard II.
 The professional school counselor implements the Individual Planning Component by guiding individuals and groups of students and their parents/guardians through the development of educational and career plans.

3.
The professional school counselor, in collaboration with parents/guardians, helps stu-dents establish goals and develop and use planning skills.       
4.
The professional school counselor demonstrates accurate and appropriate interpretation of assessment data and the presentation of relevant, unbiased information.       
Standard III.
The professional school counselor implements the Responsive Services Component through the effective use of individual and small group coun-seling, consultation, and referral skills.

5.
The professional school counselor counsels individual students and small groups of students with identified needs/concerns.       
6.
The professional school counselor consults effectively with parents/guardians, teach-ers, administrators and other relevant individuals.       
7.
The professional school counselor implements an effective referral process in collab-oration with parents/guardians, administrators, teachers, and other school personnel.       
Standard IV.
The professional school counselor implements the System Support Compo-nent through effective guidance program management and support for other educational programs.

8.
The professional school counselor provides a comprehensive and balanced guidance program in collaboration with school staff.       
9.
The professional school counselor provides support for other school programs.       
Standard V.
The professional school counselor uses professional communication and interaction with the school community.

10.
The professional school counselor demonstrates positive interpersonal relations with students.       
11.
The professional school counselor demonstrates positive interpersonal relations with educational staff.       
12.
The professional school counselor demonstrates positive interpersonal relations with parents/guardians/patrons.       
Standard VI.
The professional school counselor fulfills professional responsibilities.

13.
The professional school counselor demonstrates a commitment to ongoing professional growth.       
14.
The professional school counselor possesses professional and responsible work habits.       
15.
The professional 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.       
PSC’s Comments:   
_____________________________________

PSC’s Signature

                  Date

Administrator’s/Supervisor’s Comments:     
_____________________________________

Administrator’s/Supervisor’s Signature    Date

Signature only indicates the above has been reviewed and discussed.

Copies are provided to professional school counselor and administrator/supervisor.

	     FORMATIVE DATA – SHORT FORM
           FOR PROFESSIONAL SCHOOL COUNSELORS
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 (This short form is used when observing one or two performance criteria.)

 FORMCHECKBOX 
 Scheduled Observation  FORMCHECKBOX 
 Unscheduled Observation 

 FORMCHECKBOX 
 Artifact Data  FORMCHECKBOX 
 Non-Observed Data

Professional School Counselor      
School          Grade Level      
Administrator/Supervisor           Date   /  /    
Criterion:       
Data:       
Criterion:       
Data:       
PSC’s Comments:  
Administrator’s/Supervisor’s Comments       
_____________________________________        ___________________________________

PSC’s Signature 



       Date
Administrator’s/Supervisor’s Signature        Date

Signature only indicates the above has been reviewed and discussed.
Copies are provided to professional school counselor and administrator/supervisor.

	   LESSON REFLECTION SHEET
           FOR PROFESSIONAL SCHOOL COUNSELORS
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The Guidance Activity Reflection Sheet could be completed by the professional school coun-selor following each formal observation and taken to the post-observation conference. This form may be used by the administrator/supervisor to discuss and document standards/criteria.

Professional School Counselor      
School                                                            Grade Level      
Administrator/Supervisor      





     Date   /  /    
1. 
Did the audience become engaged in the activity? What indications did I have that the audience understood what to do during the activity?       
2. 
What feedback did I receive from the audience indicating they achieved understanding and that the goal(s)/objective(s) were met for this activity?       
3.
 Did audience members have difficulties or concerns with the activity? If so, what? How were the concerns addressed?      
4. 
Knowing what I know now, if I had the opportunity to do this activity again with the same audience, what would I do differently?      
5. If there were one thing from this activity that I could share with a colleague, what would it be?      
PROFESSIONAL SCHOOL COUNSELORS
Appendix E
Comprehensive Data Collection Form

	  COMPREHENSIVE DATA COLLECTION FORM FOR PROFESSIONAL SCHOOL COUNSELOR
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The Comprehensive Data Collection Form is used by both the administrator/supervisor and professional school counselor to summarize the documentation of each criterion over the course of the evaluation cycle. It should be maintained in the administrator’s/supervisor’s office and reviewed periodically to determine the professional school counselor’s progress. This document will provide an overview of the professional school counselor’s performance to be used during the summative evaluation. It serves as a composite of all the data collected. All data should be copied and shared with the professional school counselor prior to entering it into the file.

Professional School Counselor         





School      
Administrator/Supervisor      
	DATE
	STANDARD
	DESCRIPTION
	DATA SOURCE
	ACTION TAKEN

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     


*ACTION TAKEN 

OB - Observation          AR - Artifact Data          NO - Non-Observed Data 

Professional School Counselor initials indicate the above has been reviewed and discussed.
Copies to PSC and administrator/supervisor.
PROFESSIONAL SCHOOL COUNSELORS

Appendix F
Professional Learning Plan

Professional Improvement Plan
Summative Evaluation Report for Professional School Counselors
	PROFESSIONAL LEARNING PLAN
           FOR PROFESSIONAL SCHOOL COUNSELORS
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NOTE: As a part of the Professional Learning Plan, it is strongly suggested that professional school counselors remain aware of certification renewal processes so that requirements for re-newal can become part of the Professional Learning Plan.

1st and 2nd year professional school counselors will complete District approved mentoring program.  

 FORMCHECKBOX 
Completed






 FORMCHECKBOX 
In Progress

 FORMCHECKBOX 
Beginning Counselor with no teaching experience
 FORMCHECKBOX 
Whole Faculty Groups

Professional School Counselor                               School      
Grade Level                                                            Administrator/Supervisor      
Date   /  /    
Criteria:     
Related Building/CSIP Goal(s):       
Objectives (applicable descriptors):       
Strategies for achieving objective(s):       
(PSC and administrator/supervisor responsibilities)

PSC will:       
Administrator will:       
Assessment methods and timelines:       
PSC’s comments:  
Administrator’s/Supervisor’s comments:       
Plan developed:     
_____________________________________    _____________________________________

PSC’s signature
 


 Date
         Administrator’s/Supervisor’s signature
Date

Plan completed _____ Plan revised _____ Plan continued_____

Date plan reviewed

_____________________________________    _____________________________________

PSC’s signature
 


 Date
         Administrator’s/Supervisor’s signature
Date

Signatures indicate that the above has been reviewed and discussed.

Copies to PSC and administrator/supervisor.

Professional School Counselors Standards/Criteria
Standard I.
The professional school counselor implements the Guidance Curriculum Component through the use of effective instructional skills and the careful planning of structured group sessions for all students.

1. The professional school counselor teaches guidance units effectively.

2. The professional school counselor works with staff to ensure the effective implementa-tion of the guidance curriculum.

Standard II.
The professional school counselor implements the Individual Planning Component by guiding individuals and groups of students and their parents/guardians through the development of educational and career plans.

3. The professional school counselor, in collaboration with parents/guardians, helps stu-dents establish goals and develop and use planning skills.

4. The professional school counselor demonstrates accurate and appropriate interpretation of assessment data and the presentation of relevant, unbiased information.

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

5. The professional school counselor counsels individual students and small groups of stu-dents with identified needs/concerns.

6. The professional school counselor consults effectively with parents/guardians, teachers, administrators and other relevant individuals.

7. The professional school counselor implements an effective referral process in collabora-tion with parents/guardians, administrators, teachers, and other school personnel

.

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

8.
The professional school counselor provides a comprehensive and balanced guidance pro-gram in collaboration with school staff.

9.
The professional school counselor provides support for other school programs.

Standard V.
The professional school counselor uses professional communication and interaction with the school community.

10.
The professional school counselor demonstrates positive interpersonal relations with stu-dents.

11.
The professional school counselor demonstrates positive interpersonal relations with educational staff.

12.
The professional school counselor demonstrates positive interpersonal relations with parents/guardians/community.

Standard VI.
The professional school counselor fulfills professional responsibilities.

13.
The professional school counselor demonstrates a commitment to ongoing professional learn-ing

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

15.
The professional school counselor follows the profession’s ethical and legal standards and guidelines as well as promotes cultural diversity and inclusivity in school policy and inter-personal relationships.
	PROFESSIONAL IMPROVEMENT PLAN
               FOR PROFESSIONAL SCHOOL COUNSELORS
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The Professional Improvement Plan is used to assist PSC’s not meeting district expectations in one or more criteria.   The administrator/supervisor can assign a Professional Improvement Plan at any time a deficiency is noted.
PSC      

  Date  /  /     
School        
PSC Status:   Probationary  FORMCHECKBOX 
 Tenured  FORMCHECKBOX 

Criterion:       
Performance Indicators:       
	Activities/

Steps to be Taken
	Resources/

Persons Needed
	Data to be

Collected
	Timelines/

Deadlines
	Initial

Appr.

	     
	     
	     
	     
	     


_________________________________________                         ________________________________________

Professional School Counselor’s signature                    Date                               Administrator’s/supervisor’s signature                       Date

Plans completed  FORMCHECKBOX 
 Plans revised  FORMCHECKBOX 
 Plans continued  FORMCHECKBOX 

Date Plan Reviewed     
_________________________________________                         ________________________________________

Professional School Counselor’s signature                    Date                               Administrator’s/supervisor’s signature                       Date

Signatures indicate that the above has been reviewed and discussed.  Copies to PSC’s and administrator/supervisor.
	   SUMMATIVE P S COUNSELOR EVALUATION

              (3 point rating scale)
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	PS Counselor:
	
	Emp. ID #:
	     
	Date:
	     

	School/Site:
	     
	Grade/Subject:
	     
	Supervisor:
	     


	Standard I
	The PSC implements the Guidance Curriculum Component through the use of effective instructional skills and the careful planning of structured group sessions for all students.

	Criteria
	Descriptors
	Ratings

	1.  The PSC teaches guidance units effectively.
	The PSC organizes guidance units based on student needs.  The PSC establishes a classroom environment that encourages learning and uses effective instructional strategies that ensure student mastery of guidance competencies.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	2.  The PSC works with staff to ensure the effective imple-mentation of the guidance curriculum.
	The PSC collaborates with or assists teachers to develop and/or teach guidance units effectively.  The PSC provides teachers with guidance materials.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	Standard II
	The PSC implements the Individual Planning Component by guiding individuals and groups of students and their parents/guardians through the development of educational and career plans.

	Criteria
	Descriptors
	Ratings

	3.  The PSC, in collaboration with parents/guardians, helps students establish goals and develop and use planning skills. 
	The PSC assists students in determining their abilities, achievements, interests, and goals.  The PSC involves teachers, other professionals, and parents/guardians in student educational and career planning.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	4.  The PSC demonstrates ac-curate and appropriate inter-pretation of assessment data and the presentation of rele-vant, unbiased information.
	The PSC interprets data and presents information accurately and appropriately.  Assessment data are used in an ethical and confi-dential manner.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	Standard III
	The PSC implements the Responsive Services Component through the effective use of individual and small group counseling, consultation, and referral skills.

	Criteria
	Descriptors
	Ratings

	5.  The PSC counsels individ-ual students and small groups of students with identified needs and concerns.
	The PSC counsels individuals and small groups of students based on identified needs, using appropriate theories and techniques.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	6.  The PSC consults effec-tively with parents/ guardians, teachers, administrators, and other relevant individuals.
	The PSC consults on a regular basis with parents/guardians, teach-ers, administrators, and other relevant individuals.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	7.  The PSC implements an effective referral process in collaboration with parents/ guardians, administrators, teachers, and other school personnel. 
	The PSC consistently implements a referral process in collaboration with parents/guardians, administrators, teachers, and other school personnel.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	Standard IV
	The PSC implements the System Support Component through effective guidance program management and support for other educational programs.

	Criteria
	Descriptors
	Ratings

	8.  The PSC provides a com-prehensive and balanced guidance program in collab-oration with school staff.
	The PSC consistently and effectively provides a comprehensive and balanced program to all students and maintains all appropriate docu-mentation.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	9.  The PSC provides support for other school programs
	The PSC contributes effectively and on a regular basis to support other school programs
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	Standard V
	The PSC uses professional communication and interaction with the school community.

	Criteria
	Descriptors
	Ratings

	10.  The PSC demonstrates positive interpersonal rela-tions with students
	The PSC has effective interpersonal relations with students that open the lines of communication.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	11.  The PSC demonstrates positive interpersonal rela-tions with educational staff.
	The PSC uses professionally appropriate interpersonal skills when interacting with staff.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	12.  The PSC demonstrates positive interpersonal rela-tions with parents/guardians and community.
	The PSC has effective interpersonal relations with parents/guard-ians/community that open up the lines of communication.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet

	Comments:     


	Standard VI
	The PSC fulfills professional responsibilities.

	Criteria
	Descriptors
	Ratings

	13.  The PSC demonstrates a commitment to ongoing professional learning.
	The PSC consistently participates in professional learning activities.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet 

	Comments:     


	14.   The PSC demonstrates professional and responsible work habits.
	The PSC regularly demonstrates professional and responsible work habits in carrying out guidance program responsibilities.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet 

	Comments:     


	15.  The professional school counselor follows the profess-sion’s ethical and legal stan-dards and guidelines, as well as promotes cultural diversity and inclusivity in school pol-icy and inter-personal relationships.
	The PSC regularly adheres to the profession’s ethical and legal standards and guidelines. The PSC maintains appropriate confident-iality. 1st and 2nd year professional school counselor’s mentoring completed.
	 FORMCHECKBOX 
 Meets

 FORMCHECKBOX 
 Needs Improvement

 FORMCHECKBOX 
 Does Not Meet 




Administrator’s/Supervisor’s Summary (commendable items may be included):       
Recommendation for employment: 

Renewal of Employment
 FORMCHECKBOX 
Yes                      FORMCHECKBOX 
No                      FORMCHECKBOX 
No Recommendation At This Time

 FORMCHECKBOX 
Tenured

 FORMCHECKBOX 
Non-Tenured

PSC’s Comments:      
________________________________________                 ________________________________________

P S Counselor’s Signature 



Date

 Administrator’s/Supervisor’s Signature

    Date

*Note: My signature on this evaluation indicates that I have seen this document. It does not necessarily indicate that I agree with the evaluation. I understand that I have the right to respond in writing to the statements and/or evaluation within five (5) working days and that my comments will be attached to the evaluation form in my personnel file.

1 copy PSC 

1 copy - Administrator Supervisor 

1 copy Personnel File
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