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 Pupil Personnel Services: Grades K-8
School Opening Highlights

This document provides school administrators, guidance counselors, and pupil personnel staff with information to support the planning and implementation of effective guidance services to all students, including academic and post-secondary planning, and personal-social development. For additional information, please visit the Guidance Portal, contact your ISC/CFN guidance liaison, or e-mail guidance@schools.nyc.gov. 

	GENERAL PLANNING

	· 2009-10 Planning
	· Develop/update and share a school-wide guidance services plan for the year with goals and objectives in academic and post-secondary planning, and personal-social development, including:

· Identification of Pupil Personnel Team (PPT) and coordination of PPT meeting schedule and agendas;
· Plan for delivery of individual and group counseling, including caseload assignments and schedule for all school counselors and other guidance personnel;
· Procedure for tracking and monitoring guidance interventions (i.e. log book or ILOG);
· Scope and sequence of guidance lessons for each grade level, including academic planning, college awareness and planning, and personal-social development;
· Plan to promote ongoing parent awareness and engagement, in collaboration with Parent Coordinator; and
· Updated Youth Development Consolidated Plan (addressing child abuse prevention, suicide prevention, Respect for All, Students in Temporary Housing).

	· Resources
	· Ensure that guidance counselors and other pupil personnel staff have access to dedicated office space and resources needed to conduct counseling services, including a phone, computer, secure file cabinets, etc.

· Ensure that guidance counselors and other pupil personnel staff have access to Outlook, ATS, HSST, ARIS, etc. as appropriate.
· Identify local resources to refer students and families to, both in school and in the community (including mental health, medical, academic, and recreational).

	· School Opening
	· Review the 2009-10 Attendance and Related Mandates Memo, and ensure that all guidance staff are familiar with its content.
· As part of ongoing collaboration with the Parent Coordinator, prepare welcome sessions for new and returning students and parents.


	ACADEMIC PLANNING

	· Cumulative Record and Scheduling
	· Review individual student records for accuracy and ensure that all students and parents have access to their/their child’s updated record for review.
· Ensure that every student (including LTAs and “No Shows”) is matched with a guidance counselor and has a guidance folder including an updated transcript, and conference/outreach log.
· Ensure that each student’s schedule and official class code in ATS reflect accurate programming, including all final marking period and summer school results.

	· Promotion Standards
	· Familiarize staff with promotion standards in order to provide accurate information to students and families.
· Review student records, new admissions and test data to establish target groups, including new and holdover eighth grade students and all students at or below Level 2 in English Language Arts and/or mathematics.


	POST-SECONDARY PLANNING

	· Post-Secondary Awareness and Planning
	· Prepare to distribute materials for the middle and high school application processes and inform students of the range of available choices.
· Request catalogues and guides from colleges and universities to inform students of post-secondary opportunities.
· Plan opportunities for college and career exploration throughout the year, and ensure that students and families have access to information to support early post-secondary planning. 


	PERSONAL-SOCIAL DEVELOPMENT

	· Positive Behavior Supports
	· Identify students to serve as “buddies” to new students.
· Identify peer mediators and peer mentors.
· Explore opportunities for mentorship programs within the school and community.

	· Student Support Services
	· For students returning from suspension, provide appropriate services as outlined in the Discipline Code.
· In collaboration with the Parent Coordinator, conduct parent workshops on school-wide climate, behavioral expectations, and the Discipline Code.

· Develop student caseload for students receiving related services, ERSSA, AIDP, AIS and Drug Awareness (SAPIS).
· Assess and identify records for students in temporary housing and distribute residency questionnaire to newly admitted students and, if possible, all students.
· Identify and schedule students mandated for counseling according to Individual Education Plans (IEP).

	· Crisis Intervention
	· Identify members of your school’s crisis intervention team to plan for the provision of counseling and support as needed.


PAGE  
2

