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	STANDARD OPERATING PROCEDURES

		




											SOP#:  _______________

SUBJECT:	Guam Comprehensive School Counseling Program (GCSCP) K – 12
		   
INQUIRIES:	Student Support Services	

PURPOSE:	This manual will serve as an authoritative document for School Guidance Counselors and administrators in the planning and development of counselor program and services to meet the growth and developmental stages of students.   The GCSCP K-12 also defines what students should know and be able to do as a result of participating in school counseling programs.  

I. REFERENCES:  Guam Comprehensive School Counseling Program (GCSCP) K – 12.

The American School Counselors Association (2005).  The ASCA National Model:  A Framework for School Counseling Programs, Second Edition. Alexandria, VA: Author.

The American School Counselors Association (2004).  The ASCA National Model Workbook.  Alexandria, VA: Author. 
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II. PROCEDURES AND RESPONSIBILITIES: Each counselor will possess and use this manual as a resource as they perform their daily duties.

Administrators:
· Understand and implement the GCSCP K-12
· Work collaboratively with counselors 
· Meet within the first quarter of each year with counselor(s) to review the Management Agreement Form and establish counseling program goals.
· Support monthly professional development opportunities
· Monitor program results, student progress, and counselors growth and performance
· Evaluate annually the effectiveness of counselor(s) using forms in the GCSCP K-12 and other official evaluation documents used by the Department.

Counselors:
· Understand and implement the GCSCP K-12
· Work collaboratively with administrators 
· Meet within the first quarter of each year with administrators to review the Management Agreement Form and establish counseling program goals.
· Provide classroom guidance curriculum, individual student planning, responsive services, and system support.
· Attend monthly professional development opportunities
· Monitor program results, student progress, and counselors growth and performance
· Establish and meet with the advisory council twice per year
· Complete the program audit annually

III. INTERNAL CONTROL:  School Principals

IV. TRAINING: Will be provided annually to administrators and counselors as needed.

V. PENALTY: Failure to adhere to this SOP may result in disciplinary action in accordance with the DOE Personnel Rules & Regulations.

VI. EFFECTIVE DATE: This SOP is effective upon date of approval and signature.

VII. CHANGE(s):  This SOP will be reviewed annually for updates and amendments. Changes to this policy shall be effectuated by the Superintendent of Education.




(     )  APPROVED		__________________________________            _____________
				              JON J. P. FERNANDEZ                                   (Date)
(     )  DISAPPROVED                       Superintendent of Education 	
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