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Bloomington Public Schools, School District 87

Bloomington, Illinois

TITLE:        
Guidance Counselor



QUALIFICATIONS:
Teaching certificate for the State of Illinois.




Minimum of a Master’s Degree from an accredited college or university.

Must hold a school service personnel certificate with guidance specialist endorsement.

REPORTS TO:
Building principal or other designated supervisor.

JOB GOAL:

To help the individuals, through their own efforts, discover and develop their best 




Potentialities for personal happiness, school success, and social usefulness.

PERFORMANCE RESPONSIBILITIES:

1. Provides focus on individual student needs.

2. Provides individual counseling to assist students with personal concerns, life-skills development, and decision-making.

3. Adheres to approved policies and procedures of the District and participates in the development of appropriate District policies.

4. Assists in the orientation and educational program planning for new students.

5. Uses appropriate principles and methods of behavior analysis to recommend and/or implement behavioral strategies for individual students.

6. Uses rapport building techniques with students, respecting each as a unique individual and accepting his/her right to have values that are different from the counselor’s.

7. Consults with teachers, parents, and administrators.

8. Assists with in-service training for new faculty members regarding guidance/counseling services and Board Policies/Procedures that impact on students.

9. Provides leadership for interpretation and maintenance of school records.

10. Uses appropriate channels of communication to express views.

11. Maintains ethical standards of confidentiality by discussing such personal information only with individual(s) having a demonstrable educational interest in the student.

12. Initiates and/or assists in the identification, diagnosis, and referral of individual students with special needs.

13. Encourages students to become responsible in achieving and maintaining acceptable standards of behavior.

14. Takes reasonable precautions to protect students, equipment, materials, and facilities.

15. Attends staff meetings and contributes to ongoing development of District programs.

16. Strives to maintain and improve professional competence; demonstrates awareness of strengths and limitations, acknowledges suggestions for improvement, and sets personal and professional goals.

17. Possesses and maintains appropriate academic background in guidance and counseling skills.

18. Maintains communication and strives for positive relationships with students, colleagues, parents, and community.

Performance Standards:
1. Skills and knowledge of position (observation).

1.1 Demonstrates knowledge of guidance and counseling theory, techniques, and skills.

1.1.1 Utilizes individual counseling technique(s) appropriate to the student’s needs.

1.1.2 Demonstrates and understanding of child growth and development appropriate to the counselor’s assignment.

1.1.3 Adheres to standards of ethical practice as defined in the Bloomington Public Schools, School District 87 Counselor Code of Ethics.

1.1.4 Communicates effectively.

1.1.5 Uses group process skills effectively.]

1.1.6 Identifies student needs and facilitates efforts to meet those needs.

1.1.7 Demonstrates knowledge and appropriate utilization of standardized test data.

1.2 Provides students with professional guidance and counseling services.

1.2.1 Respects right of student and family to have values that are different from his/hers.

1.2.2 Displays appropriate empathy for students.

1.2.3 Demonstrates knowledge of curriculum as appropriate to counselor’s assignment.

1.2.4 Listens effectively.

1.2.5 Assists individual students with goal setting.

1.2.6 Orients students new to school.

1.2.7 Conducts group guidance activities appropriate to needs of students.

1.2.8 Disseminates educational, social, and career information appropriate to grade level.

1.2.9 Works with individual students regarding personal, social, emotional, academic, and career concerns.

1.2.10 Provides relevant educational planning and course selection information to students/parents.

1.2.11 Assists in identification, referral, and staffing of students with special needs.

1.2.12 Facilitates and coordinates referrals to community agencies.

1.2.13 Provides leadership and actively participates in the planning, coordination, and implementation of the kindergarten screening program (elementary only).

1.2.14 Provides relevant educational planning and course selection information to students/parents.

2. Management System (observation and general)

2.1 Acts as resource person and/or consultant for other professional staff, parents, and community.

2.1.1 Woks with teachers in modifying classroom instruction relevant to student needs.

2.1.2 Consults with teachers regarding students with special problems in effective development and/or social skills.

2.1.3 Serves as liaison with community agencies.

2.1.4 Provides in-service for school personnel regarding guidance and counseling services and board policies and procedures that impact on students.

2.1.5 Seeks assistance when needed.

2.1.6 Consults with parents regarding ways they can help their child become effective in school

2.1.7 Assists with a guidance public relations program.

2.1.8 Maintains current vocational and educational information/resources as appropriate to grade level.

2.1.9 Assists education staff in creating a positive climate for the growth and development of students.

2.2 Participates in student assessment and makes appropriate recommendations.

2.2.1 Participates in the development, implementation, and evaluation of the standardized testing program.

2.2.2 Interprets standardized test data to students, staff, and parents.

2.2.3 Utilizes standardized test data with students for educational and career planning; assists staff with utilizing test data in areas such as: instructional planning and placement, and promotion/retention recommendations.

3. Professional Characteristics and Growth (general)

3.1 Uses standard English and proper punctuation in all written communications.

3.1.1 Correctly uses rules of spelling, punctuation, and grammar in written materials.

3.1.2 Writes legibly and formats written materials neatly.

3.1.3 Communicates clearly and effectively in language suitable to intended recipients.

3.2 Follows district policies and procedures.

3.2.1 Practices punctuality as observed in arrival and departure times from building, classes, and committee meetings.

3.2.2 Complies with district policy on attendance and use of leave days.

3.3 Expands professional training skills.

3.3.1 Participates in district planned curriculum workshops/planning sessions.

3.3.2 Participates in staff development activities/professional renewal.

3.4 Fosters Parental involvement.

3.4.1 Initiates conferences with parents; coordinates parent/teacher/counselor conferences.

3.4.2 Handles parental concerns and questions tactfully while supporting school decisions or positions.

3.4.3 Maintains confidentiality about students and families.

4. Interpersonal Relationships (general)

4.1 Exhibits overall positive approach.

4.1.1 Exhibits skills to foster effective positive self-image of students.

4.1.2 Treats students in a consistent and empathetic manner using fair and nondiscriminatory standards.

4.2 Provides good human relations.

4.2.1 Promotes constructive relationships with staff.

4.2.2 Maintains positive relationships with students, parents, and community.

TERMS of EMPLOYMENT:
Salary and length of work year to be established in accordance with the collective bargaining agreement between the board of Education and the teacher’s recognized negotiating agent, if any, or by Board policy.

EVALUATION:
Performance will be evaluated in accordance with the applicable provisions of the Evaluation Plan for Certified Teachers and the collective bargaining agreement between the Board and the Bloomington Education Association.

The following forms will be used by a qualified evaluator to complete the formal evaluation process:

F10.14a
Guidance Counselor – Pre-observation Data Sheet (optional)

F10.14b
Guidance Counselor – Worksheet

F10.14c
Guidance Counselor – Evaluation

F10
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