
TIME IS OF THE ESSENCE:   
MAKE THE BEST OF IT 

Presented by: 

Sonia Hartley, Pam Thomas and Danielle Cole                  

       Professional School Counselors 
                          Together we make a difference. 

 

 



WHAT KEEPS YOU FROM DOING 
YOUR JOB AS A SCHOOL COUNSELOR? 
 Coordinating paperwork and data entry of all new students 

 Coordinating cognitive, aptitude and achievement testing programs 

 Signing excuses for students who are tardy or absent 

 Performing disciplinary actions or assigning discipline consequences 

 Sending students home who are not appropriately dressed 

 Teaching classes when teachers are absent 

 Computing grade-point averages 

 Maintaining student records 

 Supervising classrooms or common areas 

 Keeping clerical records 

 Assisting with duty sin the principal’s office 

 Providing therapy or long-term counseling in schools to address psychological 

disorders 

 Coordinating school-wide individual education plans, student study teams and 

school attendance review boards 

 Serving as a data entry clerk 

 

 

http://www.schoolcounselor.org/files/appropriate.pdf 

http://www.schoolcounselor.org/files/appropriate.pdf


WHAT IS TIME MANAGEMENT? 
 Time management is the act or process of 

planning and exercising conscious control over 

the amount of time spent on specific activities. 



WHY IS IT IMPORTANT THAT WE 
ARE IN CHARGE OF OUR TIME? 
 If we don’t plan how we will spend our time 

during the school day, someone else will! 

 



SO…HOW DO YOU DO IT? 
1. Set your counseling program goals.  

2. Plan the yearly calendar with activities to 

achieve those goals. 

3. Make a counselor’s daily schedule and make 

sure your time is meeting ASCA 

recommendations.  

4. Make a monthly calendar with specifics each 

month. 

5. Post schedule & calendars outside your office, 

give copies to the principal and secretary. 

 

 



YEARLY CALENDAR        COUNSELOR SCHEDULE 



MONTHLY CALENDAR 



TRACK YOUR TIME DAILY. 

Why? 

 It helps you to see how close you are to spending 

80% of your time in direct and indirect student 

services.  

 ASCA recommends we track at a minimum one 

week in the fall and one in the spring.  

How? 

 Google Calendar 

 Microsoft Outlook Calendar 

 ASCA Use of Time Tracking Form 

 Lafayette Parish Time Assessment Form 

 



GOOGLE CALENDAR 



MICROSOFT OUTLOOK CALENDAR 



ASCA USE OF TIME ASSESSMENT FORM 



LAFAYETTE PARISH TIME ASSESSMENT 



LET’S GET THE PROGRAM STARTED! 

Look at school-wide data 

Attendance 

Behavior 

Academics 



UNIVERSAL BEHAVIOR SCREENING 



SURVEY YOUR TEACHERS 
Dear teachers, 

     

Small group support and individual counseling is offered to students to support and enhance the development of 
personal and social skills and to promote educational success.  As you get to know your students and specific 
needs arise, consider participation in a small group or individual counseling to meet these specific needs.   

-------------------------------------------------------------------------------------------------------------------------------- 

Your Name:_____________________    Times: Classroom_____________________________ 

     Group ______________________________ 

      Individual ___________________________ 

     

Topics       
                

Anger Management           Learning Styles       Listening Skills         Self Esteem       Feelings 

Conflict Management        Social Skills            Stress Management   Test Taking  

Dealing with Grief and Loss (covers several types of loss)                   Dealing with Divorce Families 

Fitting In Friendship       Study Skills               Bullying    

Respecting Differences in Others and One’s Self  

 

I would love to have some feedback from you about the needs you see in these areas.  Above you will find a needs 
assessment and your input would be very helpful for me in planning the year and “critical areas” of focus.  If you 
could fill this out and return it to my box, email or my room, I would greatly appreciate it!  Also, please list the 
times that would be convenient for you for a classroom lesson, individual, or group lesson. 

I am looking forward to this year.  

 

Your counselor, 

Pam Thomas 

 



TEACHER REFERRAL FORMS 
J. Wallace James  

Teacher Referral Form for Counseling 

 

I   would like you to set up an appointment with  

 

_____________________________________________________ 

Brief description of the problem: 

 

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

Interventions implemented prior to referral: 

 

_____Student-Teacher Conference 

_____Student-Administrator Conference 

_____Parent Conference 

_____Others (briefly 

describe)______________________________________________________________________________ 

 

                                                  ____________________________ 

                                                          Teacher’s Signature 

 





PARENT PERMISSION FORM 
Parent Permission for Counseling 

 

 

I hereby grant permission for my child ____________________________________to 
participate in counseling activities. 

 

Type of Session:  Individual____________       Small Group___________ 

Length of each session____________________ 

Subject________________________________________________________________________ 

Goal_________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

*Students are responsible for completing all class work missed while participating in 
counseling activities. 

_________________________________                   ________________________________ 

         Signature of Parent                                                                           Date 

 

 

Pam Thomas, Counselor 

J. Wallace James Elementary 

 



STUDENT REFERRAL FORM 



STUDENT APPOINTMENT SLIP 



MINUTE INTERVIEWS WITH  STUDENTS 



SCHOOL COUNSELING  
CORE CURRICULUM 

Class Lessons 

Small Group Activities 

Parent Workshops 
 



CLASS LESSONS 

 The counseling core curriculum is data driven 

and is delivered to every student. 

 The curriculum promotes knowledge, attitudes 

and skills for students in three content areas:  

academic achievement, career development and 

personal/social growth. 







GROUPS 
The types of groups you start will be based on the data you 

collect. 

Possible Topics: 

 Better Ways of Getting Mad (anger management) 

 School Survival and Success (Study Skills) 

 Changing Families (divorce, new baby, step-parents) 

 Friendship (social skills, making and keeping friends) 

 Multi-Cultural (students from different cultures meet and share 

their culture with each other and then their classes) 

 Grief (student who have experienced a recent loss or who are 

coping with a terminal illness of a family member) 

 Hometown Heroes (for students with a family member in the 

military overseas) 

 

 

 

 

 



PARENT WORKSHOPS 

 We do a parent workshop each 9 weeks during 

lunch time called “Lunch & Learn.” 

 



INDIVIDUAL COUNSELING & INDIVIDUAL 
PLANNING 

 Individual counseling tends to be responsive 

services…responding to a need the student has at 

that time. 

 Individual Planning is more proactive.  You help 

the student to plan for success & set goals. 



BEHAVIOR PLAN SAMPLES 



STUDENTS TRACK THEIR OWN DATA 



ADVOCACY 
Advocacy at many levels... 

• School 

• District 

• State 

• National 

 



DON’T KEEP WHAT YOU DO A 
SECRET! 

 Documenting and sharing what we do in our 

counseling program provides data that can be 

used to reduce the total number of inappropriate 

tasks assigned to counselors. 

 

 Less tasks equal more time for student needs.  

 

 Think in terms of PR…Students and schools are 

better because of Professional School Counseling 

Programs.  We provide services to students, 

families and teachers that no one else on campus 

is qualified to do.  

 

 



HOW CAN YOU SHARE WHAT YOU DO? 

 Monthly Calendars with ASCA Standards for the 

lessons you will be teaching. 

 Information on the back of a lesson worksheet for 

parents so they can follow up on skills you taught in 

their child’s class. 

 Counseling Department brochure for parents and staff. 

 Counseling Department website 

 National School Counseling Week 

 Share your results…SLT’s, school-wide goals…with all 

your stakeholders. 

 





PARENTING INFORMATION…FILL UP THE BLANK BACK 
OF YOUR WORKSHEETS.   

(IT LETS PARENTS KNOW YOU’VE BEEN IN THEIR 
CHILD’S CLASS AND WHAT YOU TAUGHT THEM.) 





NATIONAL SCHOOL COUNSELING WEEK IDEAS 



ANNUAL AGREEMENT 



CLOSING THE GAP ACTION PLAN 



CLOSING THE GAP RESULTS REPORT 



STATE & NATIONAL ADVOCACY 
Get to know your senator and representative 

– Go to campaign and political events 

– Be aware of their voting history  

Be aware of current bills 

– Identify yourself, let them know if you are a constituent  

– Let them know the bill number you are advocating for 

– Briefly explain how this will benefit students and schools 

– Ask them to consider voting for/against the bill 

– Thank them for their time and support  

If we don’t educate our politicians on how important we are to 
the success of students, no one will.  



ADVOCATE FOR YOUR STUDENTS 

 Parent conferences 

 Teacher conferences 

 IEP meetings 

 Expulsion hearings 

 School Building Level Meetings 

 With your administrators 



QUESTIONS? 



OUR CONTACT INFORMATION 

 Danielle Cole, PK-1st grade 

    dtcole@lpssonline.com 

 Pam Thomas, 2nd-3rd grades 

    pbthomas@lpssonline.com 

 Sonia Hartley, 4th-5th grades 

    sshartley@lpssonline.com 

School Number:  (337) 521-7700 

mailto:dtcole@lpssonline.com
mailto:pbthomas@lpssonline.com
mailto:sshartley@lpssonline.com

