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Example Templates

The American School Counselor Association (ASCA) provides 
various templates and tools to help school counselors implement 
comprehensive, data-driven school counseling programs that 
align with the ASCA National Model. These templates serve 
as guides for developing, managing, and assessing school 
counseling programs. The templates are described in detail in the 
“Manage” and “Assess” components of the Rhode Island School 
Counseling Framework. 

The following are completed examples of many of the templates. 
Note that each school has unique needs and each school will 
complete the templates differently to meet those needs. The 
example templates should only serve as guides to help you in your 
implementation of the ASCA National Model. In addition to the 
examples, a library of videos is available to provide assistance as 
you work to complete the templates. ASCA updates the templates 
frequently to meet the ever-changing needs of students and 
the profession. The most up-to-date templates can be found on 
Rhode Island’s School Counseling Framework webpage.  The 
following section includes examples of these completed templates:

•	 School Data Summary . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                                     4

•	 Annual Student Outcome Goal Plan  . . . . . . . . . . . . . . . . . . . . . . . .                         6

•	 Classroom and Group Mindsets & Behaviors Action Plan . . . . . .       8

•	 Closing-the-Gap Action Plan/Results Report  . . . . . . . . . . . . . . . .                11

•	 Lesson Plan . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                                              13

•	 Annual Administrative Conference . . . . . . . . . . . . . . . . . . . . . . . . .                          20

•	 Use-of-Time Calculator  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                                   19

•	 Annual Calendar . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .                                         21

•	 Classroom and Small-Group Results Report . . . . . . . . . . . . . . . .                 23

https://ride.ri.gov/students-families/education-programs/school-counseling/rhode-island-school-counseling-frameworks
https://ride.ri.gov/students-families/education-programs/school-counseling/rhode-island-school-counseling-frameworks
https://ride.ri.gov/students-families/education-programs/school-counseling/rhode-island-school-counseling-frameworks
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School Data Summary

School Name: RIDE Middle School	 School Year: 2024-2025
 
Understand your school’s data story by reviewing the school improvement plan, school data 
reports, and other data resources.
 
1.	 Identify who in the building can help you obtain the data. Who is your data expert; who can 

help you interpret the data?
•	 Denise Cook, Registrar
•	 Mark Smith, Attendance Secretary
•	 Shelby Jones, Data Team Leader
•	 Marissa Griffin, Assistant Principal

2.	 Review your school improvement plan and identify your school’s goals. List two to three 
school improvement plan goals relevant to the school counseling program and link to student 
outcomes (achievement, attendance, discipline).

RIDE MS School Improvement Plan Priorities:
•	 Priority One: Increase schoolwide average daily attendance 
•	 Priority Two: Increase the overall percentage of students scoring “Met Expectations” or 

“Exceeded Expectations” on the 2025 RICAS Math Assessment by 15%
•	 Priority Three: Increase the overall percentage of students scoring “Met Expectations” or 

“Exceeded Expectations” on the 2025 RICAS ELA Assessment by 15%

3.	 Review available school data reports (achievement, attendance, and discipline) for previous 
years to identify trends.

2021-2022 2022-2023 2023-2024
ELA Proficiency 48.3% 47.6% 45.3%
Math Proficiency 46.6% 49.9% 50.1%
Chronic Absenteeism 14.4% 13.9% 13.5%
Average Daily Attendance 83.4% 85.8% 87.3%
Discipline Rates 32 suspensions 28 suspensions 25 suspensions

4.	 Review data from other resources (e.g., student behavior surveys, climate surveys, school 
engagement surveys, etc.) from the previous two-three years, and identify areas of strength 
and concern.

The following data for RIDE MS was gathered from Panorama and SurveyWorks:

Topic Percent Favorable 
School Safety 63%
Rigorous Expectations 60%
Social-Emotional Learning 60%
Teacher-Student Relationships 44%
School Climate 43%
School Engagement 22%

If you are not 
familiar with School 
Improvement Plan 
(SIP) goals, talk with 
administrators and 
check documents 
that identify annual 
goals the school set.

You can often 
answers questions 
3, 4, and 5 using 
data in your 
Student Information 
System, Panorama, 
SurveyWorks, 
RIDE Report Card, 
RIDE Attendance 
Leaderboard, or 
RIDE Assessment 
Data Portal.
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5.	 How does your school’s data compare to data from other schools, including: schools with 
similar populations, district averages, state averages

RIDE Middle 
School

School with 
Similar 

Population

District Average State Average 

Average Daily Attendance 87.3% 92.3% 91.6% 90.2%
Graduation Rates NA NA 93.9% 83.5%
ELA Proficiency 45.3% 46.0% 44.2% 41.0%

6.	 Identify and prioritize data points you will address through your school counseling program.

Specific Data Priorities
Examples:
•	 26 students leaving first grade reading below expectations
•	 38 first-time ninth-graders failing algebra 1
•	 Seventh-grade students with four or more absences in the first four weeks of school
•	 12 11th-grade students suspended three or more days from school for noncompliance first quarter
1.	 8th grade students with 4 or more tardies in the first three weeks of school 
2.	12 6th grade students with 6 or more absences in the first quarter of school
3.	Students who identify as Black, Hispanic, or Multiple Races have a lower Average Daily Attendance 

Rate (83.2%) than their White peers (88.6%)

This should not be a 
restatement of the 
SIP goal, which may 
have a broad focus. 
Instead, it should 
identify a need for 
a specific subset of 
students.
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Annual Student Outcome Goal Plan
School Counselor  Riley Delany  School Year  2024-2025

Identify and describe outcome data (achievement, attendance, or discipline) that serves as basis 
for goal:

•	 12 6th grade students with 6 or more absences in the first quarter of school
•	 Schoolwide Average Daily Attendance below district and state averages
•	 6th grade students often have excessive absences early in the year

Create a goal statement that focuses on a specific subset of students for whom intentional 
strategies/interventions will be delivered and assessed.

By December 2024  ,
6th grade students with 6 or more absences in the first 
quarter

 End Date  Describe Targeted Students
(Criteria for inclusion in interventions with multiple descriptors)

will decrease the cumulative number of absences
 Decrease/Increase  Describe specific outcome to be changed 

(achievement, attendance or discipline)

by 50% from 84 to 42
Percent change Baseline data 

(Numbers only)
Target data 

(Numbers only)

Supplemental Data:
Analyze data related to the goal from supplemental data surveys, such as school climate surveys. 
Talk with stakeholders (parents, teachers, students, administrators, etc.), to gain insight about 
possible factors contributing to identified problems or issues. Summarize insights/comments from 
the groups below.

School counselors report: Transition from elementary school to middle school was difficult for many of 
these students. 
Teachers report: Students are unmotivated and do not see the benefits of school. 
Administrators report: Schoolwide attendance continues to be an issue. This group of students do not see 
why school is important and think it is a waste of time. 
Parents report: Their students do not see the importance of coming to school.
Students report: Attendance wasn’t important in elementary school.
Others report: Data Team Leader (Shelby Jones) reports that, historically, first quarter attendance for 6th 
graders is low as they transition to middle school. Additionally, 5th grade attendance for this group was 
below average. 

Systemic Focus
Identify school or system policies, procedures, or practices that create or maintain inequities 
relevant to this goal.
•	 School policy states that three tardies equal an absence 
•	 School procedure requires students who arrive late to be held in the front office until after homeroom (a 

period used for important tasks and content delivery)
•	 Some teachers’ practice requires students to request and complete make-up assignments within 3 days 

of returning to class

List 1-2 strategies that could influence systemic change related to this goal.
•	 Work to identify root causes of tardiness and absences
•	 Meet with administration to discuss alternatives to holding students out of homeroom
•	 Talk with teachers about how to ensure students gain access to missed assignments

This comes from 
the School Data 
Summary and 
should be tied to 
SIP goals.

This MUST 
be related to 
achievement, 
attendance, or 
discipline.

This must include 
multiple descriptors 
that provide 
enough information 
so that someone 
else in your school 
with access to the 
data would know 
exactly the group 
of students you are 
working with.

Use a Percent 
Change Calculator 
to help calculate 
this number. 

Seeking relevant 
information from 
educational 
partners is an 
essential part of 
the process. Doing 
so helps guide the 
selection of Student 
Standards to 
address.

This portion is 
critical to advocacy 
and encourages 
systemic thinking. If 
you have difficulty 
with this section, 
brainstorm with 
others about 
potential factors 
that maintain 
inequalities and 
how they could be 
addressed.

https://percentage-change-calculator.com/
https://percentage-change-calculator.com/
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ASCA Student Standards Targeted Student Learning Objectives
Identify 1–2 mindsets or behavior standards 
from the ASCA Student Standards most 
relevant for this targeted group and goal:

For the selected mindsets or behavior 
standards, write or select 1–2 learning 
objectives students will learn. 

M&B# Mindsets & Behaviors Standards Learning Objective(s)
 B-LS 4. Self-motivation and self-direction to 

learning 
Student(s) will: Identify the pros and cons of 
attending school regularly
Student(s) will: Explain how motivation affects effort, 
work completion, class participation, time studying, 
and school engagement

Pre-/Post-Assessment:
Convert the student learning objectives to a Likert-scale measure and/or brief answer assessment.

1 2 3 4
Strongly disagree Slightly disagree Agree Strongly agree

 
Statement Scale
I can identify 3 or more pros of attending school. 1    2    3    4
I believe that multiple absences can negatively impact my future. 1    2    3    4
I am motivated to attend school regularly.  1    2    3    4
I know how motivation can impact success. 1    2    3    4
Brief answer question (optional): How do you think missing school could affect your 
goals or future plans?
 
 

 
Activities/Strategies/Interventions by School Counselors

Describe Direct Student Services 
(minimum of two)

Describe Indirect Student Services 
(minimum of two)

•	 Classroom instruction for all 6th grade students on 
Writing Personal Vision Statements: Understanding 
the Connection Between School and Future 
Opportunities

•	 Small group for 6th grade students with 6 or more 
absences in first quarter 

•	 Weekly individual check-ins and goal-setting with 
students with 6 or more absences 

•	 Parent/Guardian Workshop on the importance 
of attendance in middle school 

•	 Weekly collaborative check-ins with parents/
guardians of students with 6 or more absences 

•	 Professional learning with teachers on 
effective ways to motivate students 

•	 Share strategies with teachers that the 
students are learning in the small group

 

1. Select an 
appropriate ASCA 
Student Behavior 
Standard 
2. The Standard is 
made actionable 
through student 
learning objectives 
3. Learning 
objectives lead 
to pre-/post-
assessment items
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Classroom and Group Mindsets & Behaviors Action Plan
The ASCA Student Standards: Mindsets & Behaviors for Student Success guide the planning and delivery of 
all student activities and interventions. The classroom and group Mindsets & Behaviors action plan provides 
an overview of the delivery of direct services in large group (LG), classroom (Class), and small group (SG) 
settings. This plan presents the topics addressed, while the annual calendar presents the schedule of all 
classroom and group activities.
 
Use the Classroom and Group Mindsets & Behaviors Action Plan to identify all ASCA Student Standards 
addressed through classroom and group activities. Although some activities address multiple standards, 
list the primary mindset or behavior addressed by the activity. It is not necessary to repeat activities with all 
standards addressed through that activity. 
 

School Name Date Created Most Recent Revision Date
 RIDE Middle School  August 2023  August 2024

 

Mindset Standards
Mindset Activity/Focus or Purpose Participants Class/

LG
SG

M1. Belief in development of 
whole self, including a healthy 
balance of mental, social/ 
emotional and physical well-
being

 

M2. Sense of acceptance, 
respect, support and inclusion 
for self and others in the 
school environment

    

M3. Positive attitude toward 
work and learning

The Power of Yet
lesson focused on teaching 
Growth Mindset and the Power 
of Yet

All 6th Grade 
Students

Class  

M4. Self-confidence in ability 
to succeed

Growth Mindset
lesson focused on what Growth 
Mindset is and how it can 
support success 

All 7th Grade 
Students

Class  

M5. Belief in using abilities to 
their fullest to achieve high-
quality results and outcomes

    

M6. Understanding that 
postsecondary education 
and life-long learning are 
necessary for long-term 
success

 

Behavior Standards
Learning Strategies Activity/Focus or Purpose Participants Class/ 

LG
SG

B-LS 1. Critical-thinking skills 
to make informed decisions
B-LS 2. Creative approach to 
learning, tasks and problem 
solving

Exploring Problem-Solving 
Models; lesson on ways to 
problem-solve and find 
solutions

All 7th Grade 
Students

Class

B-LS 3. Time-management, 
organizational and study skills

Academic Support Group
focused on organizational and 
study skills

7th and 8th Grade 
Students with 2 or 

more Fs

SG

Always crosswalk 
this Action Plan 
with the Annual 
Calendar to ensure 
all activities are on 
both documents.

Link each activity 
to only one Student 
Standard. It is not 
expected that all 36 
Standards will be 
met in one school 
year. However, this 
tool can be used 
to identify gaps in 
instruction.

Provide sufficient 
information about 
the activity for 
stakeholders to 
understand. Try to 
avoid lesson topics 
that do not describe 
the activity.

https://www.schoolcounselor.org/getmedia/7428a787-a452-4abb-afec-d78ec77870cd/mindsets-behaviors.pdf
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B-LS 4. Self-motivation and 
self-direction to learning

Writing Personal Vision 
Statements: Understanding the 
Connection Between School 
and Future Opportunities 

Motivation Small Group
focused on connecting the 
relevance of school work to 
students’ lives and how it can 
support their future goals

All 6th Grade 
Students

6th grade students 
with 6 or more 

absences in first 
quarter 

Class

SG

B-LS 5. Media and 
technology skills to enhance 
learning
B-LS 6. High-quality 
standards for tasks and 
activities

Doing Your Personal Best
Lesson on what quality work is 
and strategies to complete it 
well and on time

All 8th Grade 
Students

Class

B-LS 7. Long- and short-term 
academic, career and social-
emotional goals

How to Succeed in Middle 
School; lesson on why we set 
goals and how to set goals

Goal-Setting for High School; 
lesson on looking at future 
interests and creating goals 
to help students achieve their 
postsecondary aspirations

High School CTE options and 
course planning 

All 6th Grade 
Students

All 8th Grade 
Students

All 8th Grade 
Students

Class

Class

Class

B-LS 8. Engagement in 
challenging coursework
B-LS 9. Decision-making 
informed by gathering 
evidence, getting others’ 
perspectives and recognizing 
personal bias
B-LS 10. Participation 
in enrichment and 
extracurricular activities

Self-Management Skills Activity/Focus or Purpose Participants Class/ 
LG

SG

B-SMS 1. Responsibility for 
self and actions

Learning Agreements (written 
in September, reviewed in 
January and May); lesson on 
process, why and how to write 
agreements and track progress

All Students LG

B-SMS 2. Self-discipline and 
self-control
B-SMS 3. Independent work
B-SMS 4. Delayed 
gratification for long-term 
rewards

“If/Then” Understanding 
Benefits/Costs of Immediate vs. 
Delayed Gratification  

All 7th Grade 
Students

Class
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Self-Management Skills Activity/Focus or Purpose Participants Class/ 
LG

SG

B-SMS 5. Perseverance to 
achieve long- and short-term 
goals

Writing SMART Goals All 8th Grade 
Students

Class

B-SMS 6. Ability to identify 
and overcome barriers
B-SMS 7. Effective coping 
skills

Effective Coping Small Group 
focused on teaching strategies 
for dealing with strong 
emotions

Mindful Monday Morning 
Schoolwide Assembly; 
lesson focused on teaching 
mindfulness strategies

All students with 3 
or more discipline 

referrals

All students LG

SG

B-SMS 8. Balance of school, 
home, and community 
activities

Setting a Schedule
Lesson focused on strategies 
for organizing your time

All 6th Grade 
Students

Class

B-SMS 9. Personal safety skills
B-SMS 10. Ability to manage 
transitions and adapt to change

Social Skills Activity/Focus or Purpose Participants Class/ 
LG

SG

B-SS 1. Effective oral and 
written communication skills 
and listening skills

What is Effective Listening and 
Why It Matters

All 8th Grade 
Students

Class  

B-SS 2. Positive, respectful 
and supportive relationships 
with other students who are 
similar to and different from 
them

New Student Group
Group focused on supporting 
the development of new 
friendships.

Bullying Prevention Assembly 

All new students

 

All Students

 

LG

SG

B-SS 3. Positive relationships 
with adults that support success

    

B-SS 4. Empathy What is Empathy and Why It 
Matters

Great Kindness Challenge 
Assembly

All 6th Grade 
Students

All Students

Class

LG

 

B-SS 5. Ethical decision-
making and social 
responsibility

    

B-SS 6. Effective collaboration 
and cooperation skills

    

B-SS 7. Leadership and 
teamwork skills to work 
effectively in diverse groups

    

B-SS 8. Advocacy skills for 
self and others and ability to 
assert self, when necessary

    

B-SS 9. Social maturity and 
behaviors appropriate to the 
situation and environment

What is Emotional Competence 
and Why It Matters

All 7th Grade 
Students

 Class  

B-SS 10. Cultural awareness, 
sensitivity and responsiveness

Schoolwide Cultural 
Competency Assembly and 
Activity 

 All Students  LG  
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Be sure to 
administer the 
Pre-Assessment 
to the target 
group of students 
before starting 
interventions.

The “Making Data Work” 
or “ASCA National Model 
Implementation Guide: 
Student Standards” books 
provide information about 
how to calculate Likert 
Scale Averages.

You will not have Post-Assessment Data 
or Outcome Data Results until after you 
implement the intervention. Once you have 
the pre- and post-assessment data, baseline 
data, and outcome data results, create 
graphs. The visual representation of the data 
helps to clearly convey student change.

Closing-the-Gap Action Plan/Results Report 
School Name RIDE Middle School

Annual Student 
Outcome Goal

By December 2024, 6th grade students with 6 or more absences during the first 
quarter will decrease the cumulative number of absences by 50% from 84 to 42. 

ASCA Student Standards (Limit of two standards)
B-LS 4. Self-motivation and self-direction to learning 
Mindsets & Behaviors Pre-/Post-Assessment Statements:
1.	 I can identify 3 or more pros of attending school.
2.	 I believe that multiple absences can negatively impact my future. 
3.	 I am motivated to attend school regularly.  
4.	 I know how motivation can impact success. 

Interventions That Support Achieving the Annual Student Outcome Goal
Describe Direct Student Services 
(minimum of two)

Describe Indirect Student Services (minimum 
of two)

1.	 Classroom instruction for all 6th grade 
students on Writing Personal Vision Statements: 
Understanding the Connection Between School 
and Future Opportunities  

2.	 Small group for 6th grade students with 6 or 
more absences in first quarter 

3.	 Weekly individual check-ins and goal- setting 
with students with 8 or more absences 

1.	 Parent/Guardian Workshop on the importance of 
attendance in middle school 

2.	 Weekly collaborative check-ins with Parents/
Guardians of students with 6 or more absences 

3.	 Professional learning with teachers on effective 
ways to motivate students 

Systemic Focus
Identify school or system policies, procedures, or practices that create or maintain inconsistent 
outcomes relevant to this goal.
•	 School policy states that three tardies equal an absence 
•	 School procedure requires students who arrive late to be held in front office until after homeroom (period 

used for important tasks and content delivery)
•	 Some teachers’ practice requires students to request and complete make-up assignments within 3 days 

of returning to class

List 1–2 strategies that could influence systemic change related to this goal.
Work to identify root causes of tardiness and absences
•	 Meet with administration to discuss alternatives to holding students out of homeroom
•	 Talk with teachers about how to ensure students gain access to missed assignments

Baseline Data Results Data
Participation Data Plan Participation Results Data
Anticipated: 12 students Actual: 11 students (1 moved schools)

Mindsets & Behaviors Pre-Assessment Results Mindsets & Behaviors Post-Assessment Results
Pre-Assessment Data
(calculate the average student response for each item)
1.	 2.1
2.	 1.8
3.	 2.5
4.	 2.0

Post-Assessment Data
(calculate the average student response for each item)
1.	 3.7
2.	 3.0
3.	 3.9
4.	 2.2

All sections through 
“Systemic Focus” 
are copied from 
the Annual Student 
Outcome Goal Plan.
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Outcome Data Plan Outcome Data Results
Baseline Data: 84 cumulative absences 
 

Final Data: 52 cumulative absences
Percent Change: 38.1%

Reflection
•	 How did the interventions facilitate the attainment of identified ASCA Student Standards?

The interventions facilitated the attainment of ASCA Student Standard B-LS 4. (Self-motivation and 
self-direction to learning) through classroom instruction, small-group instruction, and weekly check-ins 
focused on promoting a growth mindset, helping students set clear goals, and showing the connection 
between school attendance and future success in school and life. 

•	 How could the interventions be improved (e.g., consider timing, number and type of services, student 
access, and identified barriers)?

Small group was held during lunch time, which made it difficult to focus on the content. Additionally, 12 
6th grade students (originally) for a small group was too large for one facilitator. It is our assumption that 
the timing and the number of students made the group less effective than it would have been otherwise. 
In the future, the school counselor will meet with two groups of 6 students during advisory instead of 12 
students at lunch. 

Use a Percent 
Change Calculator 
to help calculate 
this number. 

Notice that the goal was to decrease the 
cumulative number of absences to 42. While 
the goal was not fully met, the data still indicate 
great progress. The reflection questions provide 
an opportunity to reflect on how to improve the 
intervention moving forward.
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3 or more 

pros of 
attending 
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I believe that 
multiple 

absences can 
negatively 
impact my 

future.  

I am 
motivated 
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school 
regularly. 

I know how 
motivation 
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success.
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https://percentage-change-calculator.com/
https://percentage-change-calculator.com/
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Lesson Plan
School Counselor: Riley Delany 

Lesson Plan Title: Writing Personal Vision Statements: Understanding the Connection Between 
School and Future Opportunities  

 	 Single Classroom Lesson
	 Unit of Classroom Lessons: Lesson _____ of _____
	 Small Group Session Lessons: Lesson _____ of _____

Target Audience:  All 6th Grade Students 

Evidence Base:
	 Best Practice (commonly used and believed to be of high quality)
	 Action Research (individual investigates own practice to improve content/delivery)
	 Research-Informed (a review of research provides foundation for content/delivery)
	 Evidence-Based (highest level of evidence, results published in peer-reviewed journal)

 
ASCA Student Standards Targeted: Student Learning Objectives:
Identify 1-2 student standards relevant for this 
targeted group and goal:
(Best practice = select one)

For each of the selected student standards, 
write or select 1-2 learning objectives

M&B# Mindsets & Behaviors Statement Student Learning Objectives
B-LS 4. Self-motivation and self-direction to 

learning 
Student(s) will:
Develop a personal vision statement for their 
desired life outcomes

 
Materials:
•	 Mindfulness Activity Card: Let’s Breathe “Power Breath” card
•	 Poster paper
•	 Poster markers
•	 Pencils
•	 Lined paper 
•	 Construction paper
•	 Markers
•	 Stickers 

Using the lesson 
plan template 
ensures all 
the necessary 
components are 
included and guides 
the thoughtful 
development of 
effective lessons. 
It is recommended 
that school 
counselors write at 
least three lesson 
plans per year 
to slowly create 
a repository of 
classroom and 
small group lessons.

The following resources and ideas can be used to help create effective lesson plans:
•	 What Works Clearinghouse
•	 The Center for School Counseling Outcome Research & Evaluation (CSCORE)
•	 SCALE Research Center
•	 Cult of Pedagogy

http://ies.ed.gov/ncee/wwc/
http://www.umass.edu/schoolcounseling/index.php_
https://scale-research.org
https://www.cultofpedagogy.com
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Describe how you will:
Introduce Lesson 
Topic/Focus:

All lessons begin with a grounding mindful moment — today’s mindful 
moment is a “Let’s Breathe” activity called “Power Breath” because it is 
an empowering, energizing, and confidence-boosting activity perfect for 
today’s lesson.

The lesson topic is about the importance of school attendance and 
understanding how attending school can impact future opportunities. The 
lesson will focus on writing a vision statement that describes students’ desired 
life outcomes and steps to make that vision a reality. 

Communicate the 
Lesson Objective:

The lesson objective is for students to “develop a personal vision statement for 
their desired life outcomes.” (post and announce)

Teach Content: •	 Define “vision statement” and write the key elements of a vision statement on 
the poster paper (future-oriented, best possible outcome, focused on their 
personal life goals) 

•	 Ask students to share some words or phrases they might include in their 
vision statement and write them on another piece of poster paper (continue 
to emphasize the key elements of a vision statement)

•	 Work together to write a class vision statement allowing students to take 
turns adding words or phrases to the class vision statement 
 
 
 
 

Practice Content: Each student will write a personal vision statement that describes their desired 
life outcomes. If time allows, students may use construction paper, markers, 
and stickers to turn their vision statement into a piece of art to be hung in the 
classroom. 

Summarize/Close: •	 Ask students if anyone would like to share their vision statement with the 
class.

•	 Ask students to reflect on steps that would impact their vision becoming a 
reality – “Turn and talk to your neighbor about one thing you can do today to 
help your vision become a reality.” 

•	 Discuss how decisions made today (including coming to school) can impact 
goals in life.

•	 Close the lesson by restating the lesson topic/focus and the learning 
objective and leaving students with a challenge to do “the next right thing” to 
make their vision a reality.

 

Write/read essential 
question; define 
intended outcome 
of lesson; and 
identify benefit of 
lesson.

Deliver organized, 
focused instruction 
utilizing inquiry-
based instruction 
and metacognitive 
strategies. Try 
to incorporate 
technology, 
music, humor, and 
movement.

Provide 
opportunities for 
guided practice, 
cooperative 
learning, 
independent 
practice, or 
simulations and 
games.

Announce lesson content/title; identify the need 
and reason for the lesson; clarify the purpose, 
goals, and criteria for success; provide a hook to 
increase engagement.

Return to essential question or goal of the lesson 
and ask students for a one sentence summary of the 
lesson. End with reminders (quotes, challenges, goals, 
assignments) and a preview of coming attractions.
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Data Collection Plan – For multiple lessons in a unit, complete this section only once for the unit.
Participation Data Plan: 
Anticipated number of students: All 6th grade students (150 students)
Planned length of lesson(s): One classroom instruction lesson for 45 minutes 

ASCA Student Standards Data Plan:
For each lesson/unit/small group, school counselors will administer pre-/post-assessment aligned with the 
selected ASCA Student Standards and student learning objectives.

Pre-/Post-Assessment items are:
1.	 I believe I have control over my life. 
2.	 I know what a personal vision statement is.
3.	 I have a personal vision statement.
4.	 My personal vision statement describes my desired life outcomes.

Outcome Data Plan: (choose one and describe specific data point to compare)
Examples:
Achievement: School counselor will compare reading levels of students before and after delivery of lesson.
Attendance: School counselor will compare number of absences last year to this year.
Discipline: School counselor will compare total number of disciplinary reports for peer-on-peer conflict first 
quarter with second quarter

	 Achievement (describe): 
	 Attendance (describe): School counselor will compare first quarter absences to second quarter 

absences. 
	 Discipline (describe):

Follow-Up Plans
Explain your plan for students who missed the lesson.

Students who missed the lesson will make up the lesson in a small-group format. 

Explain your plan for students who did not demonstrate mastery on the pre-/post-assessment of 
student standards (M&B)/student learning objectives.

The school counselor will check in with students individually who do not show mastery of the Student 
Standard on the post-assessment.  

 

Pre/Post 
Assessments should 
include 3-5 items. 
Using a 4-point 
Likert scale often 
works best.
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Annual Administrative Conference
 
School Counselor  Riley Delany   School Year  2024-2025

 
After completing the school data summary, I have identified the following data priorities:
•	 Schoolwide Average Daily Attendance below district and state averages.

•	 6th grade students with excessive absences early in the year.

•	 Low school engagement rates. 

 

Based on these data priorities, I will address the following goal(s) as listed in the Annual Student 
Outcome Goal Plan templates:
 
Annual Student Outcome Goals

1 By December 2024, 6th grade students with 6 or more absences in the first quarter will decrease the 
cumulative number of absences by 50% from 84 to 42. 

2  

 

School Counselor Use-of-Time
A minimum of 80% of time is recommended for direct and indirect student services and 20% or less in 
program planning and school support.

Use of Time from Previous School Year
Based on two use-of-time 5-day calculators from previous school year (attached)

Direct 
Student Services

Indirect 
Student Services

Program Planning 
and School Support

Non-School-
Counseling Duties

42% 16% 32% 10%

Use-of-Time Plan for Current School Year
Indicate your planned time allocations for this school year

Direct 
Student Services

Indirect 
Student Services

Program Planning 
and School Support

Non-Counseling Duties

60% 20% 20% 0%

Think of this form 
as a guide to the 
discussion that 
you have with your 
administrator to 
start the school 
year. School 
counselors should 
complete the 
template before 
the meeting but 
allow for discussion 
and possible 
updates to the 
template during the 
meeting with school 
counselor(s) and 
administrator(s).

One goal is 
sufficient.

Set goals that are 
realistic based on 
your previous year’s 
data. If you have 
never collected this 
data, make a note 
that it is in progress 
and discuss how 
you plan to collect 
your use-of-time 
data with your 
administrator.

If you are at a school with more than one 
school counselor, each school counselor should 
complete their own template. However, some 
pieces will be the same or similar and the 
meeting can be held with the entire school 
counseling team and administrator(s).
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Ratio and Caseload
The American School Counselor Association recommended ratio is  
one school counselor per 250 students.

Ratio One School  
Counselor per 450 Students

Caseload 
defined by:

 Alpha Assigned: Last names beginning with: to  
Grade Level: Students in grades:

X All Students in Building (6th-8th)
 Other:  

Program Implementation Plan to Address Priorities

Attach the following documents for review and discussion during the conference:
	 Classroom and Group Mindsets & Behaviors Action Plan
	 Closing-the-Gap Action Plan
	 Annual Calendar

Advisory Council
The School Counseling Advisory Council will meet to provide feedback and input on the school 
counseling program.

Fall Meeting Date:  October 17, 2024 

Spring Meeting Date:  April 24, 2025

Proposed Members: 
(names and  
stakeholder  
position)

•	 Onna Holland, RIDE Representative 
•	 Dirk O’Neil, School Board Member
•	 Shelby Jones, Data Team Leader
•	 Marissa Griffin, Assistant Principal
•	 Mike Williams, 6th Grade Teacher
•	 Melinda Karty, 8th Grade SPED Teacher and Coach
•	 Michael Smith, Teaching Assistant 
•	 Wilson Underwood, Small Business Owner and Parent of 7th grader
•	 Cara Conrady, Parent of 8th grader, 6th grader, and 4th grader
•	 Benjamin Hutton, PTO President 
•	 Owen Davis, 6th grade student 
•	 Ida Grey, 8th grade student and class president 

 
Professional Development

I plan to participate in the following professional development based on Annual Student Outcome 
Goals and my School Counselor Professional Standards & Competencies 
self-assessment.

Date(s) Topic Cost
 October 28, 2024 Rhode Island School Counselor Association Conference in 

Warwick
$85

 July 2025 American School Counselor Association Annual Conference in 
Long Beach, CA 

$2,000

 Ongoing ASCA U Data Specialist Training $99
2024-2025 RIDE ASCA National Model Training Cohort FREE

Each of these 
documents should 
be attached and 
discussed during 
this portion 
of the Annual 
Administrative 
Conference. If you 
have not completed 
the pieces included 
here, make a 
note that they are 
in progress and 
discuss with your 
administrator your 
plan to work on 
these pieces in the 
future.

This can be 
aligned with 
your Professional 
Growth Goal as 
part of the Rhode 
Island Evaluation 
Model for Support 
Professionals. 
Think about the 
areas you want to 
grow to improve 
services delivered 
to students and 
consider those as 
the focus of your 
professional growth 
goal.
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School and District Committees and Professional Work
Group Time Commitment School Counselor’s Role
School Improvement Team 1 hour per quarter Committee Member
MTSS Committee 1 hour per week Co-leader (with principal) and 

Committee Member 
Attendance Team Meeting 1 hour per week Committee Member 

 
Budget Materials and Supplies
Materials and 
supplies needed:

•	 RULER Approach Training/Curriculum 
•	 Poster markers, poster board
•	 Pencils, markers, crayons, scissors, and glue sticks 

Annual budget: $ 500

School Counselor Availability/Office Organization
The school counseling office will be open for students/parents/teachers

from  7:30 AM to  3:30 PM

My hours will be from  7:30 AM   to  3:30 PM   (if flexible scheduling is used)

The career center will be open from N/A to  

Other Staff and Volunteers

Role/Responsibility
Person Assigned 
(no signature required)

School Counseling Department Assistant  N/A
Attendance Assistant/Clerk  Mark Smith
Data Manager/Registrar  Denise Cook
College and Career Center Assistant  N/A
Other Staff  N/A
Volunteers  N/A

Signatures of school counselor and administrator must be within the first two months of school.
School Counselor Signature  Riley Delany

Administrative Signature  Lori Kesler 

Date Conference Held & Template Signed  September 30, 2024

First Day of School  September 3, 2024 
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Use-of-Time Calculator

Direct Student Services

Indirect 
Student 
Services

Program Planning and 
School Support
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Counselor Name: Riley Delany 
Date: October 14, 2024
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Time frame Activity or Task

7:00-7:15 a.m. Greeting Students and Families X

7:16-7:30 a.m. Check in with student returning from 
inpatient facility X

7:31-7:45 a.m. Return Parent and Teacher Emails 
About Students X

7:46-8:00 a.m. Return Parent and Teacher Emails 
About Students X

8:01-8:15 a.m. Small Group with First Gen College 
Students X

8:16-8:30 a.m. Small Group with First Gen College 
Students X

8:31-8:45 a.m. Work on Presentation for Family Night X

8:46-9:00 a.m. Work on Presentation for Family Night X

9:01-9:15 a.m. Work on Presentation for Family Night X

9:16-9:30 a.m. Work on Presentation for Family Night X

9:31-9:45 a.m. Small Group with 6th Graders with 6 
or more absences X

9:46-10:00 a.m. Small Group with 6th Graders with 6 
or more absences X

10:01-10:15 a.m. Analyze Pre-Assessment Data from 
Small Groups X

10:16-10:30 a.m. Analyze Pre-Assessment Data from 
Small Groups X

10:31-10:45 a.m. Check in with new student (transition 
difficulties) X

10:46-11:00 a.m. Check in with new student (transition 
difficulties) X

11:01-11:15 a.m. Consult with 7th grade teachers (ways 
to support new student) X

11:16-11:30 a.m. Consult with 7th grade teachers (ways 
to support new student) X

11:31-11:45 a.m. Passing Time Hall Duty X

11:45 a.m.- 
12:00 p.m.

Small Group with 8th Graders on Goal 
Setting X

The Use-of-Time 
Calculator should 
be used once in 
the Fall and once 
in the Spring. The 
template calculates 
the totals for you if 
used correctly. Be 
sure and review the 
definitions for the 
types of services so 
that you categorize 
them correctly. It 
is also important 
to provide specific 
details of the 
activity/task. For 
example: Emailing 
parents about 
students would be 
Collaboration while 
catching up on 
emails and clearing 
out your inbox 
would be Program 
Planning.
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Direct Student Services

Indirect 
Student 
Services

Program Planning and 
School Support
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Time frame Activity or Task

12:01-12:15 p.m. Small Group with 8th Graders on Goal 
Setting X

12:16-12:30 p.m. Catch up on emails X

12:31-12:45 p.m. Return Phone Call to New Student’s 
Parents X

12:46-1:00 p.m. Catch up on emails X

1:01-1:15 p.m. Meeting with Assistant Principal about 
SIP X

1:16-1:30 p.m. Meeting with Assistant Principal about 
SIP X

1:31-1:45 p.m. Data analysis for Annual Student 
Outcome Goal Plan X

1:46-2:00 p.m. Data analysis for Annual Student 
Outcome Goal Plan X

2:01-2:15 p.m. Check in with student returning from 
inpatient facility X

2:16-2:30 p.m. Collaboration with 6th Grade Team X

2:31-2:45 p.m. Classroom Instruction: Surviing the 
Transition to Middle School X

2:46-3:00 p.m. Classroom Instruction: Surviing the 
Transition to Middle School X

3:01-3:15 p.m. Classroom Instruction: Surviing the 
Transition to Middle School X

3:16-3:30 p.m. Classroom Instruction: Surviing the 
Transition to Middle School X

3:31-3:45 p.m. MTSS Committee X

3:46-4:00 p.m. MTSS Committee X

TOTALS 8 2 4 10 10 2 0

% per topic 22% 6% 11% 28% 28% 6% 0%

% per category 39% 28% 33% 0%
28%

39%33%

Direct Student 
Services
Indirect Student 
Services
Program Planning 
and School Support

Percent of Time
by Category
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Annual Calendar Template
School: RIDE Middle School		  Academic Year: 2024-2025
A minimum of 80% of time recommended for direct and indirect student services and 20% or less in program planning 
and school support

Month Delivering Program Planning and 
School Support
(Defining, Managing, 
Assessing, Fair-Share 
Responsibilities)

Direct Student Services Activities
(Include dates of school counseling initiatives 
or events, classroom and group activities, 
career or college nights, schoolwide 
academic support events, etc.)

Indirect Student Services Activities
(Significant collaborations, leadership and 
advocacy activities)

Ongoing 
Services

•	 Classroom Instruction one time per month
•	 Deliver ILP lessons 
•	 Small groups as needed
•	 Individual support as needed
•	 Crisis response as needed 
•	 Restorative Circles
•	 Mindful Morning Assemblies (weekly on 

Monday)

•	 Collaboration and consultation with staff 
and parents as needed

•	 Collaborating with teachers for SEL 
implementation

•	 Collaborating with teachers for ILP 
implementation

•	 Weekly collaboration with principal
•	 Referrals to ongoing counseling at needed 
•	 Monthly newsletter sent to staff and parents 
•	 Attendance Team Meetings
•	 MTSS Committee

•	 Data collection
•	 Schedule classroom 

instruction with teachers 
•	 Create lesson plans for 

classroom instruction and 
small groups 

•	 Coordinate mentor 
program

•	 Oversee and organize 
“Check In, Check Out”

August •	 ”Meet the School Counselor” table at Open 
House on 8/19

•	 Postcards to new students
•	 Check-in with all new students during the 

first week of school
•	 New Student Small Group
•	 “How to Succeed in Middle School” 

classroom instruction for 6th Grade 
Students

•	 Welcome letter to parents/guardians 
•	 School Improvement Team
•	 Consult with staff about teaching PBIS 

schoolwide expectations 
•	 6th Grade Parent/Guardian education 

night on the transition to middle school
•	 Present at Staff Meeting about the role of 

the school counselor 

•	 Update Annual Calendar
•	 Write Annual Student 

Outcome Goal Plan
•	 Create career/post- 

secondary readiness 
bulletin board 

•	 RIDE ASCA National Model 
Training Cohort

September •	 ”Curriculum Night” on 9/15 (introduce SEL 
curriculum)

•	 “Learning Agreements” assembly
•	 “Writing Personal Vision Statements” 

classroom instruction for 6th grade students

•	 Present at staff meeting about effective 
classroom management 

•	 Collect use-of-time data
•	 Write Closing-the-Gap 

Action Plan
•	 Annual Administrative 

Conference
•	 Attend training about 

suicide prevention  

October •	 Bullying prevention month schoolwide 
assembly

•	 Academic support small group
•	 Motivation small group
•	 Grade 8 High School CTE options and 

course planning lessons

•	 Parent/guardian education night on 
importance of attendance 

•	 Present at staff meeting about ILP process 
•	 8th grade parent/guardian CTE options 

night

•	 RISCA Conference on 10/28

Understanding the 
classifications of 
school counseling 
activities is essential 
to completing this 
correctly. Part 1 of 
the Rhode Island 
Framework for 
Comprehensive 
PreK-12 School 
Counseling 
Programs 
includes more 
information about 
the definitions of 
the terms. Note 
that non-school 
counseling tasks 
should not be 
included on the 
Annual Calendar.

When describing 
the activity, provide 
enough information 
that all educational 
partners could 
understand each 
listing, avoiding 
vague language 
or acronyms. 
When appropriate, 
include the topics, 
dates, and times. 
Never include 
anything that would 
be confidential.

Remember, 
this is the 
recommendation 
and something to 
work towards, but 
may not occur right 
away.

https://ride.ri.gov/students-families/ri-public-schools/diploma-system
https://ride.ri.gov/students-families/ri-public-schools/diploma-system
https://ride.ri.gov/students-families/ri-public-schools/diploma-system
https://ride.ri.gov/students-families/ri-public-schools/diploma-system
https://ride.ri.gov/students-families/ri-public-schools/diploma-system
https://ride.ri.gov/students-families/ri-public-schools/diploma-system
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The Annual 
Calendar should be 
shared and posted 
so that educational 
partners are aware 
of the school 
counseling program 
priorities and 
program events. Be 
sure to crosswalk it 
with the Classroom 
and Small-Group 
Action Plan and 
Closing-the-Gap 
Action Plan to 
ensure the Annual 
Calendar includes 
all the activities you 
included in those 
documents.

The Annual 
Calendar can 
be adjusted 
and modified 
throughout the year 
as needed.

Month Delivering Program Planning and 
School Support
(Defining, Managing, 
Assessing, Fair-Share 
Responsibilities)

Direct Student Services Activities
(Include dates of school counseling initiatives 
or events, classroom and group activities, 
career or college nights, schoolwide 
academic support events, etc.)

Indirect Student Services Activities
(Significant collaborations, leadership and 
advocacy activities)

November •	 “The Power of Yet” classroom instruction for 
6th grade students 

•	 “Growth Mindset” classroom instruction for 
7th grade students

•	 “Doing Your Personal Best” classroom 
instruction for 8th grade students

•	 Present at staff meeting about trauma-
informed practices

December •	 “Setting a Schedule” Classroom Instruction 
for 6th Grade Students

•	 “Exploring Problem-Solving Models” 
Classroom Instruction for 7th Grade 
Students

•	 “Effective Listening” Classroom Instruction 
for 8th Grade Students

January •	 “Learning Agreements” assembly
•	 “Great Kindness Challenge” assembly 
•	 “Effective Coping” small group

•	 Present at staff meeting about SEL 
implementation 

•	 School Improvement Team

•	 RIDE ASCA National Model 
Training Cohort 

February •	 “Empathy” classroom instruction for 6th 
grade students

•	 “If/Then” classroom instruction for 7th 
grade students

•	 “Writing SMART Goals” classroom 
instruction for 8th grade students

•	 “Cultural Competency” Assembly

•	 Present at staff meeting about Coping Skills 
•	 Share information about the role of the 

school counselor for National School 
Counseling Week 

 

March •	 Visits from 5th grade students to learn 
about Middle School

•	 Grade 7 planning for High School lesson 
(CTE and Course Planning)

•	 Consult with 5th grade school counselors 
about incoming students 

 

April •	 “Emotional Competence” Classroom 
Instruction for 7th Grade Students

•	 8th Grade Parent/Guardian education 
night on the transition to high school

•	  Collect use-of-time data

May •	 “Mental Health Awareness” Assembly •	 School Improvement Team
•	 Present at staff meeting about Student 

Mental Health 

•	 Participate in RIDE ASCA 
National Model Training 
Cohort

June •	 “Goal-Setting for High School” Classroom 
Instruction for 8th Grade Students

•	  “Learning Agreements” Assembly

•	 Final Attendance Team Meeting to identify 
students for early intervention next year 

•	 Complete Closing-the-Gap 
Results Report 

•	 Complete Classroom and 
Small-Group Results Report 

•	 Complete School 
Counseling Program 
Assessment 
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Classroom and Small-Group Results Report
School Name RIDE Middle School 

Results Report for: 	 Unit of Classroom Lessons
	 Single Classroom Lesson
	 Small Group

Grade Level 6th Grade 

Topic Writing Personal Vision Statements: Understanding the Connection Between School 
and Future Opportunities  

Targeted
ASCA Student 
Standards
1–2 mindsets or 
behaviors per lesson

M&B#

B-LS 4.

M&B Statement:

Self-motivation and self-direction to learning 

ASCA Student 
Standards   
Pre/-Post-
Assessment Items

1.	 I believe I have control over my life. 
2.	 I know what a personal vision statement is.
3.	 I have a personal vision statement.
4.	 My personal vision statement describes my desired life outcomes.

DATA RESULTS
Participation Data Number of students 144 students

Length of lessons/sessions 45 minutes

Number of lessons/sessions 1 lesson

Mindsets & 
Behaviors Data
 

Pre-Assessment Data:
(calculate average student response 
to each item)
1.	 2.5
2.	 1.2
3.	 1.0
4.	 1.0

Post-Assessment Data:
(calculate average student response to each 
item)
1.	 2.7
2.	 3.0
3.	 3.8
4.	 3.5

Outcome Data
(Achievement, 
Attendance and/or 
Discipline Data)

Baseline Data: 243 cumulative 
absences in first quarter (all of 6th 
grade)

Final Data: 184 cumulative absences in 
second quarter (all of 6th grade)

Percent Change: 24.28%

Reflection How did the instruction/small group facilitate the attainment of identified 
ASCA Student Standards?

The classroom lesson facilitated the attainment of the ASCA Student Standard  
B-LS 4. (Self-motivation and self-direction to learning) through instruction 
on personal vision statements and building motivation to achieve desired life 
outcomes.  

How could the lesson/unit/small group be improved (e.g., consider timing, 
number and type of services, student access, and identified barriers)?

Looking at the Mindsets & Behaviors data, it seems that this lesson did effectively 
teach students how to write personal vision statements. However, it seems that I 
did not effectively teach the element of the lesson meant to teach students about 
the control they have over their lives connected to self-direction to learning. Next 
time I deliver this lesson, I will add a stronger emphasis on what self-motivation 
and self-direction are and how they tie to our personal vision statements. I will also 
change the first pre/post-assessment question to better capture self-motivation 
and self-direction.   

Use the “Reflection” 
section to 
determine what 
worked, what 
didn’t, and what 
you would change. 
Your response 
should guide you 
in explaining your 
results and how 
you will use this 
information to 
improve services 
for your students. 
Ideally, school 
counselors use the 
results and the 
reflection to hone 
interventions and 
improve programs.

The same form 
is used for both 
classroom lessons 
and small-group 
results reports. Each 
school year, school 
counselors should 
assess 3 classroom 
lessons and 1 small 
group (minimum 
of 4 sessions). 
Over time, you will 
assess all classroom 
lessons and small 
groups.
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Determine
E�cacy and

Improve Practice

Administer
Post-Assessment

Create Pre-/
Post-Assessment

Administer
Pre-Assessment

Provide
Instruction

Select Relevant
Student Standard

Write Student
Learning
Objective

Be sure and share 
your results! 
You can do this 
through: websites, 
presentations 
to educational 
partners, 
infographics, or a 
one-page handout 
summarizing topics 
addressed through 
individual, small 
group, classroom, 
and large group.0
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Pre/Post Comparison of Mindsets and Behaviors Assessment Results

First Quarter and Second Quarter
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Mindsets & Behavior Data for Small Group for 6th Grade 
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I can identify 
3 or more 

pros of 
attending 

school.

I believe that 
multiple 

absences can 
negatively 
impact my 

future.  

I am 
motivated 
to attend 

school 
regularly. 

I know how 
motivation 
can impact 

success.
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Cycle of Managing and Assessing Effective Classroom  
and Small-Group Instruction
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1-Pager
It is recommended that school counselors create a 1-pager at the end of the year to share their data as a concise, visually 
appealing way to communicate the impact of their work to key educational partners, such as administrators, families, 
school boards, and community members. A well-designed one-pager highlights the Annual Student Outcome Goal, 
Mindsets & Behaviors Data, and Outcome Data using graphs and brief narratives.

The 1-pager helps advocate for the school counseling program, demonstrates alignment with schoolwide goals, and 
reinforces the value of a comprehensive, data-driven school counseling program.
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