Crane High School Counseling Calendar
(9-12 grade) 2012-2013
Ongoing Major Activities

Individual conferences with students experiencing academic difficulty or personal problems

Individual or small group conferences to discuss career or educational planning

Consultation with teachers 

Working with seniors on scholarships, college applications, financial aid, etc

Work with Children’s division and Juvenile division 

Meet with parents

Inform students of ACT/SAT dates, distribute registration packets, and assist with registration

Copy and mail transcripts

Referrals to other agencies

Enroll new students

Drop out counseling or prevention

Update web page

Assist principal as needed

Curriculum planning- assessment of needs

Classroom guidance (7th-8th)
Meet with military recruiters, college representatives, and employers

Select assemblies

Assist students with correspondence courses when necessary

August

Enroll new students 

Fall registration of students 

Changing student schedules

Meet with Scott Regional Technical Center (SRTC) students during registration

Referral of students to SRTC DELTA program

Audit senior transcripts to ensure all graduation requirements are being met

Assist students with dual credit registration

September

Prepare and mail letter to senior parents on student status

Update district testing plan w Testing Coordinator
Order district’s testing materials for the year

Start annual review with seniors

Start scholarship updates and postings

Review credit requirements with all classes

Review core-curriculum requirements with all classes

Assist students with ACT registration and announce registration deadline

Put on Senior night (scholarships, financial aid, and etc)

Attend the University of Missouri Systems meeting
Update Web page

Post and announce information about the ACT
Attend SRTC counselors’ meeting
October

Attend college fair at Monett HS with interested seniors and juniors
Update web page about upcoming college visits 

Post dates of college visits in hallway

Post and announce information about Springfield college fair

Administer the ACT

Guidance advisory meeting

Continue annual individual reviews with seniors

Meet with freshman and develop 4-year plans

Assist seniors in requesting college visit days

Start DAR scholarship application process

Aid students in completing college admissions application

Attend SMSCA Fall workshop

Red Ribbon Week activities

Parent/Teacher Conferences

November

Send quarter failing reports to senior parents

Continue annual individual reviews with seniors 

Missouri School Counselor Association Fall Conference

Post scholarships and update web page

Arrange testing for Missouri Scholars Academy 

Complete DAR scholarship

Aid students in completing college admissions application
ACT review with seniors

Veteran’s Assembly

Review and update 4-year plans with all classes

Administer the PLAN to all sophomores

Administer the PSAT to all juniors

Meet with Juniors about future plans

December

Interpret the ASVAB for juniors and seniors

Complete annual senior individual interviews

Continue posting scholarships and updating web page

Critical Response Training Workshop 

Assist students with schedule changes for 2nd semester

Aid students in completing college admissions application

ACT review with seniors

Administer ACT

Check on Credit Recovery for the fall

January

Student schedule changes

Audit and review senior transcripts

Send out semester failing reports to senior parents

Organize and host financial aid workshop for seniors and parents

Referral of students to the SRTC DELTA program

Announce upcoming deadlines

Focus on the Future Day at SRTC

Conduct 180-day follow with graduates 

Meet with students that need credit recovery

Send mailings home for student who need credit recovery 

February

Announce ACT sign up deadlines

SRTC sophomore visit

Start building the master schedule for the next year (with administration)

Post and aid in completion of scholarship applications

Aid students in completing college admissions application

Administer ACT

March

Send 3rd quarter senior failing notices to parents

Complete SWACC applications

Continue building the master schedule

Post and aid in completion of scholarship applications

Aid students in completing college admissions application

Write letters of recommendations for seniors

Prepare K-12 testing schedule for the next year

Attend MAP and EOC workshops

Prepare for MAP and EOC testing

Receive and check in testing materials

8th grade SRTC tours

Sophomore meeting to sign up for junior year (SRTC or Dual Credit)

April

Pre-registration for the next year- Scheduling

Post and aid in completion of scholarship applications

Aid students in completing college admissions application

Write letters of recommendations for seniors

Administer ACT

May
Complete scholarships
Make scholarship presentations at the awards ceremony

Complete master schedule

Complete student schedules for the next year

Update and complete all transcripts

Mail completed transcripts to colleges

Check schedule and transcripts to ensure students are enrolled in the classes they need

Attend and announce scholarship winners at awards assembly
Notify failing students of make-up options
June
Complete student schedules

Do various reports for superintendent

Change students’ schedules that received an F in a required class

