
 
 
 
 
 
 
 

Caribou School System Comprehensive Guidance Plan



 
 
 
 

Caribou School System Comprehensive Guidance Program 
 

 The Caribou Comprehensive Guidance Program was developed by the 
entire guidance staff to address the guidelines established by Chapter 125.  The 
challenge at the elementary levels is to write a plan that meets the guidelines 
whenever possible but recognizes that planning must be relative given the limited 
staff at that level.  A developmental plan at the middle and secondary level is 
more doable in that we come closer to meeting the recommended Maine ratio of 
one counselor for 250 students for secondary schools and one counselor for 350 
at the middle school level. 
 
 Our plan is written in a narrative style that we feel gives others a clearer 
picture of guidance services at all levels.  The plan is divided into five reports:  
Elementary level; Middle School Level; Secondary Level; Services in the Applied 
Technology Center; and the Home School Coordinator.  The plan will be revisited 
at the end of each year in order to make adjustments that meet the ever-
changing needs of students. 
 



K-4 
Comprehensive Guidance Plan 

 
Guidance Services are offered at Hilltop Elementary on a half time basis.  The 
elementary guidance counselor uses children’s literature to help students gain a 
better understanding of such topics as fairness, cooperation, and respect.  
Funding provided by mini grants has allowed for the introduction of a character 
education that includes the development of classroom materials and the 
introduction of guest speakers who present on the seven identified character 
traits.  Additionally, in conjunction with the school nurses the “Good Touch – Bad 
Touch” program is presented to all second graders in the spring of the year. 
 
Guidance services at Teague Park are on a half time basis and include the 
guidance counselor’s involvement with the Olweus Bullying Prevention Program.  
The guidance counselor serves on the advisory committee and takes part in 
classroom meetings when needed.  Intervention services are provided to 
students who are being bullied as well as with students who are bullying.   
 
The elementary guidance counselor conducts assessments, provides crisis 
intervention, brief counseling and play therapy.  The elementary guidance 
counselor conducts special education observations.  Consultation is also 
provided to teachers regarding behavioral interventions, classroom management 
techniques, and mental health diagnoses and the impact they have on student 
learning.  
 
The elementary guidance counselor also interfaces with parents.  This may 
include attending parent-teacher conferences, meeting with parents individually 
or in conjunction with the classroom teacher and/or the building principal.  
Assistance may also be provided to parents in accessing community resources. 
 
Developmental Activities 
 
 Step Up Day  Grade 2 to 3 
    Grade 4 to 5 
 
 Good Touch Bad Touch Program  Grade 2 
 
 



Comprehensive Guidance Program 
Grades 5,6,7,8 

 
 
 

Developmental Experiences:   
Students in each grade that are either failing two or more classes or are in 
danger of repeating a grade level are encouraged to be a part of this Study and 
Organization Group.  The group meets once or twice a week to improve 
classroom performance.  Teachers or administrators recommend students to the 
group. 
 
Counseling Services: 
 
These basic guidance services are offered to students, parents, staff, and 
administration in attempt to serve the school population: 
 
Individual Counseling – forms the bulk of the work at Caribou Middle School.  
Approximately 50% of the counselor’s day is spent working with students on an 
individual basis. 
 
Individual Assessment – Conferences (parent-teacher, teacher-student, student-
student) – Most of the conferences led by the guidance department are Child 
Study Teams.  A team consisting of parents, teachers, administrators, and other 
professionals in the school explores the strengths and weaknesses of the 
student’s academic and social life.  A plan of action to help each student gain 
success is developed and implemented by the team. 
 
Consultation Services:  Another basic guidance activity is being a resource of 
information regarding each student at CMS.  A broad range of consultation 
services are offered by counselors at the middle school including: 
 
Annual Yearly Progress (AYP) Committee:  This committee was instituted to 
analyze and make recommendations towards improving our MEA test scores.  
Guidance counselors provide the committee with yearly MEA scores and 
advocates for utilization of the best testing practices available. 
 
Pupil Evaluation Team:  The CMS guidance counselor is also a standing 
member of this group of administrators who deal with CMS students.  The group 
consists of CACDC administrators, the Champs (after-school program) 
administrator, the School Nurses, CMS Principals, and guidance.  The group’s 
purpose is to coordinate services for referred students. 
 
Olweus Bullying Prevention Program:  The Guidance counselor serves as a 
member of this bullying prevention program.  The program was developed in 
Norway to combat teen suicide and depression.  At CMS we provide technical 



support for the direction of the program.  Serving on the Olweus Committee and 
being a referral source and emotional supporter of those being bullied and those 
who are bullying are main components of the guidance role for this committee. 
 
Testing 
The administration and interpretation of statewide, local, and national testing is 
one of the tasks of the guidance office.  Tests administered include:  National 
Assessment of Educational Potential (grade 8) 
Maine Educational Assessment (grades 5-8) 
Terra Nova (grades 5-8) 
AYP Committee (planning and consultation about raising test scores) 
 
Orientations:  Entering 5th graders are the prime target for our orientation 
activities.  Each 4th grade class follows the schedule of a selected 5th grader for a 
portion of a school day at CMS.  Additionally 5th grade parents are invited to meet 
the 5th grade staff to discuss transition issues. 
 
Two groups of students enter Caribou Middle School in grades 6-8:  7th graders 
from the town of Connor enter CMS and students whose parents move into the 
Caribou community.  Connor students have a formal induction process that 
culminates in an orientation for them sometime near the end of the school year.  
Entering students are given an informal orientation with a tour for students and 
their parents. 
 
Referrals:  The CMS guidance department makes referrals to outside agencies, 
crisis centers, and summer camps and conferences based upon the needs of 
each student.  Parents are usually contacted and are a source of support for 
outside referrals. 
 
Career Counseling/Raising Aspirations:  The CMS guidance counselor is 
involved with many activities that promote an understanding of the world of work 
and raising student aspirations.  These activities include: 
 
8th grade visit to Caribou Technology Center:  A group of CMS 8th grade girls 
are chosen to participate in this conference at Northern Maine Community 
College to learn about non-traditional careers for women. 
 
Asset-Building Training:  The CMS guidance counselor is currently exploring 
the integration of the “40 Developmental Assets” into the academic curriculum 
and guidance curriculum at CMS.  We’ve gone to several training sessions for 
this program and look forward to having them become a part of the skill 
development at school. 
 
Aroostook Teen Leadership Camp:  Each year approximately 20-30 6th-8th 
grade students attend an ATLC Weekend at CMS sponsored by the CMS 
guidance office.  Students who have attended ATLC – the Summer Camp come 



to CMS to help our students learn about working as a team, being good friends, 
and a variety of issues that affect adolescents in Aroostook County. 



Comprehensive Guidance Program 
Grades 9,10,11,12 

 
At Caribou High School there are developmental activities at each grade level.  
Supporting students and the concern of parents and staff are various counseling 
and consultation services that cover all grade levels.  This plan will examine each 
grade level. 
 

Grade 9 
 

Transitioning students from grade 8 to grade 9 is important to the overall success 
of the freshmen.  A great deal of time and effort is devoted to this task.  We begin 
with an introductory meeting at Caribou Middle School in small group settings 
during the school day.  The high school counselors give an informational talk and 
then pass out registration materials.  That evening parents are invited from all of 
the sending schools to hear a registration presentation by the counselors.  
Parents and students are then invited to meet with the counselors later in the 
week to pass in the registration forms and develop a four-year high school 
schedule that helps students with their career plans.  Later in the summer the 
freshmen are invited to an evening meeting called Freshmen Orientation.  
Students meet their teachers and participate in an abbreviated schedule.  During 
the summer the transition piece is completed when the guidance staff, nurses, 
home school coordinator and guidance counselor from the applied tech center 
meet to discuss the needs of all the eighth grade at-risk students. 
 

Grade 10 
 

Career preparation activities take center stage during the sophomore year.  
Sophomores tour the Technology Center in February.  All sophomores are 
introduced to the CHOICES computerized career information system.  Students 
take an interest inventory, research careers, and do a college search.  In the 
spring, all sophomores attend a mid-county wide career fair.  Students are then 
encouraged to participate in job shadows as they begin searching out careers.  In 
April a panel made up of local blue and white collar workers discuss the world of 
work and answer questions that sophomores have.  Students gain valuable 
insight on the real world of work including topics such as being on time, 
attendance, work ethic, and having a positive attitude.   
 

Grade 11 
 

During the junior year, counselors meet with all juniors in a small group format to 
discuss aspirations, college planning, college visits, and both Scholastic Aptitude 
Tests and the American College Testing program.  Parents and students are 
invited to an evening meeting in September entitled “The College Admission 
Information Night”.  Two to three admissions counselors put forth a presentation 
to help parents and students understand the admission and college planning 



process.  In the spring of the year all juniors attend a college fair in Presque Isle.  
Students are encouraged to begin visiting colleges.  Guidance will assist any 
student with their visitation planning.   
 

Grade 12 
 

The senior year is an important year to make sure that they have met all 
graduation requirements and that they have made a plan for the future.  The 
three counselors at the secondary level divide up the class and schedule 
individual meetings with each senior to complete a Senior Planning Sheet.  At 
this meeting we discuss graduation requirements, college applications, majors, 
testing, scholarships, financial aid, and other career planning topics germane to 
the individual student.  Small group meetings are held in all English classes to 
discuss the college application process.  In January, a Financial Aid Night is 
presented to students and parents of juniors and seniors. 
 

Counseling and Consultant Services 
 

An important component of any Guidance program is the counseling and referral 
process.  Students and parents are encouraged to seek out a guidance 
counselor with issues of a personal concern.  Issues ranging from depression, 
harassment, substance abuse, relationships, and the teen suicide are addressed 
across the grade levels.  When appropriate, outside referral agencies can be of 
great help to parents and students especially when a counseling issue requires 
long term intervention.  The Home School Coordinator provides counseling 
services to students and is an important resource to the guidance counselors K 
through 12.  Mid-way through the year a class-long presentation is made in all of 
the health classes by a guidance counselor on the issue of teen suicide as Maine 
has one of the highest teen suicide rates in the nation.   
 
High school counselors are an important bridge between parents, students, 
faculty and the community.  Besides linking parents up to local counseling and 
helping organizations, the counselors act as a go-between for the military 
recruiters, admissions offices, Talent Search, Upward Bound, scholarship 
committees, foreign exchange programs, community service groups, Pupil 
Evaluation Teams, and a host of other groups that need access to our students. 
 

Assessment 
 

The guidance counselors are responsible for planning and administering a 
comprehensive testing program.  The following is a list of these activities and the 
appropriate grade levels: 
 
 Interest Inventories   Grades 9,10,11,12 
 Terra Nova Testing   Grades 9,10,12 
 SAT     Grade 11 



 PSAT’s    Grade 10,11 
 SAT’s     Grade 11,12 
 Advanced Placement Testing Grades 10,11,12 
 ASVAB    Grades 10, 11,12 
 

Management Activities: 
 
The Guidance Counselors meet 4 to 6 times per year.  At these meetings we are 
continually updating and discussing the services we provide.  Through group 
meetings we evaluate our program and develop goals for the following year.  
Counselors at the various levels attend workshops that are pertinent to the age 
level they work with.  Principals, the curriculum coordinator, and superintendent 
are updated on the topics of our meetings.  Occasionally they are invited to our 
staff meeting to address and work out issues at hand.  The school nurses are 
also part of our meetings as they have many common concerns. 
 

Summary 
 

The activities mentioned are only part of the services we provide.  A great deal of 
time is spent on management activities such as record keeping as it relates to 
transcripts, report cards, progress reports, testing results, psychological 
evaluations, recommendations, and special education materials.  Counselors are 
part of numerous committees and organizations such as Drop Out Prevention, 
Maine Career Advantage, Northern Maine Counseling Association, The Maine 
Counseling Association, Partnership for College Success, American Counseling 
Association, Mid-County Career Conference Committee, Personal Learning Plan 
Committee, Staff Development, Child Study Team, At Risk Committee, 
Aroostook Coalition for Women (& Girls) in Trades and Technology, and Pupil 
Evaluation Team.  Revisiting and updating the guidance plan each year is critical 
in order to remain current.  Having a plan is important to help the entire staff 
students and parents understand the role of guidance in a school system. 
 



Student Services Coordinator 
Caribou Applied Technology Center 

 
 The role of the Student Services Coordinator is defined in part by the 
nature of vocational programs and in part by the role of a traditional guidance 
counselor.  Dealing with adolescents and their developmental issues is the same 
as in the traditional high school.  Issues such as harassment, depression, teen 
suicide, relationships and substance abuse to name a few are exactly the same.  
The issues mentioned under the high school counselor position of this plan 
remain the same.  Many of the programs in the high school are the same in the 
Applied Technology Center.  These same students attend the college and career 
fairs, participate in the CHOICES Program and sign up for classes just as the 
high school does. 
 
 The following is a listing of the activities and duties performed by the 
Student Services Coordinator/Guidance Counselor. 
 



Job Description 
Student Services Coordinator 

 
 Perform Guidance and Counseling Functions 

Provide academic, career and personal counseling services for individual 
students and small groups.  
Provide crisis intervention activities and utilize referral services when needed.  
Provide consultation services for parents, teachers and administrators regarding 
student issues and student plans within the bounds of confidentiality. 
Coordinate Career Awareness Activity for Middle School 8th grade students and 
CHS sophomores.  
Assist High School Counselors with scheduled Guidance Activities.  
 
 

 Coordinate Recruitment/Admissions Functions 
  Develop and coordinate marketing plan for the Technology Center. 
  Visit sending schools and provide information on Technology Center programs. 
  Schedule and conduct individual program visitations and sending school tours. 
  Process applications and determine student placement. 
  Plan and conduct opening day activities. 
  Assist with Open House activities. 
 

 
 Coordinate Student Services 

Plan and conduct student activities. 
Plan and attend parent/teacher meetings. 
Assist with job seeking/placement services. 
Coordinate work experiences. 
Schedule job shadowing experiences and college visits. 
Assist with Alternative Ed applications and placement. 
Promote participation in Student Organizations; DECA, HOSA, FFA, SkillsUSA 
 
 

 Perform Public Relations Functions 
Establish and monitor sending school and home school services. 
Conduct tours. 
Maintain and update displays. 
Communicate with parents. 
Generate press releases. 
Plan and conduct Career & Technical Education Week activities. 
Speak to School Board and Civic Organizations. 
 
 
 



 
 
 Perform Assessment Functions 
  Identify special populations and determine appropriate student placement. 

Schedule ASVAB Testing and assist with score interpretation/Career Exploration Program. 
              Assist with High School PSAT’s, SAT’s, Terra Nova, and Advanced Placement Testing.  
    Interpret test results. 

 
 

 Coordinate Functions for Students with Disabilities 
   Review and interpret Special Education records.   

Request PET meetings when appropriate. 
Attend Pupil Evaluation Team meetings and provide input for IEP development. 

  Provide pertinent information to instructors. 
  Monitor IEP’s and student progress in vocational programs. 
  Assist with transition services. 
 
 
 Participate in Professional Development Activities 
  Maintain Professional Certificate. 
  Participate in school system professional development activities. 
  Maintain membership in local and state counseling organizations. 
 
 
 Perform Administrative Duties 
  Maintain student records. 
  Review progress reports and quarterly/mid-year grades. 
  Conduct attendance follow-up activities. 
  Visit programs/classes. 
  Maintain and update resource materials. 

Conduct Advisory Committee functions. 
  Prepare budget. 
  Complete EF-V-116 Forms 
  Conduct one, three and five-year follow-up surveys. 
  Assist in new program planning and development. 
  Participate in School Approval/Accreditation process. 
  Coordinate Affirmative Action/Sex Equity activities. 

Assist Director with operational activities deemed appropriate by the Director. 
Work with Director, Adult Education Director, High School Administrators, and Counselors 
in matters of concern to students enrolled in the Technology Center and High School. 
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