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Fordyce High School 
STUDENT SERVICES PROGRAM PLAN 

This plan articulates the functions served by each of the components of a program of student 
services. The plan indicates development and implementation for providing student services to 

all students in the public school system, including area vocational-technical schools. 

This plan is building-based (site-based) upon the needs identified by parents, teachers, principals, 
students and other agencies with which the school district works (such as local Department of 

Human Services or Department of Health personnel). 

This plan ensures coordination of the various student services and could utilize such techniques as 
differentiated staffing. 
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GUIDANCE, COUNSELING, AND CAREER EDUCATION SERVICES 

I. Role of School Counselors 

The role of school counselors encompasses three areas: counseling, 
consulting, and coordinating. Counseling is at the heart of the guidance 
program. The counselor in a helping relationship creates an atmosphere in 
which mutual respect, understanding, and confidence prevail to allow for 
growth and resolution of concerns. The general goals of counseling are 
developing skills of thinking and problem-solving, developing and 
maintaining a positive self-concept, and helping students set positive goals 
and exercise self-responsibility. 

The school counselor works closely with the teaching and administrative 
staff so that all the school’s resources are directed toward meeting the needs 
of the individual students. At Fordyce High School, at least ninety percent 
(90%) of work time each week is spent providing direct counseling, and no 
more than ten  percent (10%) of work time each week is spent on 
administrative activities which relate to the provision of guidance services. 
(ACT 908 of 1991, section 6) The counselor cooperates with other school 
staff in the early identification, remediation, or referral of children with 
developmental deficiencies or handicaps. At times it is necessary to go 
beyond what the school can offer and seek additional aid from outside 
agencies. 

The counselor assists parents in developing realistic perceptions of their 
child’s aptitudes, abilities, interests, attitudes, developmental progress, and 
personal-social development. 

In the role of coordinator, the counselor organizes varied programs and 
services to meet the unique concerns of the school. Such programs and 
services may be: classroom guidance, career awareness, student placement, 
new student orientation, school-wide testing, student achievement, and staff 
in-service. 
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II. ETHICAL STANDARDS FOR SCHOOL COUNSELORS - ASCA 

The American School Counselor Association is a professional organization 
whose members have a unique and distinctive preparation, grounded in 
behavioral sciences, with training in clinical skills adapted to the school 
setting. School counselors ascribe to the following basic tenets of the 
counseling process from which professional responsibilities are derived: 

A. Each person has the right to respect and dignity as a human being and to 
counseling services without prejudice as to person, character, belief or 
practice. 

B. Each person has the right to self-direction and self-development. 

C. Each person has the right of choice and the responsibility for decisions 
reached. 

D. The counselor assists in the growth and development of each individual and 
uses her/his specialized skills to insure that the rights of the counselee are 
properly protected within the structure of the school program. 

E. The counselor-client relationship is private. Compliance with all laws, 
policies, and ethical standards pertaining to confidentiality is maintained. 

F. The American School Counselor Association has identified the standards of 
conduct necessary to maintain and regulate the high standards of integrity 
and leadership among its members. The Association recognizes the basic 
commitment of its members to the Ethical Standards for School counselors 
was developed to complement the AACD standards by clarifying the nature 
of ethical responsibilities of counselors to the school setting. The purposes 
of this document are to: 

1. Serve as a guide for the ethical practices of all school counselors 
regardless of level, area, or population served. 

2. Provide benchmarks for both self-appraisal and peer evaluation 
regarding counselor responsibilities to pupils, parents, professional 
colleagues, school and community, self, and counseling profession. 
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III. Responsibilities to Pupils  

The school counselor:

A. Has a primary obligation and loyalty to the pupil, who is treated with 
respect as a unique individual. 

B. Is concerned with the total needs of the pupil (educational, vocational, 
personal, and social) and encourages the maximum growth and 
development of each counselee. 

C. Informs the counselee of the purposes, goals, techniques, and rules of 
procedure under which he/she may receive counseling assistance at or before 
the counseling relationship is entered. Prior notice includes the possible 
necessity for consulting with other professionals, privileged communication, 
and legal or authoritative restraints. 

D. Refrains from consciously encouraging the counselee’s acceptance of 
values, lifestyles, plans, decisions, and beliefs that represent only the 
counselor’s personal orientation. 

E. Is responsible for keeping abreast of laws relating to pupils and ensures that 
the rights of pupils are adequately provided for and protected. 

F. Makes appropriate referrals when professional assistance can no longer be 
adequately provided to the counselee. Appropriate referral necessitates 
knowledge about available resources. 

G. Protects the confidentiality of pupil records and releases personal data only 
according to prescribed laws and school policies. The counselor shall 
provide an accurate, objective, and appropriately detailed interpretation of 
student information. 

H. Protects the confidentiality of information received in the counseling 
process as specified by law and ethical standards. 

I. Informs the appropriate authorities when the counselee’s conditions 
indicated a clear and present danger to the counselee or others. This is to be 
done after careful deliberation and, where possible, after consultation with 
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other professionals. 

J. Provides explanations of nature, purposes, and results of tests in language 
that is understandable to the client (s). 

K. Adheres to relevant standards regarding the selection, administration, and 
interpretation of assessment techniques. 

IV. Responsibilities to Parents  

The school counselor:

A. Respects the inherent rights and responsibilities of parents for their 
children and endeavors to establish a cooperative relationship with parents 
to facilitate the maximum development of the counselee. 

B. Informs parents of the counselor’s role with emphasis on the confidential 
nature of the counseling relationship between the counselor and the 
counselee. 

C. Provides parents with accurate, comprehensive, and relevant information in 
an objective and caring manner. 

D. Treats information received from parents in a confidential and appropriate 
manner. 

E. Shares information about a counselee only with those persons 
properly authorized to receive such information. 

F. Follows local guidelines when assisting parents experiencing family 
difficulties which interfere with the counselee’s effectiveness and welfare. 
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V. Responsibilities to Colleagues and Professional Associates

The school counselor: 

A. Establishes and maintains a cooperative relationship with the faculty for the 
provision of optimum guidance and counseling services. 

B. Promotes an awareness and adherence to appropriate guidelines regarding 
confidentiality, the distinction between public and private information, and 
staff consultation. 

C. Treats colleague with respect, courtesy, fairness, and good faith. The 
qualifications, views, and findings of colleagues are accurately and fairly 
considered to enhance the image of competent professionals. 

D. Provides professional personnel with accurate, objective, concise, and 
meaningful data necessary to adequately evaluate, counsel, and assist the 
counselee. 

E. Is aware of and fully utilizes professionals and organizations to whom the 
counselee may be referred. 
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VI. Responsibilities to the School and Community  

The school counselor:

A. Supports and protects the educational program against any infringement not 
in the best interest of pupils. 

B. Informs appropriate officials of conditions that may be potentially disruptive 
or damaging to the school’s mission, personnel, and property. 

C. Delineates and promotes the counselor’s role and function in meeting 
the needs of those served. The counselor will notify appropriate school 
officials of conditions which may limit or curtail their effectiveness in 
providing services. 

D. Assists in the development of (1) curricular and environmental conditions 
appropriate for the school and community, (2) educational procedures and 
programs to meet pupil needs, and (3) a systematic evaluation process for 
guidance and counseling programs, services, and personnel. 

E. Works cooperatively with agencies, organizations, and individuals in the 
school and community in the best interest of counselees and without regard 
to personal reward or remuneration. 

VII. Responsibilities to Self  

The school counselor:

A. Functions within the boundaries of individual professional competence and 
accepts responsibility for the consequences of his/her actions. 

B. Is aware of potential effects of personal characteristics on services to clients. 

C. Monitors personal functioning and effectiveness and refrains from any activity 
likely to lead to inadequate professional services or harm to a client. 

D. Strives through personal initiative to maintain professional competence and 
keep abreast of innovations and trends in the profession. 
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VIII. Curriculum 

A. Goals and Objectives (see separate binder titled Classroom Lessons in 
office) 

B. National Standards (ASCA Student Standards link)

C. Lesson Plans (see separate binder titled Classroom Lessons in office) 

IX. Principles of Comprehensive School Counseling Programs 

Guidance services in the high school are viewed as an integral part of the 
total educational process. A successful high school program is based upon 
the knowledge and recognition of developmental needs of the school-age 
child. Consistent with this understanding, guidance services in the high 
school emphasize programs which are developmental in nature. The program 
is for all students, has an organized and planned curriculum, is sequential and 
flexible, is an integrated part of the total educational process, involves all 
school personnel, helps students learn more effectively and efficiently, and 
includes counselors who provide specialized counseling services and 
interventions (Myrick, 1987). 

The developmental guidance program, while recognizing and incorporating 
the remedial function of helping teachers with “problem” children, defines a 
broader objective of helping teachers work with all children in learning 
appropriate life-adjustment behaviors. However, changes in behavior will 
only occur when the child perceives that a modification of his behavior will 
be personally rewarding or self-enhancing. 

It is felt that a program which is preventive in nature, including such areas as 
decision-making and awareness of self and others, will enable children to 
make satisfactory school and life adjustments. Therefore, guidance 
interventions for high school students are implemented with the hope of 
preventing serious problems or minimizing the size of such problems, if and 
when they do occur. Some of the activities and services provided are 
preventive classroom guidance activities, individual and group counseling, 
referrals to community agencies, consultation with teachers, administrators, 
parents, and community leaders, crisis intervention, assessment, placement, 
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and follow-up services. 

X. School Counselors are Involved in the Following: 

A. Small Group Guidance and Classroom Guidance 

The high school comprehensive school program involves planned guidance 
activities for all students. These age-related exercises foster student’s 
academic, personal, and social growth. 

Group counseling is an invaluable part of most school counselors’ work. 
Working with students in groups acknowledges that peer influence is an 
extremely powerful factor in students’ development. Groups provide them 
with an opportunity to give and receive feedback which contributes to their 
understanding of themselves and others. It also allows them to practice 
interpersonal and personal skills in a safe, reinforcing environment. In 
addition, a group approach enables counselors to have an impact on a greater 
number of students, thereby making the most efficient use of his/her time. 

Arkansas School Laws Annotated Code 6-18-1005 states: (L) Classroom 
guidance which shall be limited to thirty-minute class sessions, not to 
exceed three (3) per day or ten (10) per week. “Class” is not plural. Classes 
cannot be doubled up due to safety issues. This law is still in effect and has 
not been changed because of any other legislation. The forty-minute 
planning time for classroom teachers is a separate issue and other personnel 
should be used. Classroom guidance lessons were never intended to provide 
a break or planning time for teachers. Classroom guidance was intended as a 
collaborative effort with teachers to use the information to reinforce goals 
for students in the academic, personal, social and career development areas. 
Classroom guidance is part of the curriculum and should be treated with the 
same respect as other academic classes. 

The classroom guidance curriculum focuses on topics such as: self-
understanding, effective interpersonal and communication skills ( such as 
problem-solving, decision making, conflict resolution), effective study skills 
and positive attitudes toward school, career awareness and the world of 
work, substance abuse prevention, acceptance of differences in people 
(racial, gender, cultural, religious, and physical), and issues involving child 
endangerment. 
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At Fordyce High School one counselor is provided for 320 students. The 
counselor is at the school every day. 

B. Individual Counseling 

A group approach is not best suited for every student or situation. Some 
students or situations would benefit most from individual counseling. The 
nature of some problems requires more confidentiality than a small group or 
classroom guidance would afford. Some students may have difficulty in 
relating to their peers, be overwhelmed in group situations, be personally 
dysfunctional, or need individual attention. 

Students have access to the counselor on an individual basis in order that 
they have an opportunity to discuss in private personal growth and areas of 
concern. The counselor helps the student strive to reach his/her goals and 
resolve his/her personal conflicts or concerns. 

Referrals for individual counseling may be made by parents, teachers, 
administrators, other school personnel, or self-referral. Emergency referrals 
include, but are not limited to: suspected child abuse (physical or mental), 
any behavior change which is sudden or unusual, traumatic family 
experiences, or indications of mounting hostility between child and teacher 
or peer group. 

Children who exhibit the following behaviors may lead to referral: 
(1) seem to seek only negative attention, (2) cry often or get sick daily, (3) 
exhibit aggressive behavior, (4) are unable to follow the rules, (5) are 
entering new or special learning classes, (6) are having difficulty with special 
relationships, (7) are fearful or nervous, (8) are having learning difficulties, 
(9) are unable to resolve a peer conflict, (10) are underachieving, and (11) are 
habitually untruthful. 

C. Consultation 

Consultation in the school counseling program focuses on the total learning 
environment of the school. Counselors serve as a resource for teachers 
concerning specific student’s problems & on general issues (Myrick, 1987). 
A major part of the counselor’s role is to collaborate with teachers and 
parents, not to criticize them. Counselors can provide support and 
encouragement to teachers and parents who may be feeling frustrated, 
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discouraged, overwhelmed, or unappreciated. 

Counselors work with teachers and administrators to help create the kind of 
school environments that stimulate growth and learning. Their emphasis is 
on making the educational process more personal and increasing teachers’ 
and administrators’ understanding of the importance of fostering acceptance 
of and valuing individual differences in learning styles and rates of 
learning; how adults’ expectations, biases, and behaviors affect students; 
and ways of helping students cope with success and failure. 

Consultation involves: 

1) Assisting teachers in working with individual students or groups of 
students. 

2) Providing relevant materials and resources to teachers, especially 
relating to classroom guidance curriculum. 

3) Assisting in the identification and development of programs for 
students with special needs. 

4) Participating in school committees that address substance 
abuse, gifted and talented education, curriculum development, 
coordination of each grade level, and school accreditation. 

5) Interpreting student information, such as results of standardized 
tests for students and team members. 

6) Consulting regularly with other specialists (e.g., psychologists and 
representatives from community agencies.) 

D. Coordination 

Before guidance and counseling activities can take place, much planning, 
thinking, and coordinating are required. Research in the area has shown 
that systematic coordination of guidance programs is essential for effective 
delivery of services (Kameen, Robinson, and Rotter, 1985). 

Counselors coordinate the following: 

1) Assist parents in gaining access to services for their children 
through a referral to outside agencies; 

2) Plan, coordinate, and evaluate the guidance 
program’s effectiveness; and 

3) Coordinate the school’s testing program, which includes 
interpreting test results to parents, students, and school personnel. 
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4) Serve as liaison between the school, home, and community agencies 
so that efforts to help students are successful and reinforced rather 
than duplicated. 

E. Working with Parents & Parental Involvement 

Parental involvement includes school open houses, school notes, 
progress reports, Parent-Teacher conferences, meetings with individual 
parents for specific concerns and phone calls. 

Parents need to become aware of the role of the school counselor and how to 
obtain the services available. To achieve this goal, parents are provided with 
an opportunity to meet the counselor at Open House night as the school year 
begins, and the school counselor’s contact information is online. 

The school counselor offers consultation with parents concerning: 

1. Techniques for helping their children meet academic, personal, and 
social potential 

2. Development of study habits 
3. Explanations concerning the value of testing 
4. Techniques for helping the student do well on testing 
5. Disaggregation of the student’s test results (ACT Aspire and ACT) 
6. Counteracting negative peer pressure 
7. Preventing substance abuse 
8. Coping with divorce, and 
9. Managing disruptive behavior 

F. Peer Facilitation 

Students often share their problems with peers rather than adults. 
Counselors provide structured opportunities for students to serve as 
peer helpers. The power of peer influence cannot be minimized and, in 
fact, should be capitalized upon. Recent research shows that both peer 
facilitators and the students they are matched with benefit from the 
relationship. 

G. Referral to Outside Agencies 

Counselors establish and maintain close working relationships with staff of a 
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variety of school and community agencies. These agencies include 
departments of health and social services, mental health centers, juvenile 
courts, and advocacy groups. To helps students and their families cope with 
an array of problems, counselors identify school and community resources 
and establish policies and procedures for interagency communication. 

Some agencies available in our area for referrals are: The Pointe, Arkansas 
Children’s Hospital, South Central Service Cooperative, and 
Southern Arkansas University Tech. 

Arkansas state law requires schools to cooperate with and provide access to 
Department of Human Services staff. 

Some typical tasks that counselors may be involved with while helping 
students and their families gain access to the services they need include: 

1. Referring students and parents with special needs to resources in 
and outside the school 

2. Maintaining contacts with outside resources 
3. Developing, publishing, and distributing a list of community resources, 

referral agencies, and hotlines 
4. Following up on referrals 

H. Assessment and Testing 

The Fordyce High School counselor is not the building test coordinator for 
the school.  The counselor helps the test coordinator in the spring during 
testing with technical issues.  The counselor helps students apply for the 
ACT and helps administer the free ACT to all juniors.  The counselor also 
sets up the ASVAB test and Accuplacer test.  Counselors interpret test 
scores for parents, students, teachers, and school personnel to assist in 
identifying strengths and weaknesses of particular students, groups of 
students, or curriculum. 

Counselors use a variety of assessment instruments to identify the 
social/emotional needs of students and make recommendations to teachers 
based on these assessments. 

I. Specialized Populations and Needs 

The school counselor’s guidance activities include those which promote 
student’s and school personnel’s acceptance of differences in students 
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which are due to culture or disabilities. 

The counselor’s activities can promote: 
1. Students’ and school personnel’s acceptance of differences 
2. Policies, procedures, and behaviors that reflect freedom 

from stereotypes 
3. Examination of schools’ testing programs to ensure that they reflect 

equitable standards for all students, and 
4. Outreach to parents and families of students from culturally diverse 

populations. 

The counselor has access to confidential records 
including psychological/psycho-educational evaluations. 

J. Orientation 

Orientation is a process to acquaint students, parents, and staff with the 
services of the guidance department and other student services offered to 
assist in the adjustment of new students to a school. Orientation is designed 
to help students make affective transition adjustments from one school 
setting to another. 

This is accomplished through teacher in-service and meetings for parents. 
Counselors are also available to speak to Parent-Teacher groups to 
introduce guidance services and curriculum. 

K. Academic Advisement for Class Selection 

At the high school level, counselors assist in the placement of students in 
courses. Students submit their course requests during a meeting with the 
counselor. These decisions can be influenced by test scores and grades in 
previous courses. 

Class scheduling is a cooperative effort which involves classroom teachers, 
fine arts teachers, remedial teachers, gifted and talented teachers, special 
education teachers, administrators, and counselors. Guidance classes are 
scheduled by the counselor to involve all students. Scheduling efforts strive 
to create the least interruption to the learning environment. 
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L. Utilization of Student Records 

Cumulative files are maintained in the High School Counselor’s Office. 
The counselor has full access to these files and any other files kept by the 
district for guidance and other related services. 

XI. Career Awareness and Planning in School Counseling Programs 

Career development in the high school includes: 1) helping students to 
understand the value of working, 2) helping students relate interests to career 
choices, and 3) helping students to relate school performance to job choice 
and success. 

XII. State Goals for Career Education (Developed by the Arkansas 
Advisory Council for Career Education) 

XIII. Recommended Facilities for the Guidance Program 

Facilities required for a school guidance program are functions of : 
students’ characteristics and needs, program goals and objectives, staffing 
and scheduling, grouping of students for specific purposes, the use of a 
variety of materials and procedures, the need for privacy for counseling, and 
the need for security of restricted materials and student records. 

The Fordyce High School Counselor is provided a private office, which has 
adequate floor space, heating, cooling, ventilation, and lighting. There is an 
outer reception area and more than adequate storage provided. Security 
measures include locking outer doors, a vault for all confidential 
information, and a private phone line. Individual counseling and small 
conferences are held in the counseling offices. Group guidance is conducted 
in individual classrooms. 

Guidance facilities are near but separate from the administrative offices. 
They are in the flow of student traffic, near the source of supply of students, 
and near restrooms. 
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XIV. Student Services Needs Assessments  

See Appendix B for example of survey. 

XV. School Counselor/Pupil Ratio from Standards for Accreditation 

Each school district shall provide access in the elementary and secondary 
school to certified guidance counselors. State guidelines stipulate the 
counselor/pupil ratio for the high school level shall be not less than one 
counselor for every four hundred fifty students beginning in the 1989-90 
school year. The Fordyce School District employs one counselor for 
approximately 320 students (7th through 12th Grade). 

PSYCHOLOGICAL SERVICES 

I. Evaluations 

The district provides an evaluation for students with learning or adjustment problems 
and evaluation of students in exceptional child education programs. Psycho-educational 
testing is provided on a contractual basis by a licensed or certified examiner. 

II. Consultations 

The district provides consultation and counseling with parents, students, and 
school personnel. 

III. Liaison and Referrals 

Referral to outside agencies are made, as necessary, in coordination with the Special 
Education supervisor. Some of these may include: 1) referral to audiologist, 2) referral to 
doctor, 3) referral for Occupational/Physical Therapy. 

V. Policies Ensuring Ethical Procedures 

Policies which ensure ethical procedures regarding psychological activities are under 
the direction of the Special Education Supervisor. 
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VISITING TEACHER & SOCIAL WORK SERVICES 

I. Description 

The Fordyce School District does not fund the position of social worker. 
Other agencies which do work for the welfare of the students are the 
Department of Human Services, Hotline services, privately funded mental 
health agencies, and the Arkansas State Police. These persons seek to 
enhance the coping capabilities of people and to change environmental 
conditions that impact people. 

The Counselor provides pens and pencils as needed to any student who asks. 
Assistance is given upon request for any other school supplies. Students who 
have needs beyond the purview of the local school are referred to outside 
agencies. 

II These persons provide casework to assist in the prevention and remediation of 
problems of attendance, behavior, adjustment, and learning. 

III. Liaison Between Home and School 

In the absence of a school social worker, the guidance counselor serves as a 
liaison between the school and community social services. She informs the 
principal of the school of all actions taken. 

OCCUPATIONAL SERVICES 

At the high school level, these services include the dissemination of career 
education information by classroom teachers and the guidance counselor. 
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GROUP CONFLICT RESOLUTION SERVICES & ANTI-BULLYING 
ACTIVITIES 

I. Description 

These services include educational and social programs which help students 
develop skills which enable them to resolve differences and conflicts 
between individuals and groups. Programs are designed to promote 
understanding and positive communication. 

II Activities 

Activities for students include dealing constructively with conflict, building 
positive self-esteem, respecting human differences, making responsible 
decisions, coping with frustrations and anger, and developing positive 
interpersonal skills. 

III. Anti-Bullying Description & Policy for the School  
Activities & Programs for Anti-Bullying at School 

Act 681 of 2003 requires school districts to adopt anti-bullying policies to 
prevent pupil harassment, also known as “bullying,” and shall file with the 
Department of Education a copy of the policies adopted. 

At Fordyce High School, the school counselor discusses the issue of 
bullying. Classroom discussions are led to instruct students what to do if they are 
confronted with a bullying situation. Outside programs are brought in to deal with 
bullying also. 

Fordyce High School tolerates zero bullying. A meeting with the principal is 
mandatory if bullying is reported to an adult at the school. 
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IV. Alternative Methods of Classroom Management 

The main method of classroom management used at Fordyce High School is 
Assertive Discipline. Students are taught that their misbehavior will result in 
increasing levels of discipline the more times they disobey the rules. For most 
students, this form of classroom management works. For those students having 
more difficulty, behavioral contracting, dispute resolution or behavior 
modification plans are used. 

SCHOOL HEALTH SERVICES 

I. Nurse/Pupil Ratio 

Act 1106 of March 1991 established guidelines requiring all school districts 
beginning with the 1994-95 school year should have no less than one full-
time school nurse per one thousand students. Fordyce High School has 
housed in the building one Registered Nurse. 

 . Responsibilities of School Nurse 

The role of the school nurse is to assess and care for student health needs. 
The major part of the nurse’s time is spent in direct child care, personal 
conferences, appraisal and follow-up. Health services include, but are not 
limited to: 
1) maintaining students health records, 2) physical screenings, 3) referrals to 
appropriate medical professionals for students in need, 4) providing 
emergency care, 5) being available to present health related units in the 
classroom, and 6) providing parents with health related information. 
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AT-RISK STUDENTS 

I. At-Risk Definition 
At-risk children are those enrolled in school whose progress toward 
graduation, school achievement, preparation for employment, and futures as 
productive workers and citizens are jeopardized by a variety of health, social, 
educational, familial, and economic factors. They are the children with 
special needs who are underserved, categorized, ignored, unchallenged, and 
for whom expectations are low. 

I. Characteristics of Youth-at-Risk 
School records are maintained which facilitate identification of at-risk 
students. At the high school level, the following factors are considered: 

A. Excessive absenteeism or irregular attendance 
B. Poor or failing grades 
C. Low math and reading scores 
D. Retention in at least one grade 
E. Lack of participation in school and extracurricular activities 
F. Dissatisfaction with teachers and traditional school structure 
G. Failure to see relevance of education to personal desires 
H. Learning disabled or handicapped 
I. Uncooperative, inattentive, and unmotivated 
J. Suspension, expulsion, or other disciplinary actions 
K. Feelings of rejection, alienation, isolation, insecurity, and inadequacy 
L. Association with disaffected peer group 
M. Low and unhealthy self-esteem/self-concept 
N. Poor decision making skills 
O. Health problems 
P. Delinquency 
Q. Family disturbances 
R. Racial or ethnic minority 
S. Low socio-economic background 
T. Parent(s) or sibling(s) not completing school 
U. Lack of parental emphasis on importance of education 
V. Frequent moves 
W. Poor communication between school and home 
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ALTERNATIVE STUDENT SERVICES PERSONNEL 

I. Types of Personnel 

 Paraprofessionals 
 Physical/Occupational Therapist 
 Speech Pathologist 

II. Services Provided 

Personnel employed or serving students on a voluntary basis under 
this section shall be limited to performing those services for which 
they are licensed, certified, or trained. 

II. Description of Services 

 Physical/Occupational Therapist- Services are provided on a contractual 
basis. 

 Speech Pathologist- Fordyce High School has the services of a part time 
speech pathologist. 
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Appendix A 

State Goals for Career Education (Developed by the Arkansas Advisory Council
for Career Education) 

Goal 1. Students will improve career planning and decision-making skills. 
Students will be able to set goals, understand the importance of a 
planning process, and seek assistance in decision-making. 
a. Set personal goals and relate them to career choices. 
b. Identify factors, including career, which influence a child’s 

lifestyle. 

Goal 2. Students will be able to identify information about a planning process, 
and seek assistance in decision-making.
a. Set personal goals and relate them to career choices. 
b. Identify factors, including career, which influence a child’s 

lifestyle. 

Goal 2. Students will be able to identify information about th own needs 
and interests. 

Goal 3. Students will improve job acquisition and retention competencies. 
Students will demonstrate skills to locate and interview for a specific 
job and understand the requirements to remain employed. 
a. Locate and interview for a job. 
b. Know job retention factors. 

Goal 4. Students will improve attitudes and appreciation for career success. 
Students will demonstrate productive attitudes toward work and 
positive feelings about task accomplishments. 
a. Relate work attitudes to accomplishment and satisfaction. 
b. Detect and appreciate quality work. 

Goal 5. Students will improve skills in human relationships. Students will 
demonstrate positive interpersonal relationships, knowledge of group 
dynamics, and positive attitudes toward the possession of human 
relationship skills. 
a. Identify and recognize need for and benefits of good interpersonal 

relationships. 
b. Recognize prejudice, contributing factors, and behavioral effects. 
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Appendix A (continued) 

Goal 7. Students will understand personal/work/societal responsibilities. 
Students will demonstrate good citizenship, knowledge of 
relationships with, and responsibilities to fellow person, job, etc. 
a. Identify responsibilities toward co-workers, supervisors, and 

property. 
b. Identify rights derived from political and social environment. 
c. Develop positive attitudes/behaviors for participation 

in political/social environment. 

Goal 8. Students will improve understanding of economic factors influencing 
career opportunity. Students will demonstrate understanding of how 
various economic conditions affect a person and how a person 
interacts in the economy. 
a. Identify the ways technology can effect work and/or lifestyles. 
b. Identify the results of job specialization and worker 

interdependence. 
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Appendix B 

Faculty Needs Assessment

Name:   ___________________________________ Grade Level/Position:  _______ 

Location: Years Teaching:

Please mark with a check the areas that you feel need to be addressed this year.

P lease add any comments  to help me understand any concerns .

Please return to my box by August 19

Topic ✔ Comments

Academic

Addictions

Anger Management

Bullying

Career Awareness

Child Abuse

Christian Values

College Opportunities

Coping Skills

Conflict Resolution

Diversity

Divorce

Encouragement
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Family Systems

Forgiveness

Friendship

Listening

Love

Manners

Problem--Solving

Respect

Safety

Self--Control

Self--Esteem

Stress

Study Skills

Tattling

Testing

I appreciate you taking the time to help me help our students! You 
are an essential piece to the counseling program at our school.

Thank you! Nikki Rice
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Appendix C 

Fordyce High School 

Crisis Plan 
In case of Emergency Refer to the Level and Follow the

Directions 

Emergency Numbers 
Police Department 9-1-1 or 352-2178  
Sheriff Department 9-1-1 or 352-2002  
Fire Department 9-1-1 or 352-2345 
Ambulance ............................................. .. 9-1-1  
Dallas County Medical Center 9-1-1 
Office of Emergency Management 352-3477 
Superintendent’s Office 352-3005 
Transportation Director 352-8419 
Dallas County Health Department 352-7197 
FBI (501)221-9100 
American Red Cross (870)246-2682 
Arkansas Highway Department 352-3327 
Dallas County Road Department 352-5617 

2 8  



Fordyce High School 
Crisis Team Members
Name 

CPR  
Trained 

Y - N

2-way  
Radios 

Y - N

Room
&  

Bldg 
Room 
Phone

Home/ 
Cell/  

Office 

Principal 

Chase McCollum Y Y
Adm. 

School C (870) 250-9405 
O (870) 352-2126 

Counselor 

Nikki Rice N N School C (870) 313-1135 
O (870) 352-5615 

Nurse 

Sunni Mathews Y Y School C (870) 313-1853 

Librarian 

Cornelia Barnes N N School C (870) 313-2142 

Secretary 

Susan Shivers N Y School C (870) 313-4530 
O (870) 352-2126 

Maintenance 

Elvis Smith N Y School C (870) 250-0210 
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EVACUATION OF BUILDING 

The evacuation route during normal fire drills will also be used in the event of a bomb 
threat. Teachers should grab their crisis bag on the way out of their class. 

Staff and students that are evacuated to the North) Rear of the High School) will proceed to the 
track field and await instructions. 

Staff and students from the office will exit out of the doors by the front office of the high school 
and proceed to the track field and await instructions. 

Staff and students that exit from the Little Theater, Restrooms, Library, Teachers Lounge, 
Counselor’s office will proceed out the front entrance, going to the track field and await 
instructions. 

Staff and students that exit from the East side (bus road) will proceed to the track field, going 
through the teacher’s parking lot. 

Teachers will account for their students by using their class rosters to take roll. Teacher’s should 
have their class rosters up to date and in their crisis bag. Students on campus that are not in their 
assigned classroom (office, library, counselor, nurse etc.) will remain with appropriate staff until 
they are delivered to their assigned teacher. The staff that is within a group of students will take 
control of that group, accounting for those present by name. No one is to leave the school without 
proper authorization. If a parent comes for their child, staff will ensure they know that parent and 
child and record the time. NO STUDENTS WILL BE ALLOWED to get into their vehicle and 
leave without proper authorization. The principal or his designee will give authorization. 

IN THE EVENT OF A BOMB THREAT RECEIVED BY THE FORDYCE SCHOOL  
DISTRICT: THE SCHOOL BUILDING INVOLVED WILL BE EVACUATED TO THEIR 
DESIGNATED STAGING AREA.  

Middle School Evacuees’ will proceed out of the exit on the front (west side) of the middle school 
building and walk in between the student parking lot and high school building to the track field. 

Middle School and High School Evacuees’ will proceed to the track field, moving to the fence 
adjacent to Upton Drive. In the event they are moved to a holding area, staff will escort students 
across Upton Street to the Assembly of God Church. The personnel gate at that end of the field 
will be utilized; no one will be allowed to drive their own vehicles. 
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CONTACT PERSON AT HOLDING POINTS 

Middle School- grades 7/8  
First Assembly of God  
Office: 352-3549 

High School grades 9-12  
First Assembly of God  
Office: 352-3549 
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Hostage/Intruder/Active Shooter Incident 

Explanation: A person on campus has a weapon or has taken a hostage. 

Gymnastics is the code word that will be announced to let all faculty and staff 
know that a threat is on campus. Ex. The gymnastics team will meet in the 
commons after school today. 

Procedure 

1. Lock your door with U bolt locking system. 
2. Place students in area of classroom away from doors and windows. 
3. Remain in your room until instructed to evacuate. 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 
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BOMBING THREAT OR EXPLOSION  

Explanation: A bomb threat has been called into school or a bomb exploded. 

Bomb Threat: 

1. Evacuate the building via the fire evacuation routes posted in your rooms. 
2. Remain outside until told to return 

Explosion or Bombing: 

1. Evacuate the building via the fire evacuation routes. 
2. Take alternate route if damage has occurred in your area. 
3. Once outside the building, check roll and check for injuries. 
4. Load buses and go to the designated holding areas until given further 

instruction. 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 
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Earthquake  

Explanation: An earthquake has occurred of sufficient magnitude to be felt. 

1. Remain in the room and place students under their desk until the earthquake 
is over. 

2. Evacuate the building via fire evacuation routes. 
3. Check roll and check for injuries.  

Stay away from any structures or power lines 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 

Tornado  

Explanation: A tornado warning has been issued for this area. (Tornado warning bell 
sounds like an ambulance) 

Move all students to their designated areas. 
Once in designated area, students should sit on the floor in a crouched position and
cover their heads. 
Students should remain on the floor until told to return to their rooms by one long 
“ALL CLEAR” bell. 

If structural damage occurs: 
1. Assess possibility of gas leaks, electrical wires, broken glass, or other 

hazards. If movement from the area is deemed necessary, proceed with 
caution. 

2. Once outside the building, check roll and check for injuries. 
3. Remain outside the building and avoid any structures or downed power 

lines. 

3 4  



Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 

FIRE  

Explanation: A fire occurs in the building or the fire alarm sounds. 

Exit the building via the fire evacuation routes posted in your room 
If the fire evacuation is blocked, use an alternative route. 
Remain outside at a safe distance until you are told to return to your classroom by the 
“ALL CLEAR” bell “ONE LONG RING” 
Take a roll using your roll book. 
Notify the office or crisis team of missing or injured persons.

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 

Suicide or Attempt 

Explanation: A student has attempted suicide. 

A designated Crisis team member should remove the identified student from class 
to a quiet and secure office to conduct the assessment interview. Fordyce High 
School has a suicide protocol that is followed each time a student mentions suicidal 
intentions. 
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Fordyce High School ~Suicide Threat Protocol~2019-2020 
In the case that a student makes a statement in reference to suicide or is threat of suicide, 
the following steps should be taken: 

1. Refer the student to the counselor immediately. Email the principal that the reference 

was made with as much detail as possible. Include the counselor (Mrs. Rice) in the 

email (“CC”). 

2. The counselor will notify the parent of the student’s crisis/situation. 

3. A mental health counselor from The Pointe will be called to help with the assessment. 

*Lesley Ford, MHPP 501-837-5773 
*Tracie Pfeffercorn 870-313-1579 

4. The Pointe counselor will contact a mobile suicide assessor to set up an assessment 

as soon as possible. 

*Shannon Potter, RN – Pinnacle Pointe shannon.potter@uhsinc.com – 501-658-5224 
*Kellie Snelling – Rivendell Kellie.snellings@uhsinc.com – 501-804-1488 
If an assessor is not available to come the day of reference call, administration 
(principal) is to make contact with the student’s parent. The student can be released 
into the care of the parent/guardian only. The mobile assessor will report to the school 
as soon as possible. 

5. The mobile assessor will assess the student, contact the medical doctor that 

he/she is affiliated with, and determination of care (acute) at a mental health facility 

is necessary/appropriate. 

6. The mobile assessor will give assessment results to the counselor. The counselor will 

then forward the information to the principal. 

Please keep in mind: 
*Confidentiality is a must in most cases. By law, a teacher, counselor, or administrator is 
allowed to break confidentiality if a student: 
a. Poses harm to self b. Poses harm to others c. Admits to a crime 

*A parent does not have to give consent for the counselor to contact a mobile assessor. A 
parent just has to be made aware of the crisis/situation. A parent does, however, have to give 
consent for his/her child to be placed in a mental health facility (if deemed appropriate). 
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Explanation: A student has committed suicide 

1. Notify office and evacuate classroom. 
2. Secure area of victim. 
3. All other classes are to remain in their classrooms and ignore all bells until 

further notice by intercom. 
4. Refer to Crisis Intervention Plan for more information. 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 

Nuclear Threat or Blast 

1. Take cover immediately and remain until notified that evacuation will begin. 

*School will be dismissed and all students will be taken home. 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 
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Abduction  

Explanation: An unfamiliar person at classroom door. 
1. Direct person to go to the office 
2. Intercom office for assistance 

Explanation: Actual abduction from classroom. 
1. Notify office via intercom identifying yourself and saying “there’s been an 

abduction in my classroom.” 
2. Remain in your room until instructed to evacuate or return 
3. If possible, note direction vehicle went, vehicle make and model, vehicle 

color, license plate number, or other pertinent information about abduction. 

Explanation: Actual abduction from playground or cafeteria. 
1. Duty Teacher (or other staff) will radio the office and report the incident. 
2. If possible, note direction vehicle went, vehicle make and model, vehicle 

color, license plate number, or other pertinent information about abduction. 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 
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Shooting on Playground or In School 

Explanation: An unexplained shooting or threat has occurred on the 
campus. 

Shooting on Playground: 
1. Hit the ground, cover head, and roll. 
2. Take cover, if cover is available. 
3. Notify the office as soon as possible. 
4. Follow procedures for Medical Emergency, Level 13 
5. Return to classroom only when directed to do so. 

Shooting in Classroom: 
1. Take cover if possible. 
2. Notify office of situation immediately. 
3. Lock doors when gunfire is heard. 
4. Move students away from doors and windows. 
5. Follow procedures for Medical Emergency, Level 13. 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 
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Biological, Chemical, and Nerve Gas Threats  

Explanation: A threat of harmful chemical or biological agents has occurred. 

In the classroom: 
1. Notify the office. 
2. Students will remain in the classrooms. 
3. Secretary will notify emergency personnel. 
4. Hang “Shelter in Place” signs on exterior doors except during threat of a 

shooting. 
5. Close and lock the doors and windows. 
6. Shut off the air conditioning and heating systems. 
7. Do not open the doors and windows until someone comes to get you. 
8. Upon evacuation, open all windows and doors. 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 
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Death of a Student or Faculty (Grief) 

Explanation: A student or faculty member has passed away.

1. Contact crisis team. 
2. Faculty or grade level meetings will be held as necessary. 
3. Designated personnel will explain the event to the students using only 

facts, 
4. Grief counseling will be made available for students and faculty. 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 
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Medical Emergency 

Explanation: A serious illness or injury has taken place that requires immediate 
medical attention. 

In the classroom: 
1. Notify the office. 
2. Send a crisis team member and school nurse to location. 
3. Secretary will notify emergency personnel and parents. 
4. Remove students and nonessential adults from area. 
5. Trained personnel on staff will apply first aid and life sustaining 

techniques until emergency personnel arrive. 
6. Designate an adult to accompany the student in ambulance if necessary. 

On the playground: 
1. Duty teacher will notify the office of the situation. 
2. Keep injured person still and quiet. 
3. Send crisis team member and school nurse to location. 
4. Secretary will notify emergency personnel and parents. 
5. Remove students and non essential personnel from the area. 
6. Trained personnel on staff will apply first aid and life sustaining 

techniques until emergency personnel arrive. 
7. Designate an adult to accompany the student in ambulance if necessary. 

Refer all questions from media, patrons, or curious individuals to the 
office. MAKE NO COMMENTS. ALWAYS TAKE YOUR CRISIS BAG
WITH YOU IN AN EMERGENCY. 
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POWER LOSS BEFORE 11:43 (7TH & 8TH Lunch) 

1. All 7th
 and

 8th grade students to the cafeteria. 7th
 and

 8th grade teachers should lock 
their classroom doors and escort these students to the cafeteria with their class 
rolls. Each teacher should do a roll call to account for their students. 

2. All regular duty teachers report to the cafeteria to monitor students. 
3. At least one duty teacher in the cafeteria should have a radio. 
4. All 9th – 12th grade students to the old gym. 9th – 12th grade teachers should lock 

their classroom doors and escort these students to the old gym with their 
class rolls. Each teacher should do a roll call to account for their students. 

5. Students should sit on one side of the gym only. 
6. All 9th – 12th teachers to the old gym to monitor students. 
7. At least one duty teacher in the old gym should have a radio. 
8. Teachers on prep periods should monitor the commons and make sure no 

students go beyond the restrooms. There should be two teachers monitoring this 
area at all times. 

9. Students may go to the restroom, but only 2 at a time. 
10. Two teachers to be assigned to monitor each entrance/exit in the old gym. 
11. One extra teacher to be assigned to monitor the entrance to the stairwell leading 

to the upstairs locker room in the old gym. 
12. Should the power loss extend beyond 12:16 p.m. (or other designated time for 

the first lunch period), the 7th
 and

 8th grade students should be escorted from the 
cafeteria to the old gym where they should sit on the opposite side from the 9th – 
12thgrade students. After the 7th

 and
 8th grade students are in position, the 9th – 12th

grade students should be taken to lunch. 
13. Should the power loss extend beyond 1:16 p.m. (or otherwise designated 

time), the 9th – 12th grade students should be escorted back to the gym and 
returned to their original position opposite from the 7th

 and
 8th grade students. All 

teachers should be monitoring students in the old gym with the exception of (at 
least two) teachers in the commons monitoring bathroom visitation. 
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POWER LOSS AT 11:43 OR LATER

1. All 9th – 12th students who eat in the cafeteria are to be sent there for lunch. At 
least 3 teachers should accompany them for monitoring purposes. Any 9th – 12th

students who do not eat in the cafeteria should be sent to the old gym and 
instructed to sit in the bleachers on one side of the floor. 

2. At least one teacher in the cafeteria should have a radio. 
3. All 7th

 and
 8th grade students should be sent to the old gym and instructed to sit in 

the bleachers on the side of the floor opposite from the 9th – 12th students. 
4. At least one teacher in the old gym should have a radio. 
5. Teachers on prep periods should monitor the commons and make sure no 

students go beyond the restrooms. There should be two teachers monitoring this 
area at all times. 

6. Students may go to the restroom, but only two at a time, and only after the 9th – 
12thstudents who eat in the cafeteria have been dismissed. 

7. Two teachers to be assigned to monitor each entrance/exit in the old gym. 
8. One extra teacher to be assigned to monitor the entrance to the stairwell leading 

to the upstairs locker room in the old gym. 
9. Should the power loss extend until 3:15 or early dismissal, the 7th

 and
 8th grade 

students should be allowed to board the buses after the elementary students 
have boarded. They should be escorted by the teachers who were monitoring 
them on their side of the gym. 

10. Once the 7th
 and

 8th grade students are on the buses, the 9th – 12th grade students 
should be dismissed to the buses. They should be escorted by the teachers who 
were monitoring them on their side of the gym. 
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REALITY CHECK – FIRST REPORT CARD 

GRADE 9
GOAL: Students will review first nine weeks report card and determine if they are passing 

required classes for graduation. 

Time Required: 30-45 minutes

Content Standards:
AA.S.3 Students will understand the relationship of academics to the 

world of work and to life at home and in the community. 

Indicators (Students will...):
AA.A.9.3.02 Understand that school success is the preparation to make 

the transition from student to community member. 

Activity Statements:
Students will review report card and graduation checklist and determine what they can do to stay on target for 
graduation and with the goals set in goals letter. 

Materials:
Report Card 
Handout 1 – Course Checklist (from student’s portfolio file) 
Handout 2 – First Grading Period Checklist 
Goals Letter (from student’s file) 
School ‘academic support’ resource list 

Procedures: 
1. Distribute portfolio folders to each student. 
2. Have students review Credit Checklist (Handout 1), graduation requirements and first 

nine weeks report cards to students. 
3. Instruct students to review ninth grade courses required for graduation and their career 

plan and compare with grades earned on their report cards. 
4. Handout goals letter (from each students file) and have students self-analyze if they 

are on target to meet high school goals. 
5. If you have new students who have not completed a goals letter, give students 

instructions from Lesson 9.5 and have them complete their goals letter by next LINKS 
class. 

6. Have students complete Handout 2 – First Grading Period Checklist
7. Ask student to set three personal goals to improve school success after 

completing checklist. 
8. Share information about “academic resources” available to students in your 

school, study groups, tutoring, after school programs, mentors, etc. 

Discussion: 
1. According to these graduation requirements: 
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a. How many math credits are required for graduation? 
b. How many English classes are necessary for graduation? 
c. Are different classes required for different tracks of study? 
d. What classes do you still need in order to graduate? 

2. Based on the list of graduation requirements you have been given, will you meet 
promotion requirements? (Each county will list their requirements here.) 

3. Have you visited your counselor for credit evaluation and discussed your 
future educational plans? 

4. Discuss tutoring programs and support services that are available. 

Additional Resources:
Effective Study Habits 

http://www.studygs.net/attmot4.htm  
http://www.studygs.net/concen.htm  
http://www.palgrave.com/skills4study/sitemap.asp  
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Name:   ________________________________________ Date:  ____________   

Fordyce High School  
Student Credit Checklist

1st English 2nd 1st Math 2nd

English 9—Reg/PAP 

English 10—Reg/PAP 
English 11—Reg/PAP 
English 12—Reg/Adv
English 12--AP 
English Comp I/Comp II

Total English Credits
Needed (4)

1st Science 2nd

Physical Science
Biology—Reg/PAP 
AP Biology
Chemistry
Physics
Environmental Science 

Total Science Credits
Needed (4) or (3) 

Algebra I—Reg/PAP 
._

.,...

Algebra II
Geometry,
Sta+ig+i c&S
Trig/Pre-Cal
Algebra III
AP Calculus AB
College Algebra

Total Math Credits 

Needed (4) 

1st Social Studies 2nd 

Civics/Economics 
World History-Reg/PAP
US History—Reg/AP
American Nat. Govern.

Total Social Studies Credits
Needed (4) or (3) 

15' Fine Arts 2nd v-1 c km viA46r1

Band
Choir
Art I
Art II
Survey of Fine Arts

Total Fine Arts Credits
Needed (1/2) 

1st Electives 2nd

Total Fine Arts Credits  
Needed (6) or (8) 

1st PE/Health 2nd 

Physical Education  
Health 

Tota PE/Health Credits  
Needed (1) 

1st Oral  Communicat ion 2 n d

Oral Comm (Speech)  
Total Oral Comm. Credits  
Needed (1/2) 

Required Credits

24 Credits + 3.0 GPA--Honors Diploma 
24 Credits + 2.0 GPA--Regular Diploma 
22 Credits + 1.0 GPA--Basic Diploma 
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First Grading Period – Handout 2 

GRADE 9 

Checklist for the First Grading Period 

If you are not completely satisfied with your grades for the first grading 
period, the checklist below may help in evaluating your performance in 
the classroom. 

___ Attendance—Has your attendance been regular? Have you been 
tardy? 

___ Makeup Work—If you have had to be absent from school, have you 
completed all makeup work? 

___ Book—If a book is required for class, have you brought it each day? 

___ Materials—Have you brought all necessary materials to class each 
day? (pens, paper, notebook, etc.) 

___ Assignments—Have you completed all assignments and turned 
them in on time? 

___ Study time—Have you spent time at home studying and completing 
assignments? 

___ Attitude—Have you had a positive attitude in class? 

___ Behavior—Has your behavior interfered with class instruction or your 
understanding of assignments? 

___ Concentration/Focus—Have you been focused on the teacher and 
the assignments in each class? 
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ACADEMIC SUCCESS AND FAILURE 

GRADE 10
Time Required: 30-45 minutes

Content Standards:
AA.S.2 Students will complete school with the academic rigor and 

preparation essential to choose from a wide range of substantial 
postsecondary options, including college. 

AA.S.3 Students will understand the relationship of academics to the world 
of work and to life at home and in the community. 

Indicators (Students will...):
AA.A.10.2.08 Understand and demonstrate the importance of achieving 

individual potential. 
AA.A.10.3.03 Identify barriers to personal academic success. 
AA.A.10.3.04 Understand the relationship between classroom performance, effort, and success in 

school. 

GOAL: Students will understand the causes of both academic success and failure. 

Activity Statements:
Students will discuss what factors impede their academic progress. 

Materials:
1. Paper and pencil 
2. Chalkboard and chalk 
3. Handout 1 -- "Eleven Reasons for Failure in Schools”  

“Eleven Steps to Achieving Motivation” 
4. Handout 2 -- "10 Tips for Talking to Teachers" 

Procedures: 
1. Open the session by asking students the following discussion questions: 

a) Why do students fail? 
b) Why are students able to pass? 
c) What can teachers do to help students pass? 

2. Pass out the first handout on “Eleven Reasons for Failure in School” and “Eleven Steps to 
Achieving Motivation.” Break students into groups of three’s and allow them to discuss 
what this handout outlines. Ask them to identify where they see themselves on the lists. 

3. Encourage some students to share their insights. 
4. Hand out the "10 Tips for Talking to Teachers." If time allows, review these important 

suggestions with the students. Use the following discussion questions to encourage 
student participation. 
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Discussion: 
1. What is the hardest thing about talking to a teacher? 
2. What can you take from these suggestions to help you improve in school? 

Integrative Closing Statement: 
Many students feel frustrated when they do not do well in school. The goal of this session is to 
address factors that lead to academic success and failure. Give students a chance to read the list 
and think about their own situations. Be encouraging and supportive. 

Additional Resources: http://www.thinkfinity.org/StudentHome.aspx 

Extension Activities: Use skills learned in this lesson and talk to teachers in classes where you have 
academic concerns.
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ACADEMIC SUCCESS AND FAILURE – Handout 1 

GRADE 10

ELEVEN REASONS FOR FAILURE IN SCHOOL 
Submitted by Kenwood Academy Guidance Department 

1. Lack of a definite goal 
2. Laziness-the unwillingness to make a decision and to follow through 
3. Lack of regular attendance to school and to classes 
4. Poor relationships 
5. Poor study habits 
6. Excessive worry 
7. Negative personality traits 
8. Outside activities 
9. Lack of incentive or interest 
0. Illness 
1. Lack of intellectual ability 

ELEVEN STEPS TO ACHIEVING MOTIVATION 

1. Set goals, both short and long range 
2. Build desire by constantly reaffirming goals, visualizing success 
3. Think rationally. Keep an open mind. Don’t guess or make assumptions
4. Develop positive personality traits 
5. Choose your friends carefully 
6. Have faith in yourself 
7. Give yourself reinforcement; acknowledge your successes 
8. Get specialized knowledge when needed; seek help when needed 
9. Resolve personal problems learn over what you have control 
2. Develop persistence 
3. Take action 
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ACADEMIC SUCCESS AND FAILURE – Handout 2 

GRADE 10

TEN TIPS FOR TALKING TO TEACHERS 
Submitted by Kenwood Academy - Guidance Department 

Are you having a problem with a class or an assignment? Can you see room for improvement in 
how a subject is being taught? Do you have a better idea for a special project or term paper? 
Don't just tell your friends. Talk to the teacher! 

The following suggestions are meant to make it easier for students to do this. 

1. Make an appointment to meet and talk. This shows the teacher that you're serious and that 
you understand his or her busy schedule. Be flexible and don't be late!
2. If you know other students who feel the way you do, consider going to the teacher together. 
There is strength in numbers. If a teacher hears the same thing from four or five people, he or she is 
more likely to do something about it.
3. Think through what you want to say BEFORE you go into your meeting with the teacher. 
Write down your questions or concerns. Make a list of the items you want to discuss. You may want 
to copy your list for the teacher so both of you can look at it.
4. Choose your words carefully. For example, instead of saying, "I hate doing reports; they are a 
waste of time, " try, "Is there some other way I can satisfy this requirement? May I do a video 
instead?" Strike the word "boring" from your vocabulary.
5. Don't expect the teacher to do all of the work or come up with all of the answers. Be prepared 
to make suggestions, offer solutions and recommend resources. The teacher will appreciate that you 
took the initiative.
6. Be diplomatic, tactful and respectful. Teachers have feelings, too. They're more likely to be 
responsive if you remember that the purpose of your meeting is conversation, not confrontation.
7. Focus on what you need, not on what you think the teacher is doing wrong. The more the 
teacher learns about you, the more he or she will be able to help. The more defensive the teacher 
feels, the less he or she will want to help.
8. Don't forget to listen. This may seem obvious, but many students need practice in this 
important skill. The purpose of your meeting is not to hear yourself talk.
9. Bring your sense of humor, not necessarily the “joke telling” sense of humor; but the one that 
lets you laugh at yourself and your own misunderstandings and mistakes. 
10. Finally, if your meeting isn't the success you hoped it would be, get help from another 
adult. This could be a counselor, staff member, or another teacher you know and trust and who is 
likely to support you and be an advocate. Then try again. 
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G R A D E  1 1

STANDARD: (AA.S.4) Students will acquire the skills to investigate 
the world of work in relation to knowledge of self and to make informed 
career decisions

Indicators (Students will...): AA.A.11.3.04 understand how school 
success and academic achievement enhance future and vocational opportunities.

AA.C.11.4.03 understand how values and personal needs affect career choice. 

GOAL: Students will understand how academic choices drive career choices and 

impacts lifestyle and earning potential. 

Activity Statements: Students will play the budget game to learn what income and career is needed to 
meet their lifestyle desires.
Students will explore and list probable expenses they may incur living on their own and be able to:

estimate the monthly expenses 
differentiate between wants and needs 
understand the need for planning for the future and preparing for emergencies 

Materials:
Handout 1 Budgeting Game Sheets

Pencils or Baggies with 20 flat marker objects (i.e. beans, M&M’s, pebbles) 

Procedures: 
 1. Divide class into families of 3 or 4 per group. Have each student select a select a role they will play: 

Mom, Dad, Child, aging grandparent, etc. 
 2. Give each student/”family” a game sheet. If the game sheets are to be:

a. reused, then give each student/family a bag of 20 marker objects;
b. consumed, then allow each student/family to use a pencil to mark their selections, but 

they must keep count of Xs being made and be able to erase the marks as they change 
their minds.

3. Review the Budgeting TIPS (on the game sheet) and explain that: 
a. They are living on their own and must pay their own bills with a 20-square salary. 
b. There are differences between wants vs. needs: What do we absolutely need to 

survive? Basic needs categories (food, clothing, shelter, and transportation—besides 
gas and oil, cars must have insurance and the newer the car, the more insurance is 
needed) are marked with gold stars and must be chosen; 

c. Expenses are either fixed or variable; give examples (rent vs. groceries); 
d. They should set goals; explain short vs. long range goals. 

4. Have each student/family mark 20 squares, first picking ones in the basic needs categories with 
gold stars. If any marks are left over, then they may mark other wants. 

5. After discussing how “families” decided to spend their 20-square salaries, announce that monthly 
income has been reduced to 13 squares. (Something happened so they can’t work full time and 
if they had disability insurance, it doesn’t cover everything, etc.),
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 6. To represent the loss of income, have students remove and/or adjust selections so seven (7) 
marks are taken off the sheets (by erasing, putting back in the bag, or eating the M&M’s). Instruct 
“families” that they must make do with the remaining 13 squares. Each family member will argue for 
their particular want or need to be met. Discuss what was given up to reduce expenses. What did 
they have to give up and how did that feel? 

 7. Explore how to: 
a. make extra money (future career plans, babysitting, yard work, selling items);
b. save on clothing (consignment stores), furnishings (flea markets) and groceries (co-

ops/ stretching recipes) and other expenses.

 8. Stress preparing for the unexpected -- never over extend, always Pay Yourself First (save), invest
in disability insurance, have an emergency fund, etc. 

9. Ask students to think about their particular career plan, will it give them the lifestyle they need? 
Are they prepared academically for future career success? 

Discussion: 
1. What did you learn about the difference between needs and wants? 

2. Will you career plan meet your needs and wants? What changes might you need to make? 

3. Are you pursuing high school with academic rigor needed for future career success? 

4. What did you learn that surprised you? 
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Game Instructions
Purpose 

Managing money means making choices. There is never 
enough money for all the things we'd like. This game will 
help you decide what is most important to you. 

How to Play 

To start you'll need a pencil with an eraser. You will be 
coloring in or writing an "X" to mark the squares. 

Round #1 Budgeting 

Today you have a 20 Square income. Look at all the 
categories in The Budget Game. Each item has a set 
number of squares which must be marked in order to 
select that item. First, you must select one item in each 
of the categories with the gold stars (Food, Housing, 
Furnishings, Transportation, Insurance and Clothing & 
Laundry). Once you have finished selecting items in the  

required categories, continue selecting other items until 
you have used up your 20 square income. 

Round #1 Discussion Questions 

Compare your spending choices to those of other players. 
What did you spend your money on? How do your 
values, goals, and past experiences affect your spending 
choices? What did you learn about yourself? 

Round #2 Re-Budgeting 

Your income has just been cut to 13 Squares. What will 
you change or give up? Erase to remove some selections 
and mark your new ones. Make the changes until you 
have marked only 13 squares. 

Compare your budget-cutting decisions with other 
players. Why did you make a different choice? 

Check out these Budgeting TIPS 
Wants vs. Needs __ A need is a necessity, such as 
housing or food. A want can be anything and may not be 
a necessity. Be careful when spending on wants.

Pay Yourself First —After budgeting for necessities 
and before spending anything for wants, always tuck 
away some money from each paycheck for emergencies 
into a rainy day savings account.

Before Charging —Ask yourself: 1) Do I really need it? 
and 2) Will I still have this 5 years from now? If the 
answers are No, then wait until you can pay cash.

Rule of Percentages — A good rule of thumb for 
budgeting your salary is: 70% pay current bills, 20% 
save for futre purchases, 10% invest for long term. 

Money Tracking — We often spend money without 
thinking about it. Keep track of all your expenditures 
(cash, checks, debit cards, ATM withdrawals and credit 
cards), even the smallest ones. Record them every time 
in a notebook or register. Review them regularly to make 
yourself aware of where your money goes.

Fixed, Flexible or Luxury? — Categorize the expenses

in your budget. Is it fixed, such as rent or a car payment? Is it flexible such as groceries, gas or long distance use? Or is 
it luxury, such as entertainment or going out to eat? 

Rule of 72 (to double your money) — If you know the interest rate you can get, divide 72 by the known interest rate 
and it will give you how many years it will take to double your money. If you know how many years you have, divide 
72 by the number of years and it will tell you what interest rate you must have to double your money. Examples: If 
interest rate is 6%. 72 s 6 = 12 years. If time is 10 years. 72 =10 = 7.2% interest rate needed.

For more information, contact WV State Treasurer's Office at 800-422-7496 ext. 6575 or email: schoolfinancialed@wvsto.com  
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Average Expenditure Breakdown for 

Total Household Income 

30% Housing 

18% Transportation

16% Food 

 8% Charity /Misc.

 5% Clothing 

 5% Medical 

 5% Recreation 

 5% Utilities 

 4% Savings 

 4% Other Debts 
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Insurance 

Auto 
a. liability coverage only 

b. complete coverage 

Health and disability 

a. no coverage 

b. fringe benefits of job 

c. basic health coverage 

d. individual health & disability coverage 

Renters 

a. property and liability coverage 

Housing 

with utilities 

a. live with relatives 

b. share apartment or 

house with others, 
including utilities 

(no phone) 

c. rent place of your 

own, including 
basic utilities (no 
phone) 

ED
 ❑
❑

DEED

Communications

a.no phone

b. phone with limited long distance calls 

c. phone with many long distance calls 

d. cell phone 

e. high speed internet 

No cost

OD

Savings 

a. change in piggy bank 

b. five percent of income 

c. ten percent of income 

d. invest for retirement 

e. contributing to charities 
and religious groups 

No cost 

OD
ED



Recreation 

a. hiking, walking, visiting friends or library No cost

b. TV, snacks, picnics, driving around O
c. cable TV, sports and movies ED
d. fishing, hunting, hobbies DO
e. CDs/music, books, DVDs ED
f. c o n c e r t s ,  v a c a t i o n s  &  s p e c t a t o r  s p o r t s  

❑❑❑Gold Stars denote required categories.

No costa. borrow from relatives 
or friends 

b. rent furniture or live in 
furnished apartment 

c. buy at a garage sale 
or thrift shop 

d. buy new furniture

Furnishings
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ED
❑
❑

No cost

b. use your sewing skills

c. buy at a discount store, thrift shop 
or used clothing store 

d. buy at a department store 

e. shop for designer clothes 

Laundry 
a. do laundry at parents 

b. use laundromat; some dry cleaning 

c. rent or purchase washer and dryer 

Gifts

More choices

ED 
ED

a. books or other items purchased on 
installment plan 

b. newspaper and magazine subscription 

c. new TV, DVD player or iPod 

d. cigarettes, alcoholic beverages 

Personal care

ED 
ElE1 
❑

a. basic products such as 
soap, shampoo, tooth-
paste, make-up, etc. 

b. haircuts, selected 
personal care products

c. hair styled, permed, 
name brand personal 
care products 

Food

EDa. cook at home; dinner 
out once a week 

b. frequent fast food 
lunches and weekly 
dinner out; cook other 
meals at home 

c. all meals away 
from home

Transportation

a. walk or bike No cost

b. ride bus or join a carpool

c. buy fuel for family car 

d. buy used car and fuel 

e. buy new car and 
fuel 

ED
 ❑
❑❑ ❑

❑ ❑

Gold Stars denote required categories.

Clothing & Laundry

Clothing
a. wear present wardrobe No cost

a. make your own

b. purchase cards and small gifts 
on special occasions 

c. purchase frequent gifts for 
family and friends 

0
ED

El El El



MAKING YOUR RESUME SHINE 

GRADE 12 

Time Required: 30-45 minutes

Content Standards: AA.S.4 Students will acquire the skills to 
investigate the world of work in relation to knowledge of self and 
to make informed career decisions.

Indicators (Students will...): AA.C.12.4.05 Develop 
competitive resumes that will increase success in applying for 
postsecondary opportunities.

GOAL: Students will learn the importance of and put finishing touches on resume. 

Activity Statements: Students will how to write a competitive resume.

Materials:
1. Pencil/Pen 
2. Handout 1, Top Ten Resume Mistakes 
3. Handout 2, College Admissions Resumes 
4. Handout 3, Cover Letters for High School Students 

Procedures & Discussion: 
1. Begin by talking about the importance of the resume. Ask students what they think should 

be included in a resume. Why are resumes so important? What might you want to include 
on your resume? What might you not want to include on your resume? 

2. If you're applying for a job, you are in a race — a race against time. Your resume must 
sell the hiring manager on your background in just 10 seconds, or you will lose the job — 
no interview, no higher salary, no fresh start. 

3. Those seeking admission to an academic institution face a similar test. Though 
admissions officers will generally give your application more time, your resume still has 
only about 10 seconds to make that crucial first impression. A phenomenal document will 
start your application package off on the right track, while a poor one will have the 
admissions officer rushing through your personal statement to get to the next applicant. 

This point cannot be overstated: your resume either succeeds or fails in the first 10 seconds. 
Most candidates don't realize that a resume is never read word-for-word; it is scanned — 
once quickly, and if it survives that test, once more carefully. The fact is, out of the 1100 
resumes submitted for the average job, hiring managers eliminate 900 based on a 10-second 
review (similar to rejection rates at top universities) and reject all but the top resumes based 
on a "closer" 30-second inspection. That is a success rate of less than half a 
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percent. 

While this may seem like an impossible challenge, you can overcome it. Once you know 
how, you'll be able to create a succinct, powerful presentation that doesn't just make the 
initial cut, but actually compels your reader to put you in the interview pile. The key is to 
recognize the power of your resume. 

For job seekers, an outstanding resume will: 

 Shorten your time spent searching for a job. According to the U.S. Department of Labor, 
the average job search takes longer than three months. The time saved searching for a job 
can translate into tens of thousands of dollars in salary for the currently unemployed.

 Put you in control of your interview by downplaying potential weaknesses. 
Interviewers love to focus on resume liabilities like inexperience, extended time off, 
frequent job changing, and so on. An excellent resume would minimize these points 
and showcase your strengths.

 Omit the screen-out factors that relegate many resumes to the trash. Are there any 
typos? Do you use the word "I"? Do you address the employer's value proposition? Do 
you sound like a boss's nightmare? Once you know how, you'll avoid every one of these 
potential pitfalls on the road to employment.

Those applying to school can benefit in much the same way from a strong resume — and 
hurt their chances as much with one that is mediocre. Though resumes may have more 
power to diminish your chances for graduate-level admissions than for college, even the 
youngest applicants should take advantage of the opportunity not simply to avoid being 
rejected immediately, but to distinguish themselves as a cut above their competitors. 

No matter what your objective, however, the message is clear: college admissions officers 
and Fortune 500 company hiring managers alike will choose the more professional 
candidate over an equally talented, but less polished alternative. Craft an outstanding 
resume, and that professional candidate will be you! 

The resume will be your first impression with a college or employer. Take time to make 
that first impression a good one. For samples templates, visit 
http://ww1.educationplanner.com/builder/index.php or the template sections on Microsoft 
Word. 

Additional Resources:
Free Resumes: http://www.resumetemplates.org/  
Resume Samples: http://jobsearch.about.com/od/sampleresumes/a/sampleresume2.htm  
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MAKING YOUR RESUME SHINE Handout 1 

Avoiding the Most Common Pitfalls of Resume Writing 

Summarizing an entire life into a succinct and attractive resume has always been one of the major challenges facing job seekers and prospective post-secondary 
students. Along with your cover letter, your resume is one of few tools at your disposal in your competition against hundreds of other qualified applicants. In order 
to grab the reader's attention, it must clearly portray you in the most favorable light: as the most appropriate choice for the opening. 

In order to craft a compelling resume, you must be sure to avoid these all-too-common mistakes: 

1. Poor or Inappropriate Formatting 

The first impression a resume makes on its reader is generally the most lasting — and sometimes the only chance you have to sell yourself. Large 
blocks of uninterrupted text, small margins, tiny fonts, or excessive formatting (bold, italicized text or stylish "designer" fonts) make documents 
difficult to read. Only one font (preferably Times New Roman or Arial) should appear on your resume, and never smaller than 11 pt. Bolding should 
be restricted to the header information (name, address, phone number, email) and subheadings within the resume (Profile, Work History, Education, 
etc.). A candidate's industry or field will determine whether the resume format will be conservative (for physicians, teachers, accountants, graduate 
students, and the like) or more stylish (for marketing professionals, artists, performers, and other creative occupations). 

2. Lack of Focus 

An effective resume indicates in no more than seven seconds the candidate's targeted position and relevant qualifications. It's not enough to list 
schooling, work history, and other activities throughout the document. Admissions directors and hiring managers will not thoroughly read a resume to 
cull needed information — candidates must provide this data quickly and effectively. A Qualifications Summary at the top of your resume should 
include information about what you seek (a position or entrance into a university program) and how your qualifications relate to that goal. 
Employment History, Accomplishments, and Education sections should then build upon what is provided in the Qualifications Summary. 

3. Self-Serving Objective Statement 

Those seeking a job, take note: in today's market, hiring managers are not interested in what a candidate wants (e.g. "Seeking a position that will fully 
utilize my education and provide for sufficient advancement within the industry."). Rather, they seek candidates who clearly state what they can do 
for the targeted company: cut costs, increase profits, and enhance productivity. Hiring managers take note of applicants who place the company's 
needs above their own. 

4. Poor Data Prioritization 

A resume should reveal the candidate's academic and career-related background as it applies to the targeted position or program, and in reverse-
chronological order: the last job or educational program should be listed first within the appropriate section. If your educational background is an 
important qualification for a particular job opening, then it should be presented before your work history, not dead last on the document. Conversely, 
if real-world experience is highly valued, then it should appear before the Education section. If special skills are at a premium, as they are in the IT 
field, they should be showcased immediately after the opening summary, not left to the end of a two-page resume. 

5. Failure to Showcase and Quantify Accomplishments 

Hiring managers and admissions directors will not pore over every line of a resume to find what a candidate has to offer, especially if it's buried within 
dense blocks of text. Applicants must provide special sections indicating professional or academic achievements, and these must be quantified. Vague, 
unsupported declarations like "Increased productivity within the division" or "Planned annual school dance" simply don't offer enough information. A better 
way to present the data is to write, "Increased productivity 58% within three months of hire by retraining staff on latest accounting software" or 
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GRADE 12

Extension Activities:
Continue to think about items you may include on your me. What you do to continue 

to build your resume while in High School? 

Top 10 Resume Mistakes



"Organized Winter Waltz for 750 students while staying $200 under budget." Percentages, dollar amounts, and time frames will strengthen your 
achievements. 

6. Irrelevant Data 

Unless directly related to the current application, hobbies and interests should never appear on your resume — such activities do not enhance your 
candidacy. Other information to omit: birth dates, religious affiliations, race, social security number, and marital status. 

7. Inappropriate Length 

There is no single correct page length for a resume. The document should be as long as it has to be in order to provide a clear and effective picture of 
the candidate. Professionals with many years of experience will most likely have two pages. Cramming all the data into one page or excluding 
important information will only dilute your candidacy. The key is to provide only that data which is relevant to the current career goal (see Mistake 
#6). If you follow this rule, your resume will always be the appropriate length. 

8. Casual Language 

Modern resumes are business documents and should never use personal pronouns like "I" or "my." The tone of the resume should always be 
businesslike, avoiding slang completely. Consider your resume a presentation to your company's board of directors or your district’s school board, 
not an email to a friend. 

9. Redundant Data 

Once information has been provided in a resume, whether it's in the Qualifications Summary, Career Accomplishments section, or Professional 
Experience section, it should not be repeated elsewhere. Hiring managers and admissions directors soon tire of redundancy and begin to suspect that 
the candidate is padding the resume to reach a more "impressive" length. 

10. Spelling or Grammatical Errors 

If an admissions officer or a hiring manager finds a spelling or grammatical error on your resume, she will simply stop reading it. Her trust in your 
abilities is forever lost — quite a price to pay for a careless mistake. This is also true when dates of employment or education are obviously incorrect 
(e.g. a recent college graduate listing the date of graduation as 1979 instead of 1999) or when verb tense does not match dates of employment. Use 
present tense when listing duties at your current job, past when describing previous positions. 
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MAKING YOUR RESUME SHINE Handout 2 

GRADE 12

Tips for Getting Noticed by Admissions Officers

When you must compete against hundreds of other applicants for limited seats in a university, it is essential that 
your resume quickly conveys the academic abilities, passionate interests, and real-world experiences you can 
bring to the program. Below are general strategies for providing what admissions directors seek in application 
resumes. Be advised that it's always wise to check with the targeted school first for more specific guidelines that 
will help you create the most compelling resume possible. 

Resumes for College Admissions 

Typically, college applicants are about 18 years old and have only limited experience to discuss on a resume. For 
this reason, resumes for college admissions should be held strictly to a one-page limit; busy admissions officers 
may even consider a longer resume a sign of arrogance. If your resume is more than one page long, it is likely 
that you can condense it into a single page by formatting it more efficiently. 

For the most part, college admissions resumes are meant only to be informational; while a business school applicant 
might present significant professional accomplishments in support of her candidacy, college applicants are simply 
summarizing all relevant information from the application on a single piece of paper. Still, it is possible for a high 
school student to craft a more powerful document, one that can go a long way toward producing an image of a 
mature, "professional" student. 

Here are some strategies for optimizing each section of your college admissions resume: 

1. Opening Summary
This should provide the admissions officer with a snapshot of you as a candidate, highlighting your most relevant 
accomplishment or qualification. The achievement may relate to your academics (a perfect SAT score, selection 
as valedictorian, AP credits, etc.), a specific talent (awards for artwork or experience in drama competitions), or 
athletics (member or captain of a team that won the state championship, four-time All-League recognition, and so 
on). Whichever you choose, the goal is to demonstrate both your past achievements and your 
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potential for future success. 

2. Education 
In addition to your high school name and location, include any honors, awards, or significant club 
memberships (National Honor Society, Gold Key Club, French Club). Beware of mentioning too many 
extracurricular activities: not only will you run the risk of seeming unfocused, but you may be asked to 
elaborate on your contributions to each group during the admissions interview. To avoid an awkward silence at 
that time, include only clubs you would feel comfortable discussing at length. 

3. Volunteer Work 
List first any volunteer work that coincides with your future goals (if you know what they are). For example, if 
you plan to study sociology or psychology in college, then highlight any volunteer work you did at homeless 
shelters or mental health institutions. Similarly, if you want to be a doctor, don't hesitate to mention those 
summers spent as a candy striper in your local hospital. 

4. Hobbies 
The same advice holds here: any short list of hobbies and personal interests on your resume should begin with 
activities that relate to your goals. If you're interested in becoming a fashion or interior designer, for example, 
you could mention that you enjoy sewing or working with fabrics. 

Again, though a poor resume will not hurt a college applicant much — admissions officers understand that high school 
students have little use for resumes — an excellent one can cast him in a favorable light and positively influence the 
admissions officer's state of mind as she reads his other application materials. 
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MAKING YOUR RESUME SHINE Handout 3 

GRADE 12 

Cover Letters for High School Students 

High school students have a very particular concern when composing their cover letters: how can the content of your letter compare to that of a 
seasoned professional or a soon-to-be college graduate? Fortunately, there is much more to professionalism than work experience and a college 
degree. Whether you are seeking exposure to the finance industry, a high school internship with your local government, a volunteer opportunity 
at a non-profit, or even a job at a library, the goal is to submit a professional document. By following the strategies below, you'll do just that, 
crafting a letter every bit as convincing as those of more experience. 

What To Write  
Although the presentation of a cover letter is important, the more vexing aspect for many high school students is the content — after all, won't 
your paltry work experience pale in comparison? Not necessarily: it is quite possible to develop marketable skills outside the workplace or the 
university. If you are applying for a job as a research assistant, talk about the project you did for your history class, which required library 
research, internet research, and perhaps even primary document research, followed by the synthesis of all that information into a coherent essay. 
If you want to work in a lab, talk about the titrations you performed and the microscopic analysis you conducted for your chemistry class. 

Extracurricular activities are helpful too; as treasurer of the student senate, for example, you'd become quite proficient financially. It is natural 
for some employers to assume that high school students lack practical experiences, but you can prove them wrong by demonstrating the 
transferability to the workplace of the experiences you have had. 

A second consideration is that you can develop certain skills — foreign language fluency, computer programming knowledge, and trade skills 
— entirely outside the classroom or office. If an employer is looking for somebody who can speak Spanish, your fluency in the language may 
well compensate for your lack of higher education. Always emphasize these marketable skills on your cover letter (as long as they are relevant 
to the targeted position). 

Yet you need not be not be experienced in C++ or on a carburetor to qualify in this regard. Some "soft skills," such as a powerful work ethic or 
organizational abilities, are just as prevalent among high school students as in any other segment of the population. Once again, however, 
employers might not consider that until you tell them: explain that, for example, your simultaneous coursework, extracurricular activity, and 
part-time job have given you the ability to balance multiple priorities and work long hours. 

Whatever you do, never include false information in an attempt to make yourself sound more qualified than you are. An employer will not believe 
that a junior in high school has two years of experience in tax accounting or is extremely well-versed in maritime law. Excessive exaggeration will 
only get your application tossed out with the trash. Note: this is not to say that you should omit impressive true information — sure make sure that 
you back up your claims with specific details of your achievements and experiences, and be prepared to elaborate in an interview. 

How to Write It 

After you have determined what content to include in your cover letter, you are ready for its composition. In preparing for this stage, remember that a 
letter is actually the ideal medium for a less experienced job applicant. Your resume makes it clear that you have less education, and an interview will 
reveal your youth. A well-crafted, professional cover letter, on the other hand, can put you on par with (or ahead of) everybody else. 

Avoid colloquial language, but don't use deliberately elevated vocabulary: the most compelling professional writing is precise and succinct. This 
advice holds true for any job applicant, of course, but it is most important for high school students; while a hiring manager expects solid business 
writing from older applicants (and therefore is not particularly impressed by it), she may anticipate undeveloped prose from a high school student 
and be blown away by your maturity. Just be sure to proofread it thoroughly and ask others to do the same: your English teacher will be able to 
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correct the grammar and provide stylistic suggestions, but have someone with business or management experience edit the letter as well to 
evaluate its professional tone. 

Professional writing must also be confident — you wouldn't want to receive an important letter that began, "I'm not sure if I should be writing 
this, but..." Don't hesitate to argue that, no matter how old you are, you have developed marketable skills and a professional attitude. Never 
began a paragraph by writing, "I know I am probably not qualified for this job, but..." The prospective employer knows that you are young, 
and you won't convince him to hire you by agreeing with his concerns. 

Finally, don't be afraid to target positions not expressly available to high school students — at worst, you'll receive a letter or phone call 
explaining the policy (or you just won't hear back at all), but you will have marked yourself as ambitious, planted the seed for future contact 
with the company, and practiced your cover letter writing skills to boot. At best, your well-constructed cover letter and impressively 
professional attitude just might cause an employer to reconsider. Even if you face difficulties initially and choose to apply only for positions 
advertised to high school students, with persistence you'll eventually convince an employer that he can put you to good use. A professional 
cover letter can open that door by demonstrating your potential value. 
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