Possible Sources for Completing the IIR
Sources listed for each section are not considered to be complete; other sources may be consulted as appropriate.  
Some sources may be applicable in more than one section.

[bookmark: _GoBack]PROGRAM FOUNDATION: Copy of Comprehensive School Counseling Program (CSCP) manual for the school/district; CSCP evaluation plan; Counselor/student ratios; Job Descriptions for counselors; Demographic data; School counselor specific evaluation form; School district CSIP (school improvement plan), School Counseling Improvement Plans already in place; School Board Policies; Current Staff Certifications; Staffing patterns/organizational chart; Program definition; position-specific job descriptions; Professional development plans; Program improvement goals; Performance evaluation forms; Staff development plans, agendas, etc.; New counselor materials; Documentation supporting parent involvement effort; Advocacy materials used to promote program,  Itemized school counseling budgets; Mentoring plan for new counselors; Calendar for CSCP;  Program planning survey (Needs assessment) results; Administrative input; Theoretical basis of program; Board policy for school counseling issues;  Budget expenditures; School’s website including school counseling page
 SYSTEM SUPPORT: Annual written evaluation of student outcomes attained through program; Planning forms and evaluation reports; American School Counselor Association Code of Ethics; Calendars and staffing patterns; CSCP improvement plans; Counselor time/task accountability forms; Data on effectiveness of program activities; Documentation of activity of CSCP advisory committee; Professional library resources; District CSIP (School Improvement Plan); Counselor calendars and activity logs; Inventories; Published information regarding school counseling service offerings; Written procedures and regulations; Previous IIRs; School’s website (counseling page)     
SCHOOL COUNSELING CURRICULUM: CSCP curriculum guides; CSCP curriculum scope and sequence; Teachers’/counselors’ unit and lesson plans for social emotional, academic, and career development; Yearly master calendar for school counseling curriculum; CSCP curriculum materials; Planning survey (Needs Assessment) results; School/District curriculum goals; School’s website (Counseling page)
INDIVIDUAL STUDENT PLANNING: Education and Career Planning Guides for students; CSCP lesson plans related to transitions and career development; CSCP schedule of career development and transition activities; Programs of Study; Starter Kits, Resource Files, and Personal Plans of Study used by the school/district; Standardized forms reflecting direct services to students with parent involvement; Documents distributed providing information on test data, course content and selection, graduation requirements, Forms/documents indicating inclusion of special education students in career development and transition activities; Appraisal for career decision-making tools used; School’s website (counseling page)
RESPONSIVE SERVICES:	Records verifying equitable service to all students; Crisis management plan(s); Counseling session plans; Consultation session plans; Progress reports reflecting their use; Referral documentation forms; List of Referral sources; Schedules of activities; Schedule of small group offerings; Letters of invitation and explanation or fliers for small groups; Parent permission forms; Documents in other languages as appropriate; Satisfaction Surveys; School’s website (counseling page)
