
School Counselor: Formative and Summative Evaluations 
 
*Ensure you have selected ADEPT 2020, School Counselor, and the correct 
Contract/Evaluation Level for the educator in “settings.” 
 
Orientation 

 
 
Note: School Counselors must sign their orientation for the evaluation process to begin (Educator 
signature only).  
 

• The “Summary” option will be visible to IMPORT DISTRICTS ONLY. All other districts will 
NOT see this option on the left side menu. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



School Counselor Plan 

 
 
Note: School Counselors need to complete the School Counselor Plan. Then a preliminary approval 
conference is held and signed by the educator and evaluation team.  
Following this there needs to be a Preliminary Evaluation Conference, and Final Evaluation Conference. 
(Signatures, results, and comments are required) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Student Growth Goals and Professional Goals 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note: School Counselors need to complete the Student Growth Goals and/or Professional Goals. Then a 
Preliminary Review is held and signed by the educator and evaluation chair. Following there needs to be 
a Mid-Year review and Final Review. (Signatures, results, and comments are required within the Goals 
document(s).) 
 
 
 
Annual Calendar 

 



Note: School Counselors need to complete the Annual Calendar. Be sure to click “Save” when finished. 
(No signatures are required.) 
 
 
Observation Forms 

 
Note: All observations of the school counselor are announced. Within the Observation Forms are the pre-
conference planning sheets and post-conference forms. After the observation, the evaluator releases the 
self-score for the School Counselor to complete. Post conference is held with areas of refinement and 
reinforcement discussed.  
 
 
Pre-Conference Required Questions 

 



 
Post-Conference Required Questions 

 
 
Note: In both the Pre and Post-Conferences, it is essential to complete the “Required Questions” to 
provide the evaluator with evidence for scoring. 
 



Evaluation Conferences and Worksheet Forms

 
 
Note: Worksheet Forms are provided for your convenience to assist with scoring observations but are 
NOT REQUIRED.  
 
The Preliminary Cycle Evaluation Conference serves as a progress monitoring, mid-point check-in on the 
school counselor’s progress. The evaluation chair will discuss the school counselor’s progress on the 
“Plan” and “SGG” and then share the scores. (Scores and signatures required.) 
 
The Final Cycle Evaluation Conference serves as a year-end evaluation of the school counselor’s 
progress. The evaluation chair will discuss and evaluate the School Counselor Plan and the SGG and 
then share the scores. (Scores and signatures required.) 
 
*Evaluation Conference can be added by the Evaluator Chair after observation requirements have 
been met. 
 
**When two or more evaluators are on the evaluation team, the evaluators must reach consensus 
on all Indicator scores and share those scores during both the Preliminary and Final Cycle 
Evaluation Conferences. 
 
 
 
 
 



Professionalism 

 
 
Note: The school counselor completes a Professionalism Self-Review for both the preliminary and final 
cycle evaluations. The designated school administrator completes the Professionalism Scoring Rubric 
also and completes the final reviews. (Signatures required.) 
 
 
 



 
 
 
Note: Ensure the Final Conference Date, Final Evaluation Ratings, Recommendations for Next Year, and 
the required signatures are present for the evaluation to be completed. 
 
 
 
 
 



 
Information Messages 

 

 
 
Note: Information messages help the user know what items are missing before the next step can be 
completed. 




