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v 2016 Student Services Report was 
announced by Commissioner’s 
Memo on January 26th, 2016 

v Window will be open from March 
1st to March 18th, 2016 

v Report will be completed via Survey 
Monkey 
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v You must complete a report for each school 
you serve 
v  Include a separate report for each LEA 

v Call the ADE Office of Guidance and School 
Counseling if you are not a licensed school 
counselor or do not have an approved ALP 
to work as a school counselor in Arkansas* 

v All required items are marked with an 
asterisk 
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v  If your school waives any portion of the 
Public School Student Services Act, or if 
your school waives the counselor to 
student ratio of 450:1  
v  Complete the “Charter Waiver“ version of the 

Annual Student Services Report 

v  Answer all questions as fully as possible 
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v LEA Number and Schools:  Choose from the 
drop-down list.  If your school is not listed 
on the LEA Number and School drop-down 
menu 
v Verify that official school name is not listed 

v Charter schools are listed at the bottom  
v Choose Not Listed from menu 
v Type LEA number in first box (Question #5) 
v Type school name in second box (Question 

#5) 
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(Slides in the presentation will contain question numbers from the Student Services Survey.  
Charter Waiver question numbers may vary.) 
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v Students served by grade  
v  Include only the grades in which you work with 

students 
v  Leave all other boxes blank 

v  Use number of students assigned as of 
October 1, 2015 

v  Total number of students assigned to you in 
each grade should match the total number of 
students you have identified on question #15 
(or #16 on the Charter Waiver survey) 
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v Arkansas Code §6-18-1005 and the Rules 
Governing Public School Student Services 
require that at least 75% of the school 
counselor's time shall be spent in direct 
counseling each month and  no more than 
25% of the counselor's time each month 
shall be used for administrative activities 
related to counseling services   
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v Answer questions below as they pertain to 
the sections Direct Counseling and 
Administrative Services 
v  Total percentage for each time frame 

(column) should add up to 100%. 
v Example: If January-February direct 

counseling is 75%, then January-
February administrative services 
should be 25%  
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v Calculate percent by months indicated 
v Estimated time providing direct counseling  
v Estimated time providing administrative 

services 
v Add the two rows 

v Total percentage in each column should 
be100% 
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v  If direct counseling is less than 75%: 
v  Provide an explanation in text box 

v  If you have documented your time on a 
use of time data chart or other time 
keeping record, please send it by email, 
fax or mail to the ADE Office of Guidance 
and School Counseling 
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v Choose option three if you are an 
elementary or middle school counselor 
on question #53 (or #55 on the Charter 
Waiver survey). 
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Send only the copy of the planner 
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v  Include additional comments in the 
text box on the last page of the 
survey regarding the student services 
report 

v Remember to print your report prior 
to submitting your survey if you want 
a copy  
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v You must print each page 
individually 
v Use Next and Prev buttons to go back and 

forth between pages 
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v Choose “File” 
v Choose “Page Setup” 
v Make sure that “Print background 

colors and images” is checked 
v  Choose OK – this allows you to 

preview what you are printing 
v  Print 
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v Right Click – Choose “Print” 
v Choose “More Settings” 
v Choose “Background Graphics” 
v  Choose “Print” 
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v Review your report prior to submitting 
v The report can only be printed prior to 

submission 
v Enter the date you are submitting your 

report 
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v Remember to submit your report 
during the window of March 1st to 
March 18th, 2016 

v Select  
v You will see a message that says 

“Thank you for completing the 2016 
Student Services Report”   

v Print this page for your records 
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v Public School Student Services Act 
https://drive.google.com/file/d/0BxrthnQodwRXb3NCZFlBRi1sdnM/
view 
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v What happens to the data in the report? 
v  Information is shared in the annual Student 

Services Report 
v  In accordance with Arkansas code §6-18-1007, 

the data from the Student Services Report is 
compiled annually and submitted to the Governor, 
the State Board of Education and the House and 
Senate Committees on Education 

v Concerns may be shared with district leadership 
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v  Indicate whether your Charter has waived 
the counselor to student ratio of 450:1. 

Charter Waiver Information 
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Notes for Charter Schools v  Mark “Yes or “No” if it occurs in your school 
or district.  Mark “Waived by Charter” if your 
Charter has waived this requirement. 

40 



v Thank you for participating today!  If you have any 
questions, please don’t hesitate to contact us 

v Contact: 
v Suzanne Knowles   
v suzanne.knowles@arkansas.gov 

v 501.682.4354 

v Roger Palmer  
v   roger.palmer@arkansas.gov 

v 501.682.5144 

v Liz Francoeur 
v   liz.francoeur@arkansas.gov 

v 501.371.2696 
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