


Counseling Team
• Mr. Elder, Assistant Principal

• Mrs. Caparas, Assistant 
Principal Secretary

Counselors:

• Mrs. McMahon

• Mrs. Rivera

• Ms. Morris

• Mrs. Janis

• Ms. Vansant

Guidance Technicians:

• Mrs. Archuleta

• Mrs. Duran

• Mrs. Romero



Guidance Technician Duties:
❖ Registration: enrollment & withdrawal of students 
❖ Assist Registrar: fax record requests & records received
❖ Assist Counselors: screen students to determine nature of situation/resolve or refer to counselor; read 

transcripts
❖ Assist parents & students
❖ Classroom/workshop presentations
❖ Programs:

-Credit Recovery: enroll/drop students from Gradpoint; manage and update google sheet of 
                     student’s progress

-Home Hospital:  input program code according to district policy, coordinate with student 
                     services, parents and attendance. 

-Independence Studies: inputs program code, communicates with parents, teachers and 
                     attendance

-College & Career Center: prepares and distributes college, scholarships, vocational training 
                     information to students, parents and teachers. Arrangement of speakers and presentations.



Procedures:

❖ Binder of Procedures is being transferred to a Shared Google Document
❖ Student Data/Scanner:  allows us to access readable data of the ins-outs of students

Guidance Office Resources:
❖ Student Scanner/Sign-in Log
❖ Parent Request Form
❖ Monthly Newsletter
❖ Teacher Contact List
❖ Procedure Binder
❖ AERIES Parent/Student Portal Instructions
❖ Informational Flyers



Resources:
❖ Parent Request 

Form



Resources:
❖ Monthly Newsletter



Resources:
❖ Staff Contact List



Resources:
❖ Sign-in Sheet


