
Warren Middle School 

Comprehensive Counseling 

Program Guide 

 

 

2021-2022 



 Table of Contents 

Foundation           3 

School counselor Beliefs         4 

School Counselor Vision Statement       5 

School Counselor Mission Statement       5 

Program Goals          6 

Management of the Counselor Program       8 

Use of Time           8 

Annual Agreement          8 

Advisory Council          8 

Goals/Action Plans          9 

Calendars           16 

Delivery Direct/Indirect Services       21 

Individual/Small Group Counseling        28 

Classroom Lessons          29 

Orientation Programs          29 

Academic Advisement         

 30 

Bully Prevention          32 

Suicide Prevention          33 

Career Planning          35 

Student Success Plans          36 

Follow-up with Graduates and Students At Risk of Dropping Out    36 

Assessing the School Counseling Program       37 

 



Foundation 

 

 

Warren Middle School Counselor Contact Information 

 

 

 

 

Warren Middle School Grades 6-8 

Sandy Hollingsworth 

phone:  870-226-8544, ext 226 

 

email:  sandy.hollingsworth@warrensd.org 

 

 

 

 

 

 

 

mailto:sandy.hollingsworth@warrensd.org


Counselor Beliefs 

We believe: 

● All students can learn and achieve academic success when encouraged and 

nurtured in a respectful environment. 

 

● Nurturing all students’ social and emotional well-being will encourage 

academic development and future success. 

 

● The school counselor’s role is to provide a data driven, developmental 

counseling program to meet the needs of all students through guidance 

curriculum, individual student planning, responsive services, and system 

support. 

 

● The school counseling program will promote the following:     

  -an understanding of and respect of self and others 

-problem solving and decision making skills 

-emotional-management skills 

-skills for learning 

-the  influence of academic habits on career success. 

 

These beliefs will drive the work of the school counselor in decision making and 

planning of use of time to best meet the needs of the students being served in 

our school.  The work of the school counselor will be reviewed each year using 

data collected from students, parents, administrators, and community members 

along with program goals evaluations.  Plans will be revisited to update services 

provided based on data collected. 

 

 



Vision and Mission Statement 
 

Warren School District Counseling Mission Statement 

All Warren School District Counselors are deeply committed to 

providing every child a safe, positive environment for learning 

social, emotional, personal, and career skills necessary to live 

productively in a global society.  

 

Warren Middle School Counseling Mission Statement 

Students will strive to be respectful and accountable, be ready 

to learn, and engaged in learning. They will continue these 

efforts throughout the remainder of their school years and on 

into adulthood. 

 Warren School District Counselor Vision Statement 

The Vision of the Warren School District Counseling program is 

to provide a comprehensive, developmental, social, and academic 

program that addresses all students’ emotional needs. Through 

advocacy, leadership, and collaboration we will do what is 

necessary to encourage student potential and achievement. We 

encourage partnership with our stakeholders and community 

members to ensure that all students are prepared and have 

access by teaching all children the skills necessary to become 

lifelong learners.  

Warren Middle School Counseling Vision Statement 

The counselor will provide interactive learning experiences, one-

on-one individual counseling, group sessions, and classroom visits 

that will teach students to be respectful and accountable, be 

ready to learn, and be engaged in their learning. 



Program Goals 

Upon reflection of our 2020 2021 data, we realized that due to frequent changes 
in student’s status of receiving instruction in the virtual classroom setting or in 
the building classroom setting with changes occurring back and forth throughout 
the year, that our data on discipline even though it showed that our goal was met, 
was not an accurate account of our total school population.   Attendance was also 
counted differently due to both virtual and face to face classroom times 
varying, so our goal of improving attendance rates was also not reflective of our 
total school population.  Student engagement in learning, whatever the setting, is 
essential to meeting academic growth goals.  We believe that increased 
engagement in learning will also lead to a decrease in discipline referrals.  Based 
on these beliefs, our school counseling goals for the 2021-2022 school year 
include: 

By May 2022, the number of Warren Middle School students chronically 
absent will decrease by 3% moving from 13% to 10%. 

By May 2022, the number of Warren Middle School student discipline referrals 
will decrease by 3%. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

School Counseling Standards and Competencies 

Warren Middle School Counselor Sandy Hollingsworth provides a planned 

program to help students meet their fullest potential academically, 

socially/emotionally, and in career decision-making.  The role of the school 

counselor is broad and requires expertise in multiple topics. This plan 

includes information about legislation and rules regarding public school 

student service planning, shares the American School Counselor 

Association Model including the Mindsets and Behaviors and the G.U.I.D.E. 

for Life principles, and includes the Teacher Excellence and Support 

System (TESS) rubric as part of a holistic design for school counseling 

programming.  

The American School Counselor Association defines a comprehensive 

school counseling program as an “integral component of the school’s 

academic mission. Comprehensive school counseling programs, driven by 

student data and based on standards in academic, career, and 

social/emotional development, promote and enhance the learning process 

for all students.”  

 

ASCA School Counselor professional Standards & Competencies (2019) 
https://www.schoolcounselor.org/asca/media/asca/home/SCCompetencies.pdf 
 
ASCA Ethical Standards for School Counselors (2016) 
https://www.schoolcounselor.org/school-counselors-members/legal-ethical 
 
ASCA Mindsets and Behaviors for Student Success:  College- and Career-Readiness 
Standards for Every Student (2014) 
https://www.schoolcounselor.org/school-counselors/about-asca/mindsets-
behaviors 
 
G.U.I.D.E for Life 

https://www.schoolcounselor.org/asca/media/asca/home/SCCompetencies.pdf
https://www.schoolcounselor.org/school-counselors-members/legal-ethical
https://www.schoolcounselor.org/school-counselors/about-asca/mindsets-behaviors
https://www.schoolcounselor.org/school-counselors/about-asca/mindsets-behaviors


http://www.arkansased.gov/divisions/learning-services/guide-for-life 

 

Manage 

 

School Counseling Program Assessment will be completed annually to reflect and 

review the plan. 

 

Use of Time Assessment: 

Use of time assessments are used to determine the percentage of time the 

counselor is providing direct counseling services to students or indirect 

administrative services that are related to the comprehensive counseling 

program.  The Warren Middle School counselor uses the data from these use-of-

time logs to provide feedback to the administrators to ensure the counseling 

program is being provided with fidelity to all students and that their needs are 

being met.  The counselor will use the use of time assessment provided by the 

ADE to log services provided and reflect on time usage. 

Annual Agreement: 

The counselor meets with administrators to develop an annual agreement that 

identifies specific responsibilities of the counselor, student caseload, areas for 

professional development, and expectations for the counselor and program for 

the upcoming year during the month of July.  This agreement is aligned with the 

counselors’ Professional Growth Plans for the year. 

Advisory Council: 

We have not had an advisory council for the counseling program in the past, but 

we realize the importance of having a group to help with decision making and 

planning and are making plans to create this council upon returning to school.  

We have brought information to our Parent Involvement Teams in the past but 

realize a group with the focus for meeting being on the counseling program and 

http://www.arkansased.gov/divisions/learning-services/guide-for-life


its delivery to our students would be beneficial. We are planning to invite parents, 

administrators, students, and community members. 

 

Data Use in Counseling: 

The Warren Middle School counselor uses data to advocate for student success, 

identify student barriers to learning, develop program goals and measure these 

goals’ progress, and determine the effectiveness of the Warren School District 

Comprehensive School Counseling Program.  Data used may include:  

participation/process data which describes the activity planned for the target 

population and how many students are affected, mindsets and behavior data 

which measure progress toward the development of the Mindsets and Behavior 

essentials, and outcome data that shows if the program, lesson, etc. has made an 

impact on students and their academic success. 

 

Goal Action Plans: 

Goal 1: 

By May 2022, the number of Warren Middle School students chronically 

absent will decrease by 3%. 

Middle School Action Steps: 

Data review indicates that the same students are missing over the allowed 4 
absences each 9 weeks.  Students are returning to campus this year for their 
instruction.  We realize that attendance is not just being in the building physically, 
but engagement in learning is essential for student success. 

For those students with a history of chronic absenteeism or those identified as 

missing 5 or more absences in a 9 weeks period, the assistant principal and school 

counselor collaborate to schedule  a Student Intervention Team meeting with the 

parent and/or the student, a teacher, and sometimes the school social worker. 

The counselor sets these meetings up and is involved in each meeting to provide 

feedback and suggestions to increase attendance.  A plan of action is made, which 

may  include counseling sessions with the school counselor for a 4-6 week period.  

The SIT Team will meet again to review progress after one month, and if at the 



end of the counseling time frame, the student’s attendance has not improved, or 

the student reaches the maximum number or 8 absences, a referral will be made 

to the school social worker for assistance.  A FINS may also be filed by the school 

after the maximum number has absences has been abused. 

Goal 2: 

By May 2022, the number of Warren Middle School student discipline referrals 

will decrease by 3% moving from 13% to 10%. 

Middle School Action Steps: 

Students at Warren Middle School are expected to behave appropriately and 

follow an SAR behavior chart in which points can be deducted for inappropriate 

behavior.  Minor offenses will be addressed by the classroom teacher, who will 

use intervention and best practices to correct student misconduct. These offenses 

will not be referred to the office, unless a student fails to change a behavior 

despite teacher interventions/consequences. If a student loses more than 12 

points of SAR, administrative action will occur.   

If student behavior does not change in a few days despite interventions for the 

same offense (same and/or different teachers), then the following consequences 

will occur:  

1st Consequence (can be one or more than one of these strategies) Review of 

vision, RARE goal, review of SOPs, review of RARE Chart, Warning 

2nd Consequence:  Points off SAR 
Teachers will refer to the following site for interventions before making referral to 
noon detention:  https://www.pbisworld.com 
 
3rd consequence:  Noon detention may be assigned using the RTI behavior form - 

Teacher will list at least two interventions tried before issuing noon detention. 

Parent Contact is suggested. 

If the same behavior choices are repeated, student may receive an administrative 

referral.  A SIT Team meeting will be scheduled with the Parent, Student, 

Teacher(s), and the School Counselor where other interventions that may be 

beneficial for the student to correct his/her own behavior will be suggested. A 

Behavior Improvement Plan or a Plan of Action for the Student will also be made.  



A follow-up SIT meeting will occur one month after the initial meeting to review 

progress and revise plan as needed. 

For refusal to complete work that the student is capable of completing, a teacher 

can assign after school detention with a one-day parent notification.  

If the behaviors are repetitive over a course of weeks, the student is assigned 

noon detention twice in a nine week period, the teacher needs to set up a 

parent/student conference to complete a personalized RARE behavior plan. Form 

will be sent by administration separately.  

If the behavior continues after the parent meeting, then an office referral for the 
above mentioned behaviors can be made.  

The counselor will schedule and provide resources and feedback during the SIT 
Behavior meetings. 

Major offenses (including minor offenses which led to administrative 

consequences) will automatically result in disciplinary referral submitted to 

administration. 

 

 

 

 

 

 

 

 

 

 

 



Annual Counselor Activity Calendar 

 

2021-2022 Middle School Counselor Activity Calendar 

August 
● Open house/Orientation (Grades 6-8) 
● Student Schedule Changes 
● Request and send records for new/transfer students 
● Send 504 plans sent from coordinator to teachers 
● Individual and Group counseling 
● Classroom visits: Classroom visits: Unit 1 Second Step 

SEL( Mindsets and Goals – Lessons 1) (G.U.I.D.E.for Life - 
GROWTH) 

January 
● Individual and Group counseling 
● PIT Crew Meeting 
● SIT Meetings 
● Classroom Visits:  Unit 4 Second Step SEL (Managing 

Relationships and Social Conflicts – Lessons 20-22) 
(G.U.I.D.E. for Life – INTERACTION AND EMPATHY) 

● Middle School Kindness Challenge Activities 

September 
● Individual and Group counseling 
● PIT Crew Meeting 
● SIT meetings 
● 504 & IEP annual reviews 
● Classroom visits:  Unit 2 Second Step SEL (Recognizing 

Bullying and Harassment – Lessons 8-10) (G.U.I.D.E. for 
Life – UNDERSTANDING) 

●  

February 
● Classroom Visits: Unit 4 Second Step SEL (Managing 

Relationships and Social Conflicts – Lessons 23-26) 
(G.U.I.D.E. for Life – INTERACTION AND EMPATHY) 

● Continue Middle School Kindness Challenge  activities 
● Parent/Teacher Conferences 
● Individual and Group counseling 
● PIT Crew Meeting 
● SIT Meetings 

October 
● Red Ribbon Week Activities : Door Decorating, Poster 

Contest, Theme Days 
● Classroom Visits: Red Ribbon Week: Anti-Drug, Anti-

Bullying; :  Unit 2 Second Step SEL (Recognizing Bullying 
and Harassment – Lessons 11-13) (G.U.I.D.E. for Life – 
UNDERSTANDING) 

● Parent/Teacher Conferences 
● SIT Meetings 

March 
● Individual and Group counseling 
● PIT Crew Meeting 
● Classroom visits: Unit 1 Second Step SEL( Mindsets and 

Goals – Lessons 2-4) (G.U.I.D.E. for Life - GROWTH) 
● SIT Meetings 

  November 
● Individual and Group counseling 
● PIT Crew Meeting 
● Classroom Visits: Unit 3 Second Step SEL (Thoughts, 

Emotions, and Decisions -  Lessons 14-16) (G.U.I.D.E. for 
Life – DECISIONS) 

● SIT Meetings 
 

April  
● Next Year Course Requests 
● ACT Aspire Summative Testing  
● Individual and Group counseling 
● PIT Crew Meeting 
● Classroom Visits: Classroom visits: Unit 1 Second Step 

SEL( Mindsets and Goals – Lessons 5-7) (G.U.I.D.E. for 
Life - GROWTH)  

●  

December 
● Individual and Group counseling 
● PIT Crew Meeting 
● Classroom Visits: Unit 3 Second Step SEL (Thoughts, 

Emotions, and Decisions -  Lessons 17-19) 
(G.U.I.D.E. for Life DECISIONS) 

● SIT Meetings 

May 
● Transition tour and Orientation for Brunson to Middle 

School 
● 8th to 9th Grade Pre-Registration  
● Individual and Group counseling 
● Title I PIT Crew Meeting - PFE Plan 
● SIT Review meetings 
● Classroom Visits: Goal Setting and Career Awareness 

(G.U.I.D.E. for Life - DECISIONS) 
● IEP Annual Review Conferences 
● LPAC Conferences 



Delivery 

Act 190, The School Counseling Improvement Act, states that a school counselor 

shall spend at least ninety percent (90%) of his/her time each month, on student 

contact days, providing direct and indirect counseling services to students. 

Warren School District counselors engage in a variety of direct and indirect 

student services. Individual and small group counseling are based on student 

needs. Parents, teachers, and staff may also refer a student for counseling 

services. Additionally, support is provided for students with immediate concerns. 

Indirect services are provided on behalf of a student. This may include 

consultation, referrals, or through participation as a contributing member of a 

decision-making team. 

Direct student services include the delivery of the school counseling core 
curriculum. This instructional program is intentional, planned and developed 
based upon the needs of the students. Delivery of core curriculum helps students 
build skills and competencies that are age-appropriate and focused on the 
counselor/school/district mission and vision. Core curriculum addresses academic 
growth, career exploration or development, and social/emotional needs. The 
delivery can be provided in the classroom or by means of interdisciplinary lessons. 
Outside of the classroom, counselors can provide small group support to 
students, focusing on the three components of core curriculum as well.  

Responsive services are direct services that are meant to address students’ 
immediate needs or concerns, and can be initiated by the student, parent, 
teacher, or administration. Responsive services include regularly scheduled 
meetings with students based upon a referral as well as crisis response to support 
a student during an acute crisis or emergency situation.  

Administrative activities include referrals to school, district, or outside sources 
for additional assistance for a specific student need. School counselors consult 
with parents, teachers, educators and community groups to advocate for 
students regarding academic, career or social/emotional needs to increase 
student success in the school setting. Collaboration is used to ensure that all 
stakeholders working with the student have the same understanding of the 
support or program being provided. Counselors can use collaboration in teaming 
environments, committees, or workshops provided to school staff or parents. 

 



The following direct and indirect services are provided at Warren Middle School: 

Middle School Counselor Direct 
Services 

Middle School Counselor Indirect 
Services 

Monthly classroom guidance lessons 
addressing Personal/Social, Academics, and 
Career exploration 

Consultation with parents 
 
 

School wide programs – Second Step SEL, 
Middle School Kindness Challenge, GUIDE for 
Life, Red Ribbon Week 

Consultation with teachers 

Individual counseling Consultation with administrators 

Small Group counseling Consultation with community members 

Crisis counseling - At-risk students, grief, 
suicide, school safety 

Referrals for mental health 

New student orientation for Middle School 
and new students/transition to High School 

Child abuse hotline calls 

Academic advisement to establish goals Parent communication 

Assessment interpretation Contributing member of 504 Team 

Behavior support Contributing member of Student Intervention 
Team (SIT) - RTI 

Attendance support Contributing member of Special Education 
meetings 

Parent meetings Contributing member of building level 
leadership team 

Conflict resolution Collaborates with school social worker 

Suicide prevention Contributing member of LPAC team 

Bullying prevention Contributing member of Parent Involvement 
Team (Facilitator) 

 

 



Middle School Counselor Administrative Activities 

Building eSchool representative for scheduling & grades, TAC, HAC 

Building Parent Involvement Facilitator  

Building Test Coordinator 

 

 

 

 

Individual and Small Group Counseling  

Although counselors work with students when they experience problems, 
counseling must be more than the provision of remediation and crisis 
intervention. Developmental counseling provides students with coping strategies 
before a crisis occurs. This may involve seeing students individually or in groups to 
help them develop skills and use their resources.  

Individual and Small group lessons include but are not limited to: 

● Social Emotional Lessons using the Second Step Curriculum 
● Friendship 
● Grief  
● Divorce 
● Anger Management 
● Study Skills 
● Acceptance of Others and Differences 
● Self Esteem 
● Self-Responsibility 
● Anti-Bullying 
● Empathy for others 
● Career Education 

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. It is important to remember that the group approach is not suited to 
every student or every situation. Students are referred for counseling by: staff, 
teachers, parents, school psychologists, school administrators, peers, or 
themselves. Group approach may have to be modified to comply with CDC and 
ADH Guidelines. 

 

Classroom Lessons 

The school counseling core curriculum addresses academic growth, career 

exploration, and social emotional learning.  This curriculum is intentional, planned 

and developmentally appropriate based on student needs.  Classroom guidance 

lessons do not exceed more than 40 minutes per session and not more than 3 

sessions per day or 10 sessions per week.   

Middle School students receive lessons on a monthly basis, with no more than 3 

sessions per day or 10 sessions per week.  Classroom visits may be pre-recorded 

and made available to students in the Counselor’s Google Classroom and Lincoln 

Learning Buzz Application. Due to COVID 19, certain activities may have to be 

canceled or delivered virtually.    

 

Orientation/Transition Programs 

Middle School - Students leaving grade 8 and going to the high school will be 

provided a tour of the high school by the high school counselor and other staff in 

late April or early May.  During this time, students will be oriented to the rules 

and expectations of being an incoming freshman and will be allowed to enter 

their course requests for 9th grade at this time in their HAC accounts.  Students 

entering the Middle School from 5th grade will also be provided a tour of the 

Middle School and will be brought over by their teachers, along with the Brunson 

principal and counselor.  At this time, the middle school principal and assistant 

will review rules and expectations for these students.  The counselor will share 

information on courses and schedules for the students. Students will be given a 

copy of the 6th grade course request form to be signed by their parent/guardian 



and returned promptly.  An Open House/Orientation is also scheduled before 

school starts in the fall for students to pick up schedules, obtain lockers, get ID 

cards, find their classes, meet their teachers, review rules and expectations, etc. 

For the 2021-2022 school year, open house will be Virtual for 7th and 8th grade 

students and parents and for 6th grade parents only.  Sixth grade students will 

have orientation at the Warren Middle School. 

  

Academic Advisement 

Academic advisement begins in elementary school and continues through high 

school.  The school counselor acts as an advisor at all levels to guide students 

toward developing short-and long-term goals for educational decision making 

including the selection of courses designed to help students prepare for college 

and career plans.   

 

Middle School- Teachers use a google form created by the counselor to refer 

students to the SIT Team for Academic issues, or they may directly refer to the 

counselor. Students and parents both have access to their HAC accounts, and this 

information is available each year during orientation and also upon request 

during the year should the information be lost or forgotten.  The counselor 

discusses with students the importance of doing their best and keeping their 

grades up in order to reach the goal of attending a post-secondary institution to 

earn a degree or certificate in the career of their choice in order to become 

productive members in our global society.  This is achieved through individual, 

group, and classroom guidance lessons. 

 

Bully Prevention 

Comprehensive school counseling programs provide strategies, protocols and 

staff training on recognizing bullying behaviors, responding to bullying, assisting 

students who are being targeted as victims of bullying, and empowering students 

to stand up for students being bullied.   



Students at Warren Middle School receive classroom guidance lessons pertaining 

to bullying prevention and awareness, along with cyberbullying prevention and 

awareness.  These lessons are revisited during individual and group sessions as 

well as reminders for students to always be Upstanders and not Bystanders when 

they witness bullying behaviors.  The focus is to identify bullying behaviors and 

distinguish these from mean and rude behaviors.  The Second Step Curriculum 

will be utilized during the 2021-2022 school year. 

 

Suicide Prevention 

Act 190 states that comprehensive school comprehensive school counseling 

programs have strategies and protocols to identify and help students at risk for 

suicide as well as protocols for responding to death by suicide. 

All Warren District certified staff members receive suicide awareness training on 

the 4 year rotation, which includes identifying risk factors, appropriate response 

to students, and how to make referrals to the school counselor. 

At Middle School, suicide awareness is incorporated into the anti-bullying 

classroom lessons because bullying seems to be a major cause of suicide ideation. 

When students are referred, the counselor uses the Gatekeepers methodology 

and asks the 3 main questions to help in assessing whether or not the student 

may be suicidal:  (1) Where are you going to die by suicide?   (2) When are you 

going to die by suicide?  (3) How are you going to die by suicide?  If they can 

answer one of these questions, I will refer for an evaluation, either mobile or 

advise the parent to take the child immediately to be assessed.  Parent contact is 

always made when a child makes a suicidal gesture, statement, or writes or draws 

somethings that might suggest suicide.  Administration is also notified.  A suicide 

contract is signed and witnessed, and a Parent Notification form is completed and 

signed by the parent.  If the child is referred for evaluation, a referral is also made 

for mental health counseling services.  This is true also if the student is not 

accepted as a suicidal threat but keeps making the same comments or 

statements: a referral to an outside agency is made.  Following up with these 

students is crucial.  Hotline calls will be made for negligence in these cases should 

the parent not want or approve an evaluation or school-based counseling. 



 

Career Planning 

Career Planning is an essential part of the public school educational counseling 

experience. School counselors provide a career planning process for students that 

include career awareness, employment readiness, career information, and/or the 

knowledge and skills necessary to achieve career goals.  

At Middle School, career planning is done at the middle school for 8th grade in 

collaboration with the Career Development teacher, where the students are 

involved in job shadowing an approved host in a career of their choice. Students 

also take the career assessments in the Kuder platform under the direction of the 

Career Development teacher. A Career Expo is sponsored by SEACBEC as well for 

these students.  All 8th grade teachers assist in helping 8th grade students enter 

information into their Student Success Plans at least two times each year.  For 

grades 6 and 7, career lessons are incorporated into classroom visits and 

especially during the lessons on decision-making and goals.  Students also are 

introduced to career topics during individual and group guidance. 

 

Student Success Plans 

All students will begin the creation of their student success plan in grade 8.  All 

8th grade teachers assist their students in entering information into their Student 

Success Plans at least two times each year. 

 

Follow-up with Graduates and Students at Risk of Dropping Out 

High school -Students are provided with after school tutoring services in 

prevention of drop-out rates and extensive skills to prevent drop out due to 

various reasons. The counselors, in collaboration with administrators, will develop 

a system to help prevent school drop-outs. They will conduct exit interviews with 

potential drop-outs and will follow up on each drop-out.  

 



 

Assess 
 

Analyzing the school data will help counselors develop more focused 
programming, more effective interventions, and a more responsive school 
counseling program.  

The Middle School Counseling Plan will be posted to the school website for all 
stakeholders to view.   

The Annual Reflection Rubric and data collected in areas of goals will be used to 
reflect on the 2021-2022 plan.   

 

 

 

 

 

 


