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FOREWORD

Guidance is essential in any sound educational program. While
guidance responsibilities are shared by the home, school and com-
munity, the school has a major responsibility for providing adequate
guidance services for all its pupils.

To develop a good program of guidance services, all school person-
nel should have a basic understanding of guidance and of the role of
?Ounseling In a guidance program. Those responsible for administer-
ng the program should acquaint themselves with the techniques and

PIOG.edureg for developing and improving a program of guidance
Services,

It is hoped that the suggestions contained in this bulletin for
£s ok . 5 . . . :
Siabhshmg and improving guidance services will be of assistance to
School personne] throughout the State.

HArrY M. SPARKS
Superintendent of Public Instruction
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SECTION 1
NATURE AND MEANING OF GUIDANCE

The goal of guidance in the school is consistent with the goal
of education ; namely, the development of mature, productive, self-
reliant and happy people. That an effective program of cuidance
services is indispensable to the achievement of the goals of educa-
tion is a basic point of view contained in this bulletin.

Educators, parents, and other lay people are solidly united in
d common recognition of the need to provide a means for boys and
girls to systematically acquire assistance in dealing with persistent
problems that oceur with orowing up. There is also a growing
feeling that provision should be made in the curriculum for students
0 have contact with a person who has responsibility and time for
assisting them in all aspects of their development. Out of these
concerns the inclusion of guidance activities, under the professional
leadership of specialized personnel, is becoming recognized as a
l€eessary phase of an adequate school. The following statements
Strongly support this belief :
Yet it would not be too much to say that on the success or failure

Of_ our guidance program hangs, in all probability, the success or
failure of our system of public education.—James B. Conant?

To 'C}Chieve these things (the objectives of the schools) for
EVery child, the schools must have an effective program of guidance
and Counseling in preparation for the world of work.2

The rat; : S
o ?1“ rationale for a well planned program of guidance activities
S (erlyec . ; e

ved from the following principles, namely :

L tha_t individuals are different from one another as to capabilities,
Aptitudes, interests, needs, and desires.

that the school has the obligation to provide for all pupils re-
gardless of their social or economic status.

2.

th i : : :
at guidance is g continuous process that every experience

an Individual has influences, to a degree, his perception in solv-
Ing problems,

\\—\_\—

Harvérl\éI'Uic.’thm{Y and B. A. Roens, Guidance of American Youth,
IVersity Press, Cambridge, Mass., 1950, Foreword.

A Report ¢
1 0 the President—T ; . =
Erence on Education, April, }11535((50mm1ttee for the White House Con

9




4. that guidance does not propose to prescribe solutions, but, rather themsel
tries to assist individuals to arrive more intelligently at safis

factory solutions. hility fc

ments, t

Too often the meaning of guidance is limited to certain servies  instruet
or to fragments of a guidance program rather than a progmmd  needs ¢

|
{
: activities designed to accomplish desired results. Some of the usul _flUil‘edT
misinterpretations are that “guidance” is synonymous with ‘ol lllﬂtl'ufif
{ teaching”, “a testing program”, “cumulative records”, “couns! 371‘1}0“0
I ing”, “remedial teaching”, “grouping for instruction”, “identifyiiy  their n
and working with the maladusted”, “providing for exceptional chl: Gn
; | dren”, “vocational guidance” or “advice and direetion.” but aid
The nebulous “everything that is good is guidance” defies et lel?o}“lp‘
: i tive administration, supervision and evaluation. 'ﬂmd'ﬁn
i a pupil
‘ that o1
! . ; Focus and Purpose Progra;
The focus of guidance is upon the individual. As stated I eqep P
[ Mathewson : ﬁ"f].\"ll
“The purpose of guidance is to improve the capabi]ity. of e
individual to understand self and environment and to deal with Se.lf' that
situational relations for greater personal satisfaction and sl ates fr
i usefulness in the light of social and moral values.”! : directiy
| | i “. . . the systematic, professional process of helping the " while
dividual through educative and interpretive procedures 0 .gama‘ A
better understanding of his own characteristics and potentialities anﬂ- kinder.
to relate himself more satisfactorily to social requirements and OF = ‘\'elf
portunities in accord with social and moral values.” child
Thus one may think of guidance in a school as “a progrt S vocatic
| activities designed to provide the information and skills hoys “}1 The er
girls need to make wise decisions, to make personal and 500;; norma
adjustments, and to improve their planning”, or, “all .thos(’ qp(’zw ; Tl
activities aimed directly at giving systematic aid to 1)1111}18 afuum i5 forc
: educational levels in solving their educational, oceupational L
social, and personal problems.” _ i he
Although guidance services are a part of the curmcu}um‘] 1‘]'1‘:" ?ﬁl
are not synonymous or coterminous with instruction. 'loh(‘“qli;] wi
the distinction between guidance and instruction it may (.’{qm an
that those activities which are intended to help pupils underst ;—Ii?a;
it tuck
1 Mathewson, R. H., Guidance Policy and Practice. New York: n 1 Ptmllé
and Rowe, Publishers, 1962, p. 134. Yor}
2 Ibid., p. 141.
10




ns, but, el | themselves to better interpret their environments, to make adjust-
ently at s | ponis 0 set certain goals, to develop systems and to accept responsi-

hility for behavior come under the category of guidance, rather than
ctain sl instruction. Cuidance activities are designed to meet adjustmental
y programdt  needs of individuals apart from the understanding and skills ac-
» of thewsl  quired through the instructional program.? While not a part Bt e
s with ‘oul  instruetional program, euidance services aid the school in its in-
s7 “comsk  structional program through improved i okl
“identifyne. their needs.

s i N a s = -
eptional it Guidance services do not recruit for any phase of education
N 5 SN . . n
L but aid individuals to make choices on the basis of broader self-
* defies effet knowledge and opportunities. The implications given to the term

‘guidance that infers directing or taking over the management of
apupil’s life or making decisions for him is contrary to the concept
that guidance is proffered assistance, not imposed direction. The
program of guidance services is mainly concerned with enabling
Ofwh pupil to better understand himself and to utilize more effec-
fively his assets and opportunities. The wultimate goal of guidance 18
ability of self-direction on the part of the individual pupil. It is now recognized
jeal withsel: that from the time a child enters the elementary school until he gradu-
n and S8 ates from high school he needs help in acquiring capacity for self-

direct; : B :
: - ?Ctlon and in maintaining satisfactory progress toward worth-
ping the I while goals.
res o gain?

Ag stated Iy

-ntialities &t kindiwp1:‘.)531"(‘-‘“ ﬁf- ouidance services at all levels of ﬂle.sehool‘—
ents and o “_(;H”:?;n or primary through secondary—serves the typical child
ehild ll;»‘]é;f ﬁ.\'l):("a]. G‘mdan(-(f, sm:vu-e.fz pointed toward thf} atypical

f glect the ““normal’’ child in his need for educational and

D :
, progranl Yotations = : : ]
al planning as well as his personal and social adjustments.

' o gl \
11s boys & The emphasig ; . ; :
| and S8 nopp ]Dha“S m guidance services should be essentially to promote
¢ b OTM £ : )
al development rather than corrective.

o gpetil
those Spe¢ The ad: ; ;
adjustment of the individual, as a major goal of guidance,

: L .

ilg at var! 1§ forcef

ully e . :

:onal, healt ¥ emphasized in the following statement:

?;hge iig;df:\;co and educative process should be centered upon

senlum, t DUrposety] 11: uals to bec_ome increasingly capable of creative and

Mo clari] that form th lf}fg I]i the interplay of internal and external factors

il Who e 1e1d. of every individual situation, only the person

Ay h(’S] and f erstands himself in relation to environmental conditions
; underst® \_(E:isian plan and act effectively.1

8 Kearne

¢ ¥y Camphel : : ;

1. Harpé tue pbell and Curtis Pt @ i i 2 -
sork: HB ky School Tt 1o e 11915;?7;33, : gmc.(mce in the Schools”, Ken

1 R H M
: . Math, ; :
YOrk, 1949?;.8%%’, Guidance Policy and Practice, Harper Brothers, New

help

il
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The duties and responsibilities of personnel are set forth in fle
section on ‘‘Organization and Administration of Guidance Services
Suffice it to say here that an effective program of guidance servi
s a cooperative enterprise that involves administrator, teachers, oo
selors, and other staff. This presumes that the three following cond:
tions are present :

s
2.

well thought out procedures for carrying out guidance activities

responsibilities of each member of the “guidance team” havt
been clearly defined, and

established procedures for integrating new faculty info fe
guidance services program,

Basic Principles Underlying Guidance Services

The following are some principles that are basic to & sound
program of guidance services:

1

The program of guidance services should be smooth
grated with other aspects of the school curriculum th
as an essential, normal activity instead of some isolated appe
of the total program of the school.

Guidance services, as all other phases of the curiculum, should
receive careful scrutiny in order to determine their adequacy
for meeting the neds of the total school population. :
Schools should provide guidance services for each pupil fit”
the time the child enters school until he leaves. , :
Guidance services should assist all pupils in their adjusimel
when needed. E
Individuals may require special help in understanding the
selves and their situations.

A sound program evolves from the cooperative pla
entire school staff. A program that is arbitrarily intr
a school is severely handicappel from the beginnl'nf.;'
The principal should be the key person in the init;
development of guidance services in a given schoo
mately responsible for its effectiveness. el
Counselors should be assigned duties that most 'Effecir &
utilize their specialized training. Assignments that lmpaﬁvites
lationships with pupils or consume their time with fcskiﬂﬁ-
of a non-professonal nature represent a waste of valuable o
Community resources should be identified and drawi up
strengthen guidance services. jance 5
In-service training of teachers in the area 'Of g‘-” chorl
essential to the imporvement of guidance services in 8
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oduced into

iation aqd

Iy mté:

at it is accepte!
ndagé

12

], Heisultr ¢

P

As
could b
of the a
fion,
assign 1
tion ser
level of
anee pr
gram v
the staf

A
may he
haphaz:
advant;

L.




th in the
serviees.”
e Services
ors, Coul-
ng condi

activities.
im” have

into the

a sound

n, should
adequacy

ipil from
ustments
g them

1g of the
jced int0

tion and

2 is ulfi- ¢

fectively
pair e
qctivites
le sleS

upon 10

jance 5
y schotl

Iy inte
1cﬂepted
_aendﬂge

Planned Program of Guidance vs. Incidental Guidance

A school may have many guidance activities and yet lack what
could be described as a comprehensive guidance program. Some
of the activities are not effective for lack of planning and coordina-
tion. For instance, inadequate provisions for counseling, failure to
assien responsibilities for leadership, and lack of planned evalua-
tion seriously limit the effectiveness of guidance activities. The
level of professional preparation of staff members delimits the ouid-
ance program, but even small schools should work toward a pro-
gram which is attainable and consistent with the competencies of
the staff,

A distinetion should be clearly made between guidance that
may be offered in a school on a planned basis as opposed to a
haphazard, incidental, spontaneous manner. Miller summarizes the
alvantages of an organized guidance program as follows:

I An_organized guidance program enables staff members to spend
their time more effectively in guiding students. Information
about students is gathered and organized in a scientific manner.
Teachers are given professional help in fulfilling their guidance
responsibilities. Lines of communication between staff members

are kept open. Overlapping of services is reduced, if not
eliminated.

An organized guidance program helps the student receive an
adequate balance of guidance services. For example, in a school
E’gletl‘etno organized guidance program exists, students might
- 825 t%d quite extensively, yet rcfzceive little or no c_ounseling.
= nother sqhool a great d_eal of time might be spent in gathe'r—

g Information about pupils and little or no time spent in dis-

séminating this information. More will be said about this point
later in the chapter.

I : ;

aI‘l)va‘li'roperly organized guidance program, staff members are

ticiali‘Of t_he advantages accruing to them through their par-
pallon in the program, are quite likely to think of them-

sel :
; Vves a_S_part of a team, and are willing to engage in planning
Or additional services.1

Ineiq :
ental o e . 5 5 .
e g _Mlldmlco lacks the planing and coordination basie to
5 C SSe

sential element to the total school curriculum.

T
i [he guidance-sery
Strator g overe

eIn

lce concept makes it possible for the admin-
ome the “‘hio ) e . orean
me the “‘bugaboo’’ of guidance responsibility by

1 Mille

ra F'
Char rank 1\15

les Merril] B Guidance Principles and Services. Columbus:

ooks, Inc., 1961, pp, 51-52.

13




placing the emphasis on the activities to be performed, followed by
a competent staff to perform the activities.

Costs of guidance services may be calculated on the basis of
salaries and related expenses. But against these costs must be placed
the social costs of maladjustments, frustrations, unrealistic planning
and wasted manpower if adequate guidance services are not providel

The following chapter treats the organization and administration
ot guidance services. It also includes the functions of personnel who
participate.

14
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followed by

he basis of | SECTION 2

st be placed

ic planning ORGANIZATION AND ADMINISTRATION OF

ot provided GUIDANCE SERVICES

ninistration Every worthy undertaking, if it is to be carried forward effec-
psonnel Who twely, requires a scheme of operation. Usually one of the first things

aleader does is to develop a plan whereby steps may be taken toward
an objective. If the leadership operates in terms of democratic prin-
tples, such plans are developed in cooperation with other persons
mvolved. The result is an organization during which and within
which persons operate in discharging their various responsibilities and
tontributions to the enterprise.l

“PLANNING THE PROGRAM” &
Guida i :
iestiya] nee, like many other aspects of education, cannot function )

|
3SSllmpti§;1 T}lld Et(}equately when left to mere chance based on the I |
at “everybody does it.”” Incidental guidance is as in- e ‘

! Henr
v J.
Appleton_g tt% Elementary School Organiation and Administration, B ;‘
entury-Crofts Company, Inc., New York. 1% |

15




adequate as accidental education. Lack of organization in guidanee
services results in omission of important aspects, overlapping ac-
tivities, duplication of effort, and general confusion among the staif
members. Because of the extent of the services included, and the
wide variety of persons involved, it is essential that there be a well
planned and effectively implemented organization of the program
of guidance services.

Many schools in Kentucky do mot have adequate programs of
guidance services. Those schools offering limited guidance serviees
to some pupils can scarcely be said to have a guidance program. Anj
school, regardless of size, can have an organized program of guidang
services if there is a sincere effort on the part of the principal o
faculty to develop such a program.

Before an attmept is made to organize a program of guidfmﬁt‘
services within a school, it is essential that certain basic pl‘ill('il')]es
of school organization be considered as it relates to the establish-
ment of any school service including the guidance services.!

1. Any service, whether new or old, meeds the acceptance and
leadership of the school administrator.

2. The success of a service depends upon a state of readiness o
the school staff to accept, contribute to, and utilize the service.

3. The objectives of any service have to be clearly defined.
The development of a service has to evolve from existing serv-
ices and be adapted to the unique circumstances inherent in any
given school setting.

5. A service has to be developed in harmony with the toat
tional program of the school.

| edued

. e 10) of
Humphreys and Traxler? set forth seven guiding princi o
m

5 : 3 } : : . T
organization of guidance services, expressed in the fo
suggested course of action:

e quidonc®

1. Prepare a clear-cut statement of the objectives of thto ccoutt

services program. These objectives should take In ol
the characteristics and needs of the student body. They educe”
be in line with or consistent with the objectives of the
tional institution as a whole.

2. Determine precisely the functions of the guidance $
gram—that is, what the program shall do for the s

ervices PI”
tudents:

Tgﬂ”
1 Edward C. Roeber, Glenn E. Smith, and Clifford E. Erlcksmﬁll Book

zation and Administration of Guidance Services, McGraw-
Company, Inc., New York. . Ser

2 J. Anthony Humphreys and Arthur E. Traxler, Guidance
Science Research Associates, Inc., Chicago.

UiCesv
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3. Assign specific duties to the persommel who are to participate
in the guidance services program. Allocate tasks to individual
staff members on the basis of their individual qualifications for
the work. Give them definite responsibilities for performing
these tasks.

4, Give each staff member assigned to a task in guidance services
the authority commensurate with his responsibility.

5. Define clearly the working relationships (a) among the staff
members who are responsible for guidance services and (b)
betwee@ these staff members and others in the institution.
Recogmze that some staff members will work directly and full-
fmm.e in the field of guidance services; and still others will work
indirectly and during a small share of their total work time.

6. S:t up C:, form or organization that is best adapted to the in-
stitution’s purposes, characteristics, personnel, size and financial
resources.

goesiglthe plan of organization and its operations as simple as
e.

Planning the Guidance Program

A guidance pr
cwrielh dd'llL(J program must be carefully planned if it is to be
d WCyie 4
d out m the most efficient manner.

TR
Sﬂhoglhivﬁ:-l(]-c?:lif TGSIIOITSib]G{f-Or the e?dueatio_nal program in the
s totalrpdﬁc.llt-emli oyed. Since gul(.lan.ce is an integral part
in developine anc; ‘_1‘?11&‘ program th(j principal is the key person
e failll‘(\ : )ll)ll)pllo‘vmg ‘rh(j g'uldall(:,(é program. Much of its
secure the f“ll‘fhuqi;itc‘n( s upon his o(h.watmna] leadership. He must

siastic support of his staff and community. He

must he ;
able stify s

S to justify the additional costs, teacher time, equip-
1t and supplies, : ; -

Orientqt;
A O .
" of the Faculty to Guidance—One of the most important

steps iy

1 und i :

o inueerfakmlg a guidance program in the school is to help
‘ ‘rease their e . :

ndergt eir understanding of guidance. Whether this

the Dl’og?;]:;linl; the hrgt step in planning the program or putting
It ik G 'ODe ‘ation depends upon the method of planning.
if they are ex,pezz\ef;il"'that teachers acquire this understanding early
Drogran, Ol'i(‘.ntat}iog df‘r]@el?f &11.(1 take an active part in the guidance
4, methods, ang o should include information about guidance
Services, e (I:ajture of and need for a program of guidance
Drobably more {J émdance ]};’Lve frequently pointed out that

attempts to organize guidance programs have failed
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because teachers have not been carefully informed of the purposes of
the work than any other single cause.

The principal may use any one of several methods in developing
with his staff an understanding of guidance. One school used the
following method with a great deal of success:

1. The faculty selected guidance to study as the professional prob-
lem for the school year.

2. Faculty meetings for professional improvement focused around
guidance.

3. Each faculty member did some thinking and reading on his
own (the school made available to each teacher a well-selected
bibliography of important aspects of guidance.)

4. One or more members of the faculty was responsible for .a
topic at each faculty meeting. A group discussion of the topit
followed.

5. The basic information from each meeting was pooled and _imer-
preted as a background for planning and developing a guidince
program for the school.

Since the principal of the school has the responsibility for pla-
ning the guidance program he may do the planning himself, delegate
the responsibility to some other person on his staff, such as the
counselor, or give this responsibility to a faculty guidance comnnttee:
The majority of principals who have developed guidance 1)1-9g1*an1>
favor the latter method. If this method is to be used in planning tge
guidance program, the following steps and activities are suggestél:

1. Appoint a faculty guidance comittee.

a. Duties of the committee to be: s
(1) to explore and suggest tentative plans of organizatioh

: informed
(2) to keep the faculty members and other groups infor
and work in close harmony with them.

idance
(3) to suggest plans for long term development of gul
services. !
b. The committee should not be large, but should: e

(1) include representatives from different units of
school.
(2) represent a variety of interests.
(3) have administrative representation.
(4) use consultative services.
2. Designate some person such as the counselor to ser
mittee chairman.

3. Encourage and enlist faculty cooperation in planning t
gram. This may be done in a variety of ways.
a. Establish such committees to study various aspe
program.

ve as cont=

he pfﬂ‘

cts of the
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b. Use 4 stifvey blank to obtaifi expressions of faculty interest,
desire to participate, questions and suggestions.
c. Arrange to have faculty discussions of problems related to

organizing the program.
d. Enlist the aid of the faculty in conducting surveys and

studies needed for organizing the program.

4, Survey and evaluate the present status of guidance services.
5. Survey the resources available in the school and community
which would be needed in developing an effective program.

6. Study good guidance programs in other schools.

7. Develop a proposed plan for the guidance program and take
steps for implementing plan as soon as possible.

8. Use consultants from State Department and colleges and uni-
versities.

Organizing the Guidance Program

A plan or pattern of organization is essential to the effective
functioning of guidance services. No one plan is adaptable to all
Sghools. In few instances will the pattern from one school fit another
without modification. Tt is, therefore, important that the program
be QFganized in terms of services that will meet the needs of the
Puplls enrolled in the sechool and in terms of available personnel
Who_can perform the needed services. There are five basic guidance
*etvices that should make up the guidance program. These are
shown in the following chart.

PROGRAM OF
s GUIDANCE SERVICES

Individual
Inventory Information Counseling Placement Follow-up
St Service Service Service Service
Pl
pm::;‘ed Planned Planned Planned Planned

and‘"es Procedures Procedures Procedures Procedures
Aetiotic il and and and

_L S Activities Activities Activities Activities
. | EiE
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Begimning the Guidance Pr ogram — The program of guidance sy
ices may be started by selecting certain services and techniques for
special consideration and development. It is generally desirable o

|
develop a modest guidance program involving all of the guidane

services even though some of the services may be provided only oné
limited basis. It is usually best to first place emphasis on develop-
ment of services instead of upon technique. Some of the services
techniques are given below. Attention may be centered upon:

establishing a basic testing program.

developing a good cumulative record system.

learning more about pupils and understanding inventory dat
providing factual information about occupational cpportunitiés
developing an occupational file or section in the library.
developing procedures for orientation of new pupils.

providing counseling interviews even though the activity me/
not be so extensive as might be desired.,

developing better home and school cooperation. :
] ; S ; n
discovering and assisting those pupils who appear to bel
greatest need of immediate assistance for various reasons.
i > ; : 8
10. modifying school curriculum and requirements in accordan
with determined needs of pupils and the community.

L O OTE P CORR DR

€0

Roles of Personnel in the Guidance Pr ogram — An effective organ
tion of guidance services requires that the personnel have & clear
understanding of their duties and responsibilities. This does ot
imply that duties of similar positions will be the same in all instant®
nor does it imply that all staff members will not share in the Tesp
sibilities. It is necessary, however, that there be a designation ¢
duties. Some of these are dl.scussed here.

School Administrator — The school administrator is the re'spouslb1
head of the school or school system. As such, he will provide adm]ﬂril;
trative leadership for the guidance program. The following art 80
of his duties and responsibilities :

of
n areness
1. Create among staff members and community an aw

the need for guidance services.

tely the
2. Budget a sufficient amount of funds to support adequa
program. ipility
1
3. Delegate to a qualified person or persons the rESponzlevelopiﬂg

providing leadership, supervision, and direction 1
and coordinating the services.

20

t :

o

(Counse
tics, tre
other 1
be one
for ea
may he
Found.
met, ']
virtue

L



nidance ser-
chniques for
desirable to

he guidance |

ed only oné
on develop:
services and

Lpon :

rentory data
pportunities
rary.

S.

yetivity mey

v to be I
25008,

accordancé
y.

e organis:
ave & clear
s does ot
11 instanets
the respol
gnation of

responsibl
Je admins
g are some

yareness of
quately 2

sibility
developiné

Provide for physical facilities, materials, and clerical services
essential to an effective guidance program.

Provide adequate time, staff, and aid in arranging a satisfactory
schedule for carrying out the services of the guidance program.

Counselor — Counselors, properly qualified by personal characteris-
fies, fraining, and experience are essential in providing counseling and
other important guidance services. A desirable ratio would, perhaps,
be one counselor for each 300 pupils in high sehool or one counselor
for each 800 in elementary school. A ‘“‘Guidance Counselor Unit’’
may be approved for the elementary or secondary school under the
Foundation Program, if certification and program requirements are
m.et. The counselor has responsibilities in a school that are his by
virtue of his special skills and position. Some of these are:

1l

: Participating in develo

: :upervising the administr

Coordinating the guidance program within the school under the
direction of the principal and faculty guidance committee, and
pl?rfOl‘ming a liaison function between the school and commu-
nity counseling resources and facilitating their use by teachers
and pupils,

Counseling with pupils on matters of self-understanding, long
fange educational and vocational plans, secondary school pro-
gram planning, academic achievement, post-high school educa-
tional and vocational opportunities and placement, social and
I};ielr_ional development. This is the counselor’s major responsi-
ility.

Plfoviding for and participating in group guidance programs
With emphasis on orientation, effective study methods, educa-

tional and vocational planning, personal and social development,
and group leadership.

f\StSlSting_ tea}zhers in developing guidance units, obtaining and
nterpreting information about pupils, appropriate use of cumu-

lati S : ; : x
: ve rfecords, providing guidance aids, materials and services
Or pupils.

Orfsilsgpg' = plOVl.dmg and interpreting to parents, information
your? vidual pupil’s strengths and limitations and problems of
§ beople. Encouraging, when necessary, parental partici-

pation j_n CaSe COnfer :
renc 2
opment. es related to pupil growth and devel

Su ervisi 5
Pervising the formulation and maintenance of a cumulative
Tecord system,

Sham, ping a group standardized testing pro-

R ation of standardized group tests.
aring in the developm

ent and maintenance of informational
Tesources related to sum

mer school, job and vocational explora-
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tions, summer and part-time employment, post-high school edt-
cational opportunities and post-high school employment,

10. Knowing the community, its resources, placement opportunitie,
and expectations.

Teacher — Although specific functions of the guidance progran
should be assigned to the guidance staff, every teacher may, aul
should, contribute extensively to the program. The contributios
made by the teacher as well as services rendered by counselors ai
important factors in determining the effectiveness of the guidane
program.

It is desirable that all teachers have basic training in guidane
and that they possess an understanding of the nature of the progran
of guidance services as it relates to the work of the teachers. Teachers,
like other contributors to the guidance program, should be encour:
aged and should desire to assist to the maximum limits of their abil
ties, but they should not be expected or urged to assume unreasonﬂible
responsibilities for which they may not be qualified. The follovi%
are some of the duties and responsibilities generally suggested {07
teachers:

e e

1. contribute to the individual inventory and assist in keeping!
up to date. A

R ¢

2. use the individual inventory in obtaining a thorough knﬁfvélreriﬁg

of every pupil in his group as an aid in teaghiqg,_ in co il
with parents, and in assisting pupils through individual co

: . i ob-
3. within the limits of his competence, assist pupils having Pr
lems.

4. be alert to observe the need for special help a-nd. re?ertpgpl
counselors when the need for such assistance is indicatec.

: : gl
5. provide group activities which will contribute to Qesué}bl;‘ugm
sonal adjustment and wholesome social relationships O

- diyidud)
6. demonstrate a genuine interest in each person as an “_1d;:]”£zn
by attempting to create an educational and social eanle indi
which is in harmony with the nature and needs of
vidual.

e eem {0
7. confer with the counselor in regard to individuals who §
have special problems. o
: G5 HiQ in impo
8. cooperate with counselors and others by aSSlStmgtmorientaﬁO”'

aspects of the guidance program such as placemen
information, follow-up and evaluation.

o the gujdaﬂce

9. cooperate in various group activities relating t
program.
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10. utilize opportunities presented by the classroom activities, co-
curricular activities, clubs, and individual and group contacts in
providing services.

Other Persomnel — The librarian is in a unique position to make
available a wealth of informational materials to pupils and teachers.
She can aid materially by cooperating with counselors and teachers in
obtaining and disseminating educational and occupational informa-
tion, and information helpful in personal adjustments and social
relationships.

Personnel operating out of the central office that may, and do,
tonfribute to the guidance program of the school are the Supervisor
of Instruction, Director of Pupil Personnel and Visiting Teacher.

Coordination of Guidance Services at the School District Level

Guidance services should be coordinated at the school distriet
level. Most sehool districts do not have available, or cannot justify
employing a trained person to ecarry out this function. The function
nay, 110\\'0\'@1', be performed by a school district guidance commit-
tee appointed by the superintendent.

1 Reprc.sentatives from the various groups should be selected but
};:m@b(z‘lsmlttee must not be too large, perhaps not more than ten

rl‘h Y r 2\ 3 1 1
?-Chalt below shows suggested committee organization and
tomposition,

School District Guidance Committee

Superintendent

[

I l |

3 Di
Supervisor RieCtor o Teacher Librarian
Pupil Personnel

Counselor

J
Some Sugg
1l

ested activities of the committee are the:

d
: dEVelopment of a sound common philosophy of guidance
- Gevelopment of 1on

+ development ap
school district
development g
School distriet

g range and specific guidance objectives
d administration of cumulative record system for

nd administration of basic testing program for
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o. development of procedure for orientation of new pupils

6. development of better home and school cooperation

7. develpment of procedures for discovering and assisting thos
pupils who appear to be in greatest need of immediate assistance

8. development of procedures for determining needs of pupils and
community, and participate in curricular revision aimed a
meeting these needs

9. development of a proper referral system
10. development of continuous evaluation techniques.

The following chapters treat the basic guidance services aud
evaluation of a program of guidance services.
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SECTION 3
INDIVIDUAL INVENTORY SERVICE

The Individual Inventory or Pupil Records service is a process of
collecting, recording, collating, and utilizing information concerning
all pupils. This service is essential to pupil planning as well as to the
planning of teachers, counselors, and administrators in their efforts
© provide an environment conducive to optimum pupil growth. In
referring to the cumulative record, Strang says:

A true and useful picture of a pupil’'s development can be
obtained from a study of his growth along many lines over a period
of years. This kind of record is called a cumulative record. It shows
t%‘ends in the child’s school work, interests, personality, home condi-
tions, recreation and the like.

,Pu])i]s need to understand themselves in order to properly chart
their educational and vocational development and their daily living
tO\\:ard effective use of personal resources. Pupils are entitled to
assistance from the school in this important area of development.

Tlle education of pupils is complex at best and educators can
funetion more effectively when they have an abundance of information
about the pupils they are to educate.

- r(l;éliﬂg('\mil]:rf}l areas of i'nfornm‘rion needed for the optimum educa-
> Individual pupil are:

Identifying Data

Health and Physical Development
Social Environment

Home Background

Achievement

Aptitudes ang Disabilities

Interest ang Aversions

. Personal and Social Adjustment
Educational—Vocational-Life Goals.
Wentifying patg _
Dame, address, birth
Mmber, whey, enroll
Heq

Identifying data should include data such as
date, parents’ names and addresses, telephone
ed, previous schools attended, ete.

th and Phyer
(eve]ol)m’;ltl hysieal Development — records of health and physiecal
1t should contain an up-to-date report of physical examin-
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ations, immunizations, physical impairments and weaknesses, periodic
measurement of height and weight, and any other pertinent informa
tion concerning the physical development of the individual pui
which might be helpful to sechool personnel. l

Social Environment — Social environment is very important to the
education of the pupil. It is helpful to know the kind of social e
vironment the pupil has in his neighborhood, who his friends are i
school, what type of extra-curricular activities he engages in at school
and in his free time at home.

Home Background — This is closely associated with the soeial enyiron-
ment away from school. Insight to the pupils’ behavior and attitndes
may come from knowing the relationship of the pupil at home to his
parents, brothers, sisters, and general economic conditions in fe
home. What kind of attitudes toward education, discipline, honesiy:
responsibility, life-coals prevail in the home?

Achievement records — Achievement records from pre-sehool t0 post
high school, should be maintained. Not only subject grades for el
marking period, but standardized achievement test scores, Pl“"‘emmlE
test scores, academic awards, and rank in class should be a part o
the achievement record.

Aptitudes and Disabilitics — Records of these are important it that

they point out areas in which the pupil has abilities or does not ]lil‘:?
abilities. It will also show where the pupil has average ability and U
is important too.

ts can I¢
nee cou
t or d]q
his par-
assroor!
in fhe

Interests and Awersions — Information related to intell’cS
ver yimportant to the class room teacher as well as the guida
selor and administrator. If a pupil has a particular interes
interest in a particular thing the teacher may be able to use t
ticular interest to stimulate the pupil to participate in c
activities and broaden his interest as well as perform betier

subject matter work of the classroom.

5 5 5 : nts infli-
Personal and Social Adjustment — These xinds of adjustme

ence the learning of all students. This is an extremely di‘ffl(m]t m(;f‘i
in which to obtain any objective data regarding the individual pugrL
However, the subjective comments of counselors and teacher
usunally better than no data at all in this area.

2 ersol
Educational-Vocational Life Goals — should convey to SC}thf)l Ii)n i
ain

nel, to some extent, a general level the pupil hopes to ab
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Iln this category of data should appear such items as a tentative voca-
tional ehoice by the pupil, stated level of educational achievement (16
vear old dropout, high school graduate, college graduate, trade school
gl'adllate, apprenticeship program) and a four-year plan sheet which
lists the courses which the high school pupil has taken or proposes to
take to help him achieve his life goals.

B'efore this data is collected the school should determine exactly
w.hat information that particular school wants concerning the indi-
\’lidl?al pupil and what information will actually be used by the ad-
mmistrators, counselors and teachers of that school.

Securing Pupil Data

Vari - : 2
i ar f1ous tools and techniques may be used in securing and assem-
o ]u o 5 . . - .
i lb 01111ﬂt1.011 about pupils. A brief diseussion of some of these
0ls and techniques follows

Interyie

W —A T o . i 4 3

e A record should be kept of each significant interview.
ong the common items to record are:

dat

cusgegf ’;h?i contact, reasons for the interview, nature of problem dis-

o 1:e 2 d_Plan of action. Many interviews with the school coun-
garding personal problems, will be of a confidential nature

and the counselor wi :
thess T will have to restrict the access to the record of

Aneed
otal Recor
ecords — Anecdotal records -are descriptive accounts of

episodes or :

0? Sugﬁ“iz;igz;ltlrr?ees in the daily life of the pupil. The recording
i Datternsrwhs S e'ds light on a pupil’s personality traits or behav-
R 3171 viewed over a period of time. Anecdotal records
o mttcrnglll Tflﬁ poorer incidents .of a child’s behavior but also the
Dher eomn; -Cmq es‘e should be concisely written and free from opin-
i itself/ A ?(l)le to be made they should be separated from the
e, ;=0nm?00d anecdotal record should contain three parts:
i e be’ d: ent's, recommended action. As these are written

ropped into the folder of the student.

The Autobioar
I any Sehi)o(;r{) aﬁ,,y — The autobiography is a tool which can be used
the a“tObiOgr.aphiny times Englis.h teachers cooperate in obtaining
Taries il % recesc of pupils. Significance of the autobiography
pupil. Mot o'jy a‘nd the freedom of expression exercised by the
%2taphy, there is d;’le:el‘al outline as a guide in writing the autobi-
o 0utling gleg 1ger tha.t 31gn.1flcant information may be omitted ;
Provides uniformity. However, if an outline is used,
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1t should be flexible enough for the pupil to include information which
he believes is important. The Appendix contains an outline for
autobiography.

The Health Record — The health record used in Kentueky schook,
complete and accurate, should be inserted in the cumulative folderof
the pupil. To have a satisfactory health picture of the child, the health
record must be kept up to date.

Sociogram — One of the more profitable techniques for determining
the relationship and interrelationship of the group is the sociogram.
The sociogram is an important measuring instrument for analyzmg
the inter-personal relationships in a group. It may be eonstructed
show to some extent, the social structure of a oroup as OXPN‘SSf“d by
the group members themselves. The value of the sociogram lies i ﬂlF’
fact that it allows the teacher to analyze more effectively and intell:
gently the status of each member within a eroup and to take steps @
improve any undesirable situations. The sociogram will show wht
the class structure is, at the time, but will not tell why. Why a Sfﬂ-
dent is chosen or rejected can be determined only by interviews wih
the pupils.

Siec ‘e class leaders,
Sociograms can be used by teachers to determine class lcd(H
s 0 ; 0 0 3 - op fha
rejects, and isolates. If used periodically they may show change
takes place in the class structure.

! s : i Sy eeone
Sociograms are very useful in the elementary grades but b

4 ? k5 g J Lfals 1y (l(l ){“It-
more complicated and less useful by the time pupils reach tht’f llq
. < i i ron ¢
mentalized upper grades. At best the information ob‘ra.m_ed
: : ; = me.
soclogram is useful and valid only for a short period of tiI

Rating Scales — The rating scale has been developed for use "m”;i“r
in two fields, namely, the personality and occupational. TDC hftm
type of rating scale secures information about the person }-)Pm-g,-]d, liu
in such a way as to objectify the rater’s observations. Ob,]ectl"fft.“',u“
the areas of personality and occupational choice is extremely (hi]lt(hﬁt
to ebtain due to the subjective nature of the areas. It is doubtfu 0
a school without the services of a school psychologist could bxel.lm,(
cially use personality inventories. The school counselor is J}Ut tl?{;}yiﬁ
for the deeper psychiatric implications of personality me}li‘”h]‘,
except to recogmize extreme deviates and refer them to moré ?(;.ﬂ‘p
skilled personnel for treatment. Occupational scales Oﬂenbpjit.%'
inconelusive information and should probably never be used DY
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on which to base a decision. It is only one tool of many that may be
used to assist pupils in making occupational decisions.

Pupil Personal Data Blank — The personal data blank can be very
short and simple or it can be long and quite complicated depending
on the amount of information a school wants to obtain with this one
technique. Information which can be obtained on the personal data
blank includes: identifying data, home and family background; edu-
cational and occupational goals; scholastic data; personal interest;
activities ; hobbies ; occupational interest and experience.

1 .

Tests and Inventories — Tmportant among these tools are psychologi-
cal tests which have as their basic purpose the measurement of various
tomponents of behavior in an objective and standardized manner.

: _élthough test results will not provide a complete picture of the
mdividual pupil they do offer standardized measures of various
chara(jteristios of the group and thereby help the teacher and staff to
?Sfﬂ‘bl'lsh some normative reference points for the assessment of the
individual pupil. Tt is important that the teacher, as well as the coun-
?1‘;]1‘:]1(;11.::}[1‘1dt‘ll.'stand the concept of normal distribution to give a better
hir 1 ‘m“ g of f'.he mdwﬂual. The significance of the results ob-
dmed on standardized tests is to be found in the comparative relation-
ship of the individual to a group.

i:t’il’at’ezz:t({ni Q;CQ?M P rogram = Fr.()n} the number of “fil‘e and for-
By be:nl fg;] E‘tmls in Opel‘:‘«ltlon, it is app.arent that too little aj[ten-
e %Qd ;;Si( X] 1'eadmfass for a testing program. : 'I‘here‘ 1S no
o ;vmu(,}; - A hset of fine tools does not auto'matloa}ly. insure
B evide;t- WyVltt a !ngh level of eraftsmansh.lp. This is, per-
continyed ?.mftim-ut' 329 e pl‘(.)grams are. often inaugurated and
36 0f th resylts ;t( _"’Qum‘a attention being given to .the use or lack of
0 el s i -];w,;:l; generally accep.ted. that a te.stmg program must
e prn‘t,ie ] 1? needs of pupils in a particular school system
e (T‘c fiu ar school. .Howexter, there are common elements

5 Programs that are desirable in the minimal level of testing

in all seho a
schools - i i
Structured S; and upon this base an adequate testing program can be
‘tured for the particular school.

j“) begin a program, it is desirable that action be initi-
Eleu(]llt;C;f((l)lgiy:em};l This is usually carried out by a com-
e l‘ine Witn.hath who study the problems and .make recom-
Doint iy, the P e d_lseow.ared needs n.f the pupils. At some

€e’s meetings, it may be wise to bring in consult-

In order
ated for g tot
Mittee of
mend
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ants from responsible agencies. Such services are available through
the State Department of Education—Division of Guidance Services,
the University and State colleges. Through the use of consulfaiv
services the school system can receive valuable assistance in the sele-
tion of tests, assistance in helping the school staff to understand and
achieve sound test administration, test scoring and recording, repot
ing and interpretation of results.

Selection of Tests and Inventories — Fyery school administrator who
recognizes the need to begin testing in his school inevitably starts with
a single sentence, ‘“What kinds of tests and inventories are needed for
a guidance program?’’ Other questions follow. ‘“What is the hest
instrument for measuring intelligence? for measuring achievemelylﬂ
for measuring aptitudes? for measuring personality ? for measurig
interest,”” To determine the best test, we must answer several que
tions:

(1) Does this test really measure just what the publishers claimil
measures? (Is this test valid?)

(2) Does this test give rather consistent scores? That is, does i
boy who scores high on a test on Monday still score high i 1
give it again Tuesday? (Is this test reliable?)

(3) When we get a score on this test, with what kind of children
are my pupils being compared? (What is the norm group’)

The professionally prepared school counselor is invaluable In test
selection.

Regarding the selection of achievement tests there is one cnnslldlt‘l"
ation for which an outside consultant is less valuable than the Ol)lmofl
of teachers in the school system. Here we are referring to the Cn,].
respondence between the material contained in the tests and the nl‘:'
terial offered in the local school program. For example, if the seht!

A merical
program at a particular grade level has emphasized Latin

achieve:

geography, economy, and position in world affairs, then an (] i
Y phy

ment test heavily loaded with questions on European geogrdl b

economy would be a poor test of social studies for that par
school. Appropriateness in terms of content and difficulty 0“?0
best be determined by a group of teachers examining specimen e
of several different achievement tests.

] may

gelection of

nxe“"
C ‘Ct

When the above factors have been considered in the
()
tests, there remains only to judge the tests on the relativ i
0
which they may be administered and scored, and the cost

the

ar 11
A partial listing of various standardized tests appe
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Appendixes. A more complete listing can be found in the State De-
I o)

partment of Education, Division of Guidance Services’ publication

entitled, “‘ Standardized Tests and Inventories.’’

Admimistration and Scoring — Some administrators, considering the
rigor with which tests must be administered and scored, have felt that
all testing should be done by a single examiner within the school sys-
tem. Three major reasons support this point of view:

(1) The test is administered by a person who has carefully studied
the testing procedure and is thoroughly familiar with the test
to be administered.

(2) The conditions of testing are much more likely to be uniform
throughout the entire system.
(3) The teachers have confidence that the test scores on record

have not been invalidated by mis-administration or mis-scor-
ing,

These advantages should be weighed against the following disad-
vantages of having all testing done by a single person.

(1) The children are generally more relaxed with the classroom
5 teacher than with the principal or an administrator.
)

The burden of work carried by a single administrator, giving
FQStS In many different classrooms, is so great that little time
I l_ef’.c for this trained person to aid in the important job of
assisting teachers in the use and applications of the test results.

When testing is done by an administrator itl is easy for the

‘;eachers to feel uninvolved and removed from the testing pro-
ram.

(3)

m‘y’l‘fizlg1:%‘052((})::@T to‘ bo adopted iior the administration of tests will
o 01; T/he ,[(,) s‘y}‘stcm é})nd will depend largely on (1) the level
e gf th(; t) ,tglan ‘m-g, (2) tho‘ amount of acceptance and under-
= Ong tea(-h(;l. ;e's .,“,]}g- program, (:3) the presence 01-.-(11)5(911(?(% of fear
s 4 | VS ohievemante Sl mm?m!-ed with those of an-

) (4) whether or not there are specialized personnel.
After g tegt has been selecte
the responsibility of thoge
orfe O more tp . ’
With the tegt
he Primary
and the illslfl‘
shoulq pe re
by the

d for use in a particular school system,
in charge of the program to schedule
conferences to familiarize test administrators
and Dbrocedures to be employed for its administration.
eon_mderation 1s that the manual be followed verbatim
uctions of the manual carried out exactly. Directions
ad from the manual during the testing, not paraphrased

administyratane : Y 2l
ustrator. The time limits should be rigorously observed.

it ig

aining
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In-service training emphasizing correct administration and s
ing of tests will do much to eliminate invalidated test results. Fear
that teachers are breaking standardized procedure or coaching pupils
for tests are indications that the purpose of the program is not cleatly
understood and perhaps a sign that the preparation for a testing pu-
gram has been inad: quately done.

As part of the in-service training program it is advisable to have
the teachers who will be administering tests to actually work some o
each part of the test. This will help them understand exactly what
the children are required to do. It is often necessary for the teaches
to take the entire test. At the conclusion of this phase of the in-servie
program, the teachers should score that portion of the test which they
have taken, then convert this score to a grade equivalent, percentil
age equivalent or 1.Q., depending on the nature of the test. 4 fe
which has been mis-administered may be more harmful than no i
at all. Also it is well to emphasize that the chronological age of d
child carries as much weight in determining the I.Q., as the score 0
the test itself. For this reason, it is recommended that the ages of ele-
mentary school children be taken from the school records rather than
from information which they submit. If the tests are to be S‘j(’]wﬁd.
locally, it is well to decide upon a procedure for checking the aoom'ﬂ(f{
of scoring ; because of the time consuming nature of this process, many
schools are availing themselves of machine scoring service.

When to Administer Tests — Tn a discussion of tests, the qlwfﬂﬂ“‘
always arise, ‘“At what grade levels should one test,”” ‘“What 1 ,ﬂw
best time of year to test?’’ ‘“What constitutes a minimum ’rﬁstll?{
program?’’ Regarding the time of year to test, almost all ﬂl‘f-‘“.l“f“’“;
favor a fall testing program. The teacher who actually ndm1n1stﬂ;
and scores the test is the teacher who is most likely to study the “’S‘l}ln
intensively and put them to use. The teacher who tests in the .SPI_”HE
may learn some surprising things about her students, but by this tnﬂ
she is ready to pass them on to another teacher. It would seem ]}:
better for the new teacher to administer the test and use thG' 1:5?0
as one means of getting acquainted with the hidden chara.ctemi'lf‘;m]
the new group. She then has the remainder of the year fo WO%

the individual characteristics revealed by the testing.

14
. ; . one and
Regarding the erade levels at which testing should be (;) i
g g . F gbout U
minimum testing program, a good rule of thumb 18 that L i
: : o o STl '
measures of wntelligence be on the record by the time @
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ready for the temth grade. Many schools will place this testing at
grades three, five and nine, or possibly three, five and eight. Many
school people are greatly in need of this information. If a child is
experiencing difficulty in learning to read, it is of great importance
to know whether this difficulty is due to lack of mental maturity or
some other factor. One of the objections to testing at the first grade
is that students are generally immature and unaccustomed to disci-
plined paper and pencil tests. Therefore, some variability has been
noted in the scoves of pupils tested in the first grade and then retested
at a later grade.

Intelligence tests are not generally essential in grades one and
two because reading readiness and reading achievement scores give
Snt%sfactory indication of a pupil’s ability to learn language skills,
which are the primary learning needs of children at these levels. Be-
cause of differential learning requirements which begin at the third
grade level, measures of intelligence and achievement become im-
.DUI'ta_nt in determing the pupil’s probable success in each new learn-
g situation and help the teacher in planning the learning program
for each pupil.

"i‘he testing of intelligence may be supplemented by testing of
achievement at alternate grade levels if not every year—for example,
grades two, four, six and eight. This procedure of alternating achieve-
H?G“t m}d intelligence testing at different grade levels prevents the
\\m'k_ of administering and scoring tests from falling on teachers at
Im't‘r‘“} grade levels and involves all teachers in the process of pupil
appraisal. As test results are recorded on the cumulative records, it

1S easy to ~ 3 : - :
B Y 10 compare the results of the intellizence and achievement test-
g

l] 11 ba
e n - Y rogran 1 (
- ]([\1_1A1] ])() am g eVemer estingoe 0 ( VOLV
t STS at E\P}‘.\ oracle

Placed on the orow :
1€ growth each pupil has made during the year, rather than

the ahe
absolute level of attainment.

level both in the fall and spring, with emphasis

o

One of ¢
Whicl
the

he primary factors in determining the grade level at

L testine ig = :
g8 18 most advantageous will be the grade level at which
studenty n =

ust make decisions. T inei i
‘ , cisions. For ex: ‘ine
school vegeiys, s. For example, a principal of a high

cncourage b()t;?" I;:Jl[le(hc‘llits f’r()‘m Sever;.}l feeder S(‘ll(?O]S, may \\'H%lt to
Erade Teyel g e 11‘-.\“"61,,1(,’6 and achievement testing at the eighth
e o h(-_lpin(,“l 1svte(u‘11(=1's and counselor will have this informa-

~PHg new students decide what course of study to elect
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in high school. Whereas a minimal program provides test measurs

on all pupils at regular intervals, it is wise to bear in mind that p-
vision must be made for the testing of individual pupils whenever
such measures are needed to assist in planning his program, or for
counseling with him. This is particularly important for children who
develop serious problems in adjustment to the learning environment

Principals wishing to evaluate the effectiveness of their curric
lum may occasionally want to test all seniors with some such test &
the Essential High School Content Battery which provides measures
of achievement in English, Mathematics, Science, and the Social
Studies.

To this minimum testing program of intelligence and achiere
ment should be added other types of tests and inventories: inferest
muventories to stimulate exploration of vocational interests and. the
world of work; problem check lists at any level from grade Siv to
grade twelve as an aid in learning more about the types of problen
which confront pupils of a given age level; Finally such tests ®

the College Qualification Test, Cooperative School Ability s

: o - it atl
American College Test, and College Entrance Examination Bu{)l
5 ; 5 . : LA 1100

have value in counseling with students regarding their post-hiz

school educational and vocational plans.

Recording Test Results—A necessary adjunet to successful tos'tmg 1*
a system of cumulative records which will provide a 0011“““““%
picture of the growth of the pupil. Such continuous records alln“l
us to have much more confidence in the results of a single test For

5 % . ? « 0 ANt
example, if we find that three 1.Q. tests given between Q“Ld%t_ .
k 3 3 i 5 3 2 5 : e S 107
eight indicate definitely superior intelligence for a boy who lb'l't"
Tk § = . 15 apuit;
having trouble in school we may be reasonably sure that his @

5 2 Bree s D nh’ one

has not been mis-measured. On the other hand, if we have 0 .nin

o 5 3 i l(‘(!l'i 1

score on which to base our judgment we are always mt i
: S 2 resent $
especially if this score seems out of harmony with prese

' ' : < a space
achievement. For recording test results, there should be ! }]'H
; . . ; 16 el

to record the name of the test, form, date given, age of 1l o
Mo

aee for notes.
raw score, converted score, norms used, and a space for not

] “‘.
: : ; o es. Ho
cumulative record forms have not included a space for not ;

.ip]
G : : : B i br
ever, it is most instructive to see listed beside a test sm}t :
5 : . e (Gh] R
phrase . . . was obviously guessing . . . was ill on day 0 ]
s 3 5 . Fs P v te. H
has poor vision . . . death in family on week of test,

t.

o : g o ponveniel
effort should be made to keep this form simple and cons
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st measins Recording Pupil Data
1d that pie-
ls whenever
ram, or for
hildren who

Every school should have a systematic plan for recording im-
portant data that has been secured about each individual pupil. The
plan used by most schools 1s the cumulatiwe record. Such a record
should contain sufficient information to giwe a unified developmental

nvironment, g : 3 - Say :

picture of the pupil. It is an indispensable tool for the teacher and
eir curricl: counselor. Following are ten guidelines for developing cumulative
such test a records :

@S Ieasures

the Socd 1. The cumulative record data for a pupil should agree with the

philosophy and objectives of the school.
2. The cumulative record form should be the result of group think-

nd achieve- ing of the faculty or faculty committee.

es: intersst 3. The form should provide for a continuous record of the develop-
ots and fhe ment of the pupil from the first grade to the end of his formal
Fis education.

rade $iv 10
of problems
ch tests 08

4. The form should be organized according to the customary se-
quence of academic years.

9. The form should contain carefully planned spaces in which to

halaty tests record the results of standardized tests, including date of test,
tion Board t}ﬂe of test, pupil’s score, his standing in terms of norms, and the
r post-high like.

6. The form should provide for the recording of behavior descrip-

:ioﬂs that represent consensus of the pupils, counselors and
1 testing 8 eachers,

continuous
cords allov

7. The forr.n should be comprehensive but not over-burdensome to
the clerical or teaching staff of the school.

8. The form should be accessible to teachers as well as the princi-

o test. I “‘1' pal and counselor.
< ty0 AN 9. Hip = S : : : -
des T\TO‘ Highly confidential information received should be filed outside
who is 107 the regular form.,
< ahility 10, o f
s abilfy :fihedform should be re-evaluated periodically; it should be re-
ve only 01 S€d as needed to take into account educational developments.1
ot FO ‘m
uneerta 0rm amq () e s A ATl
g e (({nlmu“s—-lhe school and school system in initiating cumu-
sent § ecords s S : =
se o N tds should study the contribution that certain data may
a4 "o ( e y .
bPEt i i ) 11he total school program. The cumulative record form
the ¢l ¢ adapte e
i - e t« <1t< d to the needs of the school and based on uses to be
oI Illou‘ 1-(.(,01,(15' ]l S ;‘Ul'l'f(‘n'rs. Within a given school system the cumulative
Tow- G S sho R o 3 3
otes: it . ‘“ d be reasonably uniform in content and arrangement.
yre, a D Criam types of informat: : . . :
,t : tecord, 1y ;,1;(\\ of information should be found in the cumulative
of > ollowing are considered mmportant :
ete. Ever) A
= . Anthony g
enient: Science RGSEH~Umphreys and Arthur E. Traxler, Guidance Services,

rch Associates, Chicago, 1954.
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SOH SO SIS

10.

104

12.
13.
14.

personal and fan.ily data
scholastic achievements
test scores and ratings (mental ability and academic aptitude

achievement, special aptitudes, personality ratings, and interest |
inventories)

special interests and talents

notations on problems of non-attendance

health and physical development

work experience (part-time and summer)

non-scholastic activities and achievements

projected high school program (commercial, vocational, college
preparatory, general)

teacher observations of personal and social behavior (anecdotal
record)

occupational plans
educational plans beyond high school
significant interview notes

other information pertinent to the locality.

Location of Cumulative Records—The cumulative records should b
so located that they are readily accessible to persons who have nee

SHARING CUMULATIVE RECORD

36

for tl
it 1§ g
pupil
will s

Using
exeep
eumu
in eor
exper
Istrat
cation
specif

]

Py

~—

1 Ads
Sei




nic aptitude
and interest

onal, college

r (anecdotal

s should be
' have need

for the information contained in them. With this thought in mind,

it is generally recommended that the record of the elementary school
pupil be kept in the classroom. The record of the high school student

will serve its purpose best if centrally located.

Using Cumulative Records—Accumulated data are of little value
except as they are used. HBach school will find many uses for the
cumulative records. Counselors make use of them in counseling and
in eonferring with teachers; teachers use them to plan for classroom
experiences in aceordance with needs of individual pupils. Admin-
strafors use eumulative records in curriculum planning and modifi-

cation.

The following will give some direction to the more common

specific uses to be made of them:

1

10.
11l
12,

13.

L Ada
‘apted fp
clence Research A Traxler, “How to Use Cumulative Records,”

Cumulative records enable the teacher to get acquainted with
new pupils quickly.

Cumulative records are useful in dividing classes into small
groups for purposes of instruction.

- Cumulative records help teachers and counselors to identify

strengths and weaknesses of individual pupils.

Cumulative records enable the school to discover the pupils with

u.nusuz%lly high general mental ability and plan special work in
line with their interests.

Curr};ﬂative records help the school discover special talents of
pupils.

Cumulative records furnish leads to reasons why pupils are not
happy and well-adjusted.

Cumulgtive records contain information which may be used in
conlferrmg with certain pupils about problems of behavior,
Social, or personal adjustment.

Umulative records provide information which may be used in

conferring with pupils about achievement.

Cu i . :
mulative records serve as a basis for conferences with par-

ents about the ability, achievement, growth, and school adjust-
ment of their children.

Cu 5 . - ] i
.mu‘lafl.V? records contain information useful in conferences
Wwith individual Pupils.

lcumulative records form an excellent basis for reports to col-
eges and employers,

& ; :
arlilcrinulatwe records are especially valuable in helping pupils
> barents make plans for pupils’ careers.
inUmule}tlve records furnish much of the information to be used
making case studies of certain pupils.1
om Arthur E
ates, Inc., Chicago, 1947, pp. 13-17.
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SECTION 4

INFORMATION SERVICE

One of the most important of the guidance program’s servies
1s the information service. This serviece includes those aetivities
in the school involved in securing and making available to the
pupils, teachers and parents information about:

(1) educational and occupational opportunities and requirements

needed by pupils for making wise choices and plans.

(2) school and community services and activities which they may

use in solving their personal problems.

The major aims of a guidance program consist in helping the
pupil to understand himself; helping him secure information and
through the counseling process relate facts about himself with those
about his environment. If these aims are to be accomplished, the
school must have an effective information service as a part ‘of the
guidance program. One of the major weaknesses of many guidanct
programs has been the failure to provide an adequate supply f”ld
range of educational, occupational, personal and social inform.atmu
The discovery of interests, aptitudes and abilities of a pupil i8 20t
enough unless he is able to relate these interests, aptitudes {md
abilities to educational and occupational opportunities and requn'e]-
ments. Surveys of pupil problems and needs on the nationt"ﬂ an
local level reveal the necessity for schools to improve the guidance
program in this area.

Occupational and Educational Information

Through Regular Classes
should

wledge:
fective.

The guidance and instructional programs of the school
share responsibility for helping pupils aequire this kno
If they do not, the guidance program will not be fully ef "
The guidance program should, however, make available t0 pupiu-
information of this type not ordinarily provided through thiave
structional program. The counselor, librarian and teacher
important roles in the information service.

amm that t.hé
pupilsz

This service is so essential to the guidance progr b
sehool staff should study types of information needed lyv
. - > i ‘

how this information may be secured, and some practica
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making the information available to pupils in the elementary and
high school.

Educational Information

Pupils in both the elementary and high schools need educational
nformation. In the elementary school educational information may
be broadly presented to encourage the natural curiosity of the child
and to extend his educational horizon.

At the junior high school level the pupil should become ac-
(uainfed with the term “electives.” This means that there are cer-
tain subjects or activities that he may select. This presents an
opportunity to make educational choices. Educational information
s!umld acquaint the pupil with various curricula offered and elec-
five courses in each sequence. Through counseling the pupil should
understand the relationships of each course to the pattern he has
(eveloped for himself. He should be acquainted with the nature
“N Purposes of various tryout and exploratory courses and school
lvfx.vtmiios that may contribute important experiences to his educa-
tonal program,

As the pupil advances in high school it is necessary that the
sthool provide more specific information about the next educational
step, whether that be college, business school, trade or technical
school or other educational training.

Occupational Information

1101'1;111?\ds(:l.:‘imm of a \'f)e.ation 18, no (?oub.t, one of the most im-
e “(])—m ﬂ]}l 111(11\_'1(111-&.1 mal.(es Hrl‘ hfe.' He spends a lall‘ge
e S(-!pctqloft:l;mﬁ 1(')111.'.@ . & VOG{IUOH.. T'he kind of an.occupahon
i li\'inn: : ( f’ton_nm,o_s his work, his success, and hlS- S‘ran'da.rd

8- 1t also determines, to a large extent, who his friends

Will he ' il 1i .
f 'h(. and where he will live. It will affect the life and welfare
O hi§ whole family,

Fe
" i“]lpl(‘i;;]i“i()l'tiiilnf(*e of‘vocations in the lives of i'ndivid'uals ma]-(es
00 which o M:‘ Drup.ﬂ.ﬁ have ad'equate occupatlonal. mformat‘.lon
S mad: H( xc])(*‘ahonal choices. G((‘)od O(‘.CHpﬂf’lOH'(lll choices
b s pp@:f 151])}13%31'(1 manner. “Vocational choice should
the i berhély)z ;)\ttondnig over years and. not as an event, t}%at
(Teasingly 1'ealigﬁlo 0 mal\.e a series of choices as ]‘1@ becomes in-

‘ Stic about himself and the occupational world.”?

e Gilbert v
Personn‘e‘lt anc{mn“ The Counselor in a Changing World, American
Guidance Association, Washington, D. C. 1962.

T
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When an individual objectively understands his voeational ass
and liabilities in relation to occupational opportunities, his chanes
for valid selection are enhanced. Consequently, there must be
available in the school comprehensive and up-to-date informatin
about jobs and training opportunities that will aid pupils in making
sound vocational choices. Much value is derived by the child whe
teachers at the elementary level present occupational information.
Although the purposes of presenting occupational information at
the elementary level are different from those at the high schol
level, such should be undertaken as soon as the child starts to sehol
The purposes of presenting occupational information in the el
mentary school have been identified by Hoppock :2

1. to increase the child’s feeling of security in the strange, 1€V
world outside the home by increasing his familiarity with i

2. to encourage the natural curiosity of young children by helping
them to learn the things they want to learn, and to enjoy legrﬂ'
ing them. “Growing children are intrigued from their earlhes%
days by man’s occupation; by his adventures and his machmES:
by his ships and his mills and his factories and his skyscraper
by his farms and his mines and his technologies”.!

3. to extend the occupational horizons of the child so t}}at he may
begin to think in terms of a wider range of possible futur:
occupations. It is not so important that pupils choose carfee;s
during the early years as that they discuss various occupatio
and become acquainted with many of them.

to encourage wholesome attitudes toward all useful work.

9. to begin developing a desirable approach to the processt;:
occupational choice. “Vocational planning should start from .
time a child enters school. Even though most elementary pup

. are too immature to make satisfactory voca‘gional Cf =
nevertheless the problems of selecting and preparing f9r tﬁink'
employment should be made a conscious part of thelr
ing.”’2 : ]

6. to help pupils who face a choice between different high <%

programs.

rien-

. ; : el ‘on Or 0
Junior high school pupils need a general introduction 0 &

: : : . : ie
tation to the kinds of occupation through which society cart

nd Hov

2 Robert Hoppock, Occupational Information, Where to Get It a panl

to Use It in Counseling and Teaching, McGraw-Hill Book Com
Inc.,, New York, 1957, pp. 344-347. nid Long
1 L. M. Averill, The Psychology of the Elementary School Chitt:
mans Green Company, New York, 1949.
2 L. M. Chamberlain, and L. W. Kindred, The Teacher amn

ganization, Prentice-Hall, Inc., Englewood Cliffs, New Jersey:

ol Or-
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1ts ne'ce:e,sary work. They need a broad understanding of the types
of tram-mg that are required in order to enter these Oekcupa.tions. a-n;l
the various ways in which such training can be secured. High school
pupils should work with the aid of the counselor ’rovvzn'dh S;ecifi;
plans and choices. Community resources should be defermiliéd a c(i
related to the needs and aptitudes of the individjual.’ S

Other Information Needed by Pupils

beenl)ef;;lfdz;eiloltil_:':‘]a1‘;‘ ’rhe} scop‘c of th(? information services has
e adjustment/ Uf‘(‘l (‘JT er km.ds of 111.f01'1?1at1011 related to the
o 11.1(:(15 of pu'pﬂs. _Somal information includes
B an‘d ( 1‘11i ‘uals which will help the pupil understand
e X;l(;;lstalld. how he can improve his relation-
G jl‘lfon;l.n-]'e pnpﬂ.matures he has a continuing need
R oo 1 a lon‘_and 1t should pe made available to him.

ooked, also, is the need for information about special

EDUCATYT . ' '
ONAL AND OC
CUPATIONAL INFORMA
PROVIDED IN THE LIBRARY e
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services or activities in the school and community which pupils
may use in solving personal problems.

Securing and Maintaining Educational, Occupational
and Personal Adjustment Information

Counselors and librarians should work cooperatively to collect
and store educational, occupational, and personal-adjustment infor-
mation. All schools should provide pupils with adequate informa-
tion for making sound educational, vocational choices and plans
and for personal adjustment information needed in resolving prob-
lems of a personal nature.

A great deal of information needed under the categories o
tioned above may be secured merely by writing for it. There s
considerable quantity of free information that is quite \‘ill}‘.ﬂhlf'
For the school just beginning its collection of information relatmg
guidance, the following suggestions concerning sources may prov
valuable :

L. catalogs and bulletins from universities and colleges in If{z;
tucky and from those in adjoining states where pupils It
the school may attend. -

2. Scholarship Information of Kentucky Colleges and UniverSl;It‘-i’Z;
Division of Guidance Services, State Department of Educatior,
Frankfort, Kentucky.

bulletins or other printed materials from area trade schools.

- o 3 hich
4. catalogs and bulletins from specialized training schools, Wh

pupils might attend within a radius of 150 miles. .A D”’ecml?v
of Public and Private Educational Institutions in Kem“;hi
offering approved courses for Training of Veterans Under E;;loca-
Law 550. Division of Education for Veterans, Bureau of o
tional Education, State Department of Education, Frankiots
Kentucky.

i 5 educa
5. printed material from the military services related to

tional opportunities in the military service. ;
urees

6. Occupational and Educational Information—list of s0 Depatt-

free materials—Division of Guidance Services, State
ment of Education, Frankfort, Kentucky.

7. Occupations—U. S. Department of Health, Educafﬁl
fare, Vocational Division Bulletin 247, Occupational
formation Guidance Series N. 16, U. S. GOVel'Dmentq
Office, Washington, D. C. This bulletin contains 'gen@a
mation related to occupations, collecting occupationd

on and We
and Iv
Prinﬁng
] infor-

] informé
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> Depart

and Wel-
and I
 Printiné
ral infor
informd-

’ca)lggzp;;ll;bl;ihers andt occupational monographs, government mon-
: occupations, selected vis o
Important topics in this area. s

8. pri : 5
gzgr’c;dl;?foimatlon from local, community and state agencies—
Healt}? I,Tsr;it c]sc.al. Unit of State Employment Service, County
service clubs lzzlo,n o z\iﬁental Health, Chamber of Commerce

) 10l ’ - ’
organizations. s and women’s professional and business

Occupati i
upatio formati i
" hd]]) to nal‘mfmmahon material and literature which will
oupils may '
i }numl.s‘ma? be obtained also from private publishers
e  material is inexpensive and will prove exceedingly
. dome of the publishers are: i

Bellman Publishi
ublishing Company, 83 Newberry Street, Boston 16, Mass.

B'Nai B'Rith Vocati
_ ocat I
ington 9, D.C. ional Service Bureau, 1761 R Street, N.W., Wash-

Careers, Box 522, Largo, Florida

Chronicle Guj
. idance Publishing C 1
Station, Buffalo 1, New Ygorkompany’ g

McKnight a K ni
nd McKnight Publishing Company, Bloomington, Illinois

Occupationa
1 Outlook Servi
ce, U. S.
of Labor Statistics, Washington geéf)artment of Labor, Buresu

Personne i
onnel Services, Peapack, New Jersey

Science Reg
earch i W
Miinois Associates, 57 West Grand Avenue, Chicago 19

Vocationa] i
Guidance M
New York e Manual, Inc., 45 West 45th Street, New York,

Western p
ersonn rvi
s el Service, 30 Raymond Avenue, Pasadena, Cali-

The main z
Securing the n;[?ll;gcf of ll_lfm-‘mﬂtion materials is as important as
terial, A S)’Stemqt'a S. It includes the evaluation and filing of ma-
School fop both = Dlz.m for filing should be establislledb'
the areg of infOrl(‘dm_za,t‘lonal and occupational illfol.lliati'011lnsiaeh
0r two i :mtmg about oceupations is so large Derh‘q nce
]f)]il;l used by nl()%i qg;z(lllﬂans for filing should behf:)uowe;lps &)\Ez
0lders and gy Scthools 1s one in which el ol
Volume ?I(,l iljlile?il_lged in accordance wiﬂini;[glel;?1;&,3}2(1 lntvertm-al
an alphabetiea] ‘l?llar.y of Occupational Titles. S;me Sqesle (1)111: =
Order o th ba]? an 1 which folders are arranged i ‘:l ools use
818 of occupations and industriesb e
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Making Information Available to Pupils

Educational, occupa-
tional and personal ad-
justment information may
be made available or pre-
sented to pupils in a
variety of ways. The
school staff should plan
their program carefully
and select those activities
which can be carried out
effectively. Some of the
methods of making infor-
mation available to pupils
follow :

COUNSELOR PROVIDES
EDUCATIONAL AND

OCCUPATIONAL INFORMATION

1. The counseling interview.

: ; : : : nd per-
Courses in orientation, mental hygiene, occupations, 4

: gonl
Teaching units in which educational, occupational, and pers

: : - studying
adjustment information is integrated. (An .om;,lme for Shilnythe
an occupation and the preparation for it is shown

jects such &

- sonal and social development.

3.
Appendix.)

4. School organizations or eclubs.

5. Special programs, special days, and special pro
assembly programs, career days and college days.

6. An up-to-date library.

7. Informative displays.

8. Audio-visual aids.

9.

Bulletins to parents regarding counseling services.
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| SECTION 5
COUNSELING SERVICES

Guidance is often defined as the cooperative efforts of school
personnel to help a pupil improve his school performances as well
as helping him develop skills for dealing successfully with the prob-
lems he will encounter after he leaves school. Such a definition
not only implies but emphasizes the fact that principals and teachers
are involved in guidance activities. Bach contributes to the total
program in direct proportion to his developed skills and area of
Specialization. Since guidance deals with a student in the context
of his life, then many people must assist him in his attempts to
make life more successful. The contributions of these school people
}\'ifl In many instances be considered counseling—in fact, counseling
15 probably a component of any good teaching behavior.

As the school gulidance services become defined, the need for
;he development and expansion of the specialized counsling services
¢comes apparent. This, while especially true in Kentucky, is a

P;]S :efle_etion of national efforts by various professional organizations
TATION rl:)g'lve a more definitive counseling role to the school counselor.
.he Wrenn report lists four major counselor responsibilities. The
first of thege is:
5, and per a ' i i
'Cou.ns,elmg with students on matters of self-understanding,
i decision-making, and planning by using both interview and
nd persond | group situations.1
or studying It i
wn in the o I this 45 to become the primary function around which the
'(;01001 counselor’s role is to develop, an acceptable definition of
0L o Lo & sakieTia
Plalsehng 18 needed. The simple definition of Shostrom and
ran n ol < 1 1 1
ts such & mer probahbly gives the school counselor and his pupil-client

the m : : A9 R
= fSt latitude for the development of a relationship which is in
dCCor( 1 . . .
T With the various school and counselor philosophies. They
fine Gy : : ;
tounseling as a “purposeful, reciproecal, relationship be-

tween +

W Q . A

chn "0 People in which one, a trained person, helps the other to
Nge himself or his environment.”’2

\—\\

1 Wren :
PETSO?{ngf flclibert,_ The Counselor in the Changing World, American
nd Guidance Association, Washington, 1962, p. 141.

“ Shogt
rOCersgmMEGL- and Brammer, L., The Dynamics of the Counseling
» Mearaw-Hill Book Company, Inc.,, New York, 1952, p. 1,
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INDIVIDUAL COUNSELING

. This
Some enlargement of this defin.ition 18 pro-b.ak‘)liozlle:ileiuld be
addition would say that counseling in th(.e pub.ll(, ;Etween i
defined as a purposeful, reciprocal relatlonshlp‘ e
sons or between one person and a group of pel:}?@nlgelves S
a counselor, helps the other or others to change ,ethO} o
environment. This definition would allow th;a S“.aditjoual i
use group counseling procedures. as well as‘ tlf ;
one relationship in the school guidance program.

initions can be
While it is recognized that more elegant deiiii;litindefiﬂition
given for counseling, it should be noted that thesi e ﬂ}e
;llows the individual school counsc—.alors th(.e mo% e it
development of the counseling function p.ortlon o1 i el
their individual school settings. In the final a,nair)larit o
definition which becomes the procedural detelbm e ssghool
selor’s behavior in the total role encomlpasse‘d' Z e 2 clenovk
counselor.” Also, as noted in the opening par ain{))e{-s i schof?l
edged that counseling is provided by various m

this
e I.IO“ICVGI,
faculty when the simplest definitions are used.
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counseling will probably be related to the specific areas of prepara-
tion of the teacher or to the problems of rule enforcement for the
principal. The counselor should probably be seen as more inclusive
than this—ideally the counselor will provide facilities wherein any
student could ask for assistance in any problem area. While the
counselor may refer students back to teachers for assistance in
specific academic problem areas, or to the prinecipals of rule defini-
tion, the teachers and principals should be free to refer any student
to the counselor.

Counselor Competencies

Student problems demand varying competencies from the coun-
selr. The counselor of most service to any school is one who is
SlFilled enough to recognize those problems that are amendable to
h}s level of counseling proficiency. Problems essentially of an ad-
Visory nature in specific academic areas should be referred back
150 the teachers. Problems involving radical personality ehange or
volved family relationships which call for skills beyond the coun-
selor’s proficiency should be referred to the appropriate community
Ot state agency for treatment. Such referrals will free the counselor
to do the more productive work of counseling students whose prob-
lems fall within his area of counseling skills. However, no counselor

ShO . . . . i
_ uld define hig limits so narrowly that he becomes only an advice-
8IVer or a course planner.

- For each counselor, his proficiencies will be defined by the
Sozlquaﬂy Of‘ his preparation for the position he holds. There are
® areas in which counselors are expected to differ from both

tea S : hiea
’chers and principals. These are defined by the certification re-
quirementsg,3

AREA 1 Philosophy, Organization and Administrative Rela-

Recommended gmzships-of .Gu.fi(h?,n.cc Services

Preparation 1I‘@pflr&t10n in tl.us area should include philosophy
and scope of services of an adequate program ; func-
tions and responsibilities of personnel involved, in-
cluding the counselor; procedures in organization;
orientation of total faculty; program evaluation;

e referral procedures; and financing and facilities.

® Division
Ucatior?f gsélcher Education and Certification, State Department of
) paration-Certification Standards for Guidance Coun-

sel
ors: Teacher Education Cireglas No. 127, p. 5.
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AREA I1

Recommended
Preparation

AREA III

Recommended
Prevaration

AREA IV

Recommended
Preparation

AREA V

Recommended
Preparation

AREA VI

Recommended
Preparation

AREA VII

Recommended
Preparation

Kentucy has a two level certification for counselors.
visional certificate is based in general on a master '3
seling and guidance. The standard certificate requires
oraduate work in the area of counseling and guidance

Appraising, Assessment, and Understanding the
Indwidual

Preparation in this area should include a study of
human growth and development; individual and
group instruments for individual appraisal (test
inventories, anecdotal records); case study tech-
niques; management of cumulative records; pro-
cedures in securing, recording, interpreting. and
using pertinent information about the individual

Individual Counseling
This area should include theory, techniques and
actual practice in counseling interviews.

Educational and Occupational Information

This area should include securing and organizng
valued educational and occupational infmwnatimi
procedures and resources for effective utilization of
the information, involving relationships with the

total school personnel.

- . . . y ‘(
Supervised Practice in Gwidance and (Clounseling
. . & " 3y '1
This area should include actual experiences I

. ; I rpo1an
school environment where a comprehensive progk
here a fulk

a

of guidance services is in operation and W
time guidance counselor is employed.

Group Guidance Procedures

. . : AT "POSES;
This area should include the meaning, PU
scope and techniques of group guidance.

8 r 0l ¥ s )'Of[S'
Electives from Gemeral Educatron and/or Pro

stonal Education

| . 1s general
This area should further the student’s Qel‘_ i
h his neec

determined

and

professional education in accordance Wit
and this area of experiences should be
by the student’s graduate committee.

The pro

deoree in cOI

additimmf

and related

48

area
phas
sear
the -
1equ
part
tuck

cific
how
0SS

relg
cerf
defs
mer
the
in
of 1
lat
tun
maf
Nee,




wding the

 study of
dual and
1sal (test,
ndy tech-
rds; pro-
ting, and
ndividual.

ques and

1

rganizing
ormation;
ization of
with the

nseling

1ces 1 4
- prograil
sre a full

P urp 0865,

r Profes:

Jeral and
his needs
termined

The pr-
in eout
deitimmf
d related

area. College programs for the standard certificate generally em-
counseling and re-

phasizes two aspects of counselor’s functions
search. Both of these skills are best developed after contact with
the work of a school counselor. (For detailed information regarding
requirements for both certificates, write directly to the State De-
partment of Education, Division of Certification, Frankfort, Ken-
tucky. )

: These certification requirements are designed to develop spe-
cfically defined competencies. These are listed in many sources;
however, authorities seem to be in general agreement that counselors
possess or develop certain personal and professional competencies.

Essential personal competencies should perhaps include:

: An understanding of the philosophical and psychological founda-
tions of guidance and counseling.
: The ability to establish and maintain a counseling relationship
with individuals and groups.
Tf_le a}?ility to collect, organize and interpret cumulative folder
materials including standardized tests.

se tl'he ability to organize and administer an adequate informational
rvice,

The ability to conduct research which contributes general infor-

:zitgoln to both the individual pupil and teacher, as well as to the
ol.

The ability to use the various referral agencies and other sources
available within the community.

T The G’ounselor in the School
relation to 1'(1)1(: ;“f““;t‘_lﬂbg ]-.010 deliion \\'11}‘, o Bt in
s Glemem-ql ~1100”1Yu w]nc;h the (':01111.“:0]01' functions. There are
e m 'I(?E\\({\ er, which can be listed as a paﬁ 01-e the role
embered Th'lif \‘:* .',ll ly'_Dl"(‘peLl'(‘d s'uhool cmum}.‘lor. It \\'1?1‘1‘)11, Te-
the (’Ollnselolt ‘Tll,tll‘l\j llst.$ ('om)lsohng as the hl'S'f 1'(‘31)01131b111.t}f.0f
in a forma] s.mtpnlle(, AT 111;1'1('&1_17 Personnel ;1;1‘1(1 G‘llld:&ll(’@ Assoc.lafuion
of the COIH?,S(}]();- ; -171; O.._Ipoh(f.y' Sa:VS_ that ““the major 7'(>.S'p0'n.s‘.1.b?,lzty
lationship ¢, uf{]{lw : f‘.'“'“"""? an mdiwidual 1‘7:)'.011,(/7!« ?hc counseling re-
tunities i 7 .,).,,.,0 ”\ ON/-'J‘? a"c.s*(m.rccs and h.'cs cnvvq‘on;:ncntql oppor-
Making, anq (‘U}J]z"rlf(“.?"{;)f Sfﬂ-f-lmdarm‘an(-h.'ng, p?(l'Jm't,n'(_], deCision
needs and, fo ;-;)/- ?lll v problems 1'0]-0/1‘11-0 1‘0. h.u?' developmental
er; ocational and educational activities.”’* However,

ftican Personpel and Guidance Association, The Counselor: Pro-

eSS IONA T Pron s
Sonne] anlzii%j“: ation and Role, A Statement of Policy, “American Per-
uldance Journal,” January 1964, Vol. 52, p. 536.
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the same policy statement adds that the level of competence required
of a counselor is determined by the nature of the counselor’s Tesponsi-
bilities and not by the proportion of his time devoted to counseling,

A short questionnaire study completed by Pryse revealed that
counselors in Kentucky agree in a general way with Wrenn’s fune
tional role definition.5 Pryse reported that the counselor’s them-
selves define the school guidance counselor as ‘‘a member of the
school staff who has the basic responsibility to help students under
stand themselves.”’

Continuing with a deseription of what they are doing, thes
counselors related :

In helping students understand themselves, counselors work
with students individually and in groups in various ways; admin-
istering and interpreting tests; individualizing their course of study;
guiding them in their educational and vocational choices, and help-
ing them achieve their goals in these areas; working with teachers
and parents in the interest of the students; being a resourceftl
person in regard to tests, careers, and higher education; working
closely with administration on grouping; counseling discipline cases
and parents of discipline cases, and students with high absentee
rates; attending conferences and workshops on guidance whenever
possible,

When asked what they would like to do, this group of counse?OI‘S
emphasized these general areas: research and evaluation, counseling
and curriculum planning. These areas are not far afield from thost
suggested by Wrenn. Since the Pryse study preceded the Wrenn.
report, it appears that Kentucky counselors recognize the need for
education and skill development in aceord with a funetional role
comparable to that Wrenn describes.

)

If Wrenn’s projected image of the school counselor and Prysts
conclusions about what counselors want to do are acceptable, e
school counselor would be a person who spends the greater share od
his time in one-to-one counseling relationship with students “"'ho ne
his assistance in matters of self-understanding, decision-making,
planning. )
Counseling activities would require the major portion ,Of :hg
counselor’s day. Most school counselors, educated in line with vith
current certification requirements, should be qualified tﬂ_“’ork ‘Eﬂ‘
students in the area of general educational and occupfmOnal P

s Unpublished

5 Pryse, Henry, “Counselor’s Definition of Their Role
research, University of Kentucky, 1963.
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ning, problems of personal adjustment not related to deep psycho-
logical difficulties, and other general problems which are not a part
of the responsibilities of other school faculty members. Perhaps the
sehool counselor would do well to consider himself in a catalytic role
—available for student use in the solution of student problems which
will generate more adequately functioning school situations for all
students.

Extensive studies have attempted to deseribe those aspects of the
counselor-student relationship which generate a helpful relationship.
Ag‘l‘egment among the researchers seems generally to center in four
1entifying characteristics. The counselor must be an accepting per-
son capable of working with most students. The degree of tl:is ac-
ceptance will be generally determined by the amount of congruence
the student sees existing in his relationship to the counselor. Con-
gruence here implies the ability of the counselor to sense and respond
to the feeling and content of the student’s interview comments.

o

1'11113 congruence generates an empathy which allows complete

iil(aliligfzslgifge(] exp]ora‘gion of the area of concern. This 'does not

e theounselm-.ls a pers?on w'lllmg not to impose his values
. e counseling relationship.

- h‘](}il((‘“ii)]ll ]zilt ‘],nm],l(.mt’ let us stop to clarify—the coun.selor 18 ‘not
e thce (;mp(.l?nn‘b.ut he. does‘have dual behavior 1'equ.1re-
e n(m_em]uatormseﬂmg interview with the student, he. funet.lons
i e '[S(]) - ?t thve student may fully explore h}s feehngs,
T p(;,]';m;—ns \{10\\rl‘edge—that whole range of thmg‘s_ which
s poten/tihalg aioﬂitt ilat th(i student develops 1111de'rstandl‘ng by
e eane f‘he nonn(zzl (:I:‘Lnuestand goals. In }1leet1?1gs with his
e Which'holds 3;1(1 ; r must consistently exc?lnp‘h?y the vah.le
A e (f le%nands concern f.or the 1nd_1xj1fiual pupil.
i e k(lenie: ﬁ? a;ls to. assume. tl-ns 1‘esp01151t.uhty negiltes
tueky counselorg méan S\VEC 11@2;311011- = '1t L e
they woulq like more of el-1 23 TeDOLY m' e P}'}fse Diidy t.hat

of a voice (consultant) in curriculum planning.

Basie

Stll(]"lis;;otslgltl;;)(; i(iloc;l 109}111se101's attitude is the idea that every

reSOTOgs, Mo, (1(0\1; ed in the .development of hlS‘ potential human

o e C(e Oplilell'fs will tal'ze as many directions as there

especially developcldn}}?ii 01‘., at 1ez'1.sT,, 1S a person who, by use of his

i e SKILS, 1s qualified to assist the student in mak-
stons which seem most appropriate for the student

at that oi . . .
bPomt in his life when he spends time with the counselor.

ol
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Neither the counselor nor the student can project themselves into
the future except in a fictional way. They can only consider the
present moment, the accumulated history and perception leading
to this moment, and then allow the student to make his choice.
Based upon consideration of the consequences of the action, this &
should be the student’s choice. This consequence is determined in

light of a personal historical reference—the student’s reference.
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SECTION 6
PLACEMENT AND FOLLOW.-UP SERVICES

Placement and Follow-up are basie services of the guidance
program. Placement concerns both the educational program and
the occupational field. Follow-up is the fundamental step which
provides the key to the evaluation of the guidance practices, and
gives insight into the changes needed to improve the curriculum.
The close relationship of these services in the guidance program
makes it logical for them to be discussed together.

Placement

Placement is concerned with assisting the pupil to achieve what
f_Ol' him is the appropriate next step in his educational or occupa-
tional experience. There has been a tendency to think of place-
lent as related more to job placement. This is regrettable, for
other placement activities within the educational program are
carried on with much more frequency than is job placement.

: Placement services may be defined as the basic service of the
gulflanee program which includes all the activities in the school
designed to help pupils enter the next phase of their educational
Program or to enter employment, whether it be within the school
or beyond the sehool.

.Placelnent 1s the service which helps pupils to act upon their
1010§S and carry out their plans. The placement service may assist
4pupil to gain admittance to an appropriate educational experience
;:;il 23 212151:98101; Chlemistr_v, a dramaties club i1.1 hig'.h szh (')'()l, a i(:.t_)lu

! , 5 ceent @ annrern seehin 1 strv
oo Bl “ob. Pizs(:mz;tt? an(((pt dul d[,J'[T);( l};“{)[-ﬂipﬂnj %Ill}l'J].‘s 11:(:
A t., , S c )vn(,f_njlec ‘ﬁ'lr_r ’e' pn?,j, : 17€,. ptl,,p,{' 11
S Y to move forw a_rd and fmfd]}; achieve ed i](:dtlulld ;
, and social goals suitable to his background of under-

tandmg and hig ability to achieve.

ck

ServiI ;;h\i;ra OéffPI_aC‘ eme'm it is impemtiuje that adeq ua “", guidance
i e edusut‘ml‘ent time fm'? counseling be .]'n'm-"ulrfd. Other-
on snag dechiea 1onal a‘nd T:"()(:E]Tl()n'lal 1)13{:1’{ﬂ(f1’1’[ will often be based
T i t.lic; ons .a’nd_ fleeting mturmts? without any rrfull correla-

pupil’s interests and aptitudes. Every pupil should

53

1
|




have an intelligent evaluation of his abilities and interests as ré
lated to a voecation or voeations for which he is best suited. Youths
are eagerly seeking such assistance as they face the future with
its problems and possibilities.

To be effective, the placement service of the guidance program
must be organized. This involves the selection of one or more per-
sons—a counselor or counselors, if possible, to be responsible for
coordination of the service. The coordinator should have a sense
of direction with respect to the purposes and services of the guid:
ance program. Centralization of the placement service is especially
important in relation to the job placement service. The need for
maintaining a recognized channel for the convenience of employers
18 an important consideration in planning this service. Ceutralizg—
tion has the further advantage of providing a staff member who s
familiar with placement procedures in various business and ndus-
trial establishments, which provide employment opportunities for
young workers.

Organization also involves selection of activities within tl{e
school and the community which will offer opportunities for P.“P11
participation which should contribute to pupil growth and adjust-
ment. The incidental aspects of educational placement need tO. be
replaced with planned procedures designed to provide &PPrOpmt_e
situations to assure a pupil’s adjustment as he progresses toward his
educational goal.

The staff member responsible for the pupil’s participation 1
next-step activity has a responsibility for following up to determine
whether he actually received the benefits which he sought “'hin
he entered the activity. If not, further effort should be made to hel?

g : : 5 vik 1s.
him to obtain, in other ways, the experience which he neec
e . : Sy e of the
Placement Within the School — One of the major aspects e
he transitir

placement function is that of assisting pupils to make t

; ormal edl-

to the next grade or school toward the completion of a fo ity
. T . o s an a )
cation. Placement within the school in a general sense 15 & ity

of every staff member, but counselors have a special responst o
to help place pupils where they can best meet their needs a'nd maéd
ests and use most effectively their capabilities. Special help 18 nefe -
in the transition from elementary to secondary school and grlﬂ
secondary school to college, special vocational training, OF the W
of work.
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Placement in Specific Courses — Successful program planning
shoulﬂ be considered as a continuous process througﬁou’c the pupil’cs
st.ay in school. It involves learning about the individual by helping
him lto lcarn. about himself, and providing orientation, eouuselini
and .mstructlon which will acquaint pupils with the 0}5])01'tunitie:
requirements and characteristics of the next educationai step. }

.Early in his high school career the pupil should become ac
quamted with subject matter offerings of the school 1'equir(eci
courses, the electives from which he can choose and the ;‘raduation
zeqmrements. .He should be informed of the proper S:quenee of
]?:gfjui?i[,Oilj]nfef 1:‘[.0 the subjeect matter in the various courses.
e .and Ltec ch:)1 un('lerstfmd what values for him are in cer-
e to wl at \ocaleonfﬂ areas they lead. Much educa-
- C \.ocatlonal information is needed by the pupil before he

n make wise choices. ; ‘

D. (S .
tionsl zz‘;lizﬁsnfforﬁ:aﬁ-o? a‘nd i}ldividual assistance in course selec-
guidance program ; lln (_)Unatlf)n an(.i counseling services of the
purpose of p;eb‘ll'.in(,n,( 1:71(111&1. Interviews m.(? et ok b
This proeram silcc)tllclcbd entative four-year high school program.
a broad ;-*ision of his i I'G-e'valuated each year. It gives the pupil
the fact that todév’s ei( 1_1031:1011&1 Pl‘(.)g'ram and impresses upon him
has selected aDDrvo Hri 1tollces affect. e .fufure pl'ans. After the pupil
Step iS that of Dlaelemi bt CO};’IPSGS in his educational plan, the next
Placement respé!l%ibilitn RE counselor, t.eacher or principal having
classes, Without.qm] J f‘SSIStS the pllpﬂ to enroll in appropriate
munity will have al t:otid%j E%@en;ent e E.md counseling a com-
should be enlisted in tileyﬂl?a.( e(}uate 0(1'uca’r1011al program. Earctus
tal interview ig far bettell.- jtl(;ilmnt Sﬁl‘\’lces of counselors. A paren-
for a parental signature. an sending home a prepared program

cement i Co-C' .
t)-CiH'?‘lcuZa’)‘ £ if. 'v? ) — 1 V lay

tontribute mye i

e Plaelggf;;zoo‘;h:td(;seovm:y of inter.ests and development of atti-

T e . 111 ents in co-eur}'mular activities for the pur-

o o 11;31 ve oplllelltal experiences, is a placement service
uded in a good program.

Sueh videre
activitieg
les as school ass ] ;
assemblies, school plays, talent shows,

Qdiﬁn > g ¢

elubs (%f \;fi)?sl 1})1:11131@1‘ or year-book, serving on the Student Council,

SCi-Enee, o geto rS’ SSu(ih as hobby, language, FFA, FHA, commerce,

et pives i ¢ ubs.;, .elass organizations and intramural ath-
Opportunities to participate with other pupils and
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thus learn leadership, responsibility, tolerance, and respect for anthor-
ity. Even though pupils may participate in a particular activity, as
has been suggested, it cannot be taken for eranted that participation
will serve the expected purpose. This can be ascertained only by
following-up the individual and evaluating the degree to \\hlcll his
developmental or adjustmental need was met.

Placement i Advanced Education — Assuming that the pupil has
completed a high school program of studies which was consistent with
his educational plans beyond high school, there are still other consid-
erations. He may need assistance not only in selecting an institution
which offers the particular curricula of his choice but also help n
getting accepted and enrolled in the institution. This may be a cob
lege, trade, technical, or business school.

The counselor must strive to be constantly aware of the changing
admission standards at every institution. Year by year the weight
given by admission committees to certain factors, such as grades anfl
test scores, varies. Much depends on how the credentials of the appli
cant compare with those of others.

Placement in the Occupational Field — Job placement should be 2
function of the school as an integral part of the guidance prograi:
The person responsible for job placement should be in close contact
with personnel of industry, business and the professions in the com-
munity, and in larger areas. ;

The training courses for vocational classes should keep pupils

informed of conditions in the labor market and prepare them to find
and apply for work. Vocational teachers usually have close contacts
with employers in the community. They may assume H“'Pmmhlm'\
for the placement of pupils in part-time or full-time employ rment.

There are many community resources that will give assistance i1

placing pupils in jobs.

(1) The Office of Economic Security may assist in placeme!
drop-outs and post-graduates.

(2) Competitive examinations for non-political jobs are &l
odically by Civil Service Board to senior pupils who W!
work immediately upon graduation. These examinations

held in some high schools in the field of commerce.

(3) The physically handicapped may receive aid through t
Program of Rehabilitation.

(4) Military recruitment offices will arrange progra
pupils of the opportunities available in all branches O
service.
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Follow-Up

The Follow-up Service is a basic step in the entire guidance pro-
gram. Through proper use of the Follow-up Service the school gains
insioht into the changes needed to improve the guidance program and
the entire enrriculum.

Follow-up Service is that service of the guidance program which

evaluates the effectiveness of the school’s activities in meeting the
needs of pupils. It involves securing this information from former
pupils both drop-outs and graduates. Leadership in the follow-up
service, as in all other services of the guidance program, should be
provided by a counselor who is technically prepared to offer this
leadership: however, it is of the utmost importance that follow-up
studies be planned and carried out as a cooperative project involving
tl}@ whole staff. In addition to obtaining general information, indi-
vidual teachers may find that follow-up procedures will give them
cerfain information related to the effectiveness of their subjects and
nethods of instruetion.
: Whenever changes are indicated after interpreting the informa-
tion gathered, the school must have the vision and courage to make
th“f‘l changes in its program in order to better meet the needs of all
pupils,

Purposes of the S ' - - |
f ]11)”'“"9 of the School in Following up Former Pupils — An effective
0 0 = o Yy e Q V- 1 ‘
f W-Up program serves the entire school. Purposes of following up
ormer pupils are to

1. : . : 3 . . &
?_Etmmme effectiveness of the curriculum by obtaining informa-
'Ll(m. from those pupils who withdrew from school before com-
pleting the school’s program. Information may be gained as to

the courses and activities that may have been more valuable to
these pupils.

I% fltre;l?z?ih thi feffgctivevless of the instructional program.
oy dki:’cco\;ewm Oﬂ §8'51011a1 use of s"cudent' questionnaires teachers
s h;‘v’inel cer laln‘weakn?sses in their glassroolm procedu_res,

g€ a working basis for improving their instruction.

Thi A "
sti}sf allows for continuous growth and self-improvement for the

DY o s g

tisfle?ﬂglng the effectiveness of the guidance program. Informa-

dﬂtero tained from pupils in various groups can be useful in

o mining whether the program has provided effectively for
Special needs of each group.

En
in (ll(?;ie the school tO. keep in touch with former pupils. Changes
& Tange plans in the school’s program are only justified by

o7




continuous follow-up of former students. It must also be recog-
nized that former pupils often have valuable contributions to

make to the school’s present program and should not be over-
looked as a resource of the school.

Survey occupational needs and locate job opportunities. The
follow-up survey will supply information on how well former
pupils are performing in industry and whether the school’s pro-
gram is helping them to adjust in the world of work.

Provide statistics. Through the use of appropriate statistical
procedures the school may become aware of certain trends and
needs which might not be detected through counseling indi-
viduals or analyzing single questionnaires. An opportunity is

afforded to review the operation of the entire system in the light
of these trends.

Specific Outcomes of Well-Planned and Executed Follow-Up Studies
— The value of any school or school system can derive from a planned
program of follow-up is entirely dependent upon the quality of t:he
planning, the execution of the follow-up study, and the honesty \‘Tﬂl
which the weaknesses will be evaluated and corrected. If the entire
staff works together to study the problem in a professional manner,
1t is possible to achieve part or all of the following outcomes or values:

S RCTTG g SO NI

Determine the holding power of the school.

Discover grade levels at which drop-outs occur.

Learn why pupils leave school before graduation.

Cause the staff to become aware of the reason for drop-outs.
Determine the percentage of pupils who enter college.
Determine the number of former pupils who enter employment
immediately after leaving school.

Obtain opinions of former pupils concerning the effectiveness of
the school’s program.

Compare the occupational fields actually entered by former
pupils with those expressed by them before leaving school.

. qmunity

General Procedures — The size and nature of the sehool C(im o

5 . G . . . e 10 2
will cause variations in the possible techuiques to be used. T

: . . inifiating O
ing general methods have been used effectively in the initiatng

£ the

follow-up service :

5

and
Inform the school staff of the purposes of the program

enlist their cooperation. i
Set up committee to consider possible approaches 11 0
up former pupils. Is tht

: §
Study the methods used and progress made in other schoo
have an established follow-up program.

ing
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4, Decide on the classifications to be used in listing former pupils
such as: drop-outs, unemployed, employed, college students, etc.

5. Assign responsibilities to members of the faculty who are will-
ing to help in obtaining and using information.

6. Stress the importance of using follow-up data for professional
purposes only and in a highly ethical manner.

Devices for Follow-Up of Former Pupils
A school staff planning to make a follow-up study should be
dlert to use every possible means of contacting former pupils. It
must be recognized that no device will be effective in every instance.
T . 5 2 .
The following devices have been employed effectively by many
schools ;

'7']'0 Questionnaire for Follow-Up — Perhaps he most popular device
I a follow-up study is the questionnaire which is mailed or otherwise
made available to former pupils. Such a questionnaire should be
made as brief as possible to encourage its return and to facilitate
mailing,

Pm't of the popularity of the questionnaire comes from its uni-
f.OI‘llll.‘(y which makes it possible to record and tabulate the informa-
on in statistical form for analysis and evaluation. While a number
:f ‘m(”’e or less standardized follow-up questionnaires are available
“Uhj:’lh‘;]‘;zdb‘r’llldf ea(_-..h S(:h()‘()l will wish to ask f(')l‘ certain information
iy 11." ‘e needed 11} a gly(ln school. Accordingly, the school staff
i \\'i,qh:;g(:lfl::}? '(]_“(‘Stlonnall'o to‘ call {."m' tho»parﬁvnlar infm'l.lmtion
i Svst‘onll I:(t\ Sm:h a (]U(?S?'l()ll]l(:l]l‘() designed and used in one
‘Hlﬁstioﬁnail-pg . '_(mnd 1n< the Appendix. Two general purposes most

aires will have in common are:

1. To find out

2 Zr?dfi;ga?‘;‘;s‘i}ifrl;et hthese former pupils were or are employed

ey held or hold.
T]l(’, FU“OH:-U
shoulq
Since t}

what further education these former pupils have had.

- und?irg}f;)f-ﬁf(f’ll"*i The follm?'-up lc*‘[jf.rer is a te(-}tnique th".;‘t
v g;.(xlllflll( f]\lade ‘cﬂ'&]lﬂbl@ to 11301‘111)(31'5--:)1‘ the st.al'l.
b will Often. ]Q A s }11?1(; pe.rsnnal tha‘n. a standardized question-
o /n—nt LGTHO c‘ittentmn and elicit a reply where the ques-
of infm'matioﬁ til. general, a folloyv-up']etter.ca]]s for fewer
Teeeiving the letfe,‘ i _1‘”11_1 does a que."stmn.mm'e. Since the person
b6 riore diffitv-nlf T- 11‘11}';-‘1‘[(.',(1 to reply in his own wm‘d&'z the replies
iDSight e 3 ’0‘ al 111f1.te, but often the answers give a better
¢ pupil’s thinking than does a questionnaire.

]}airpy i
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The letter should state the use that will be made of the informa-
tion given. It should include the form or stationery on which the
replies are to be made and a return stamped envelope with the retum
address completed. Finally, the letter should include a request that
the return letter be completed and placed in the return mail within
three to five days, if possible.

The Follow-Up Interview — It should be understood that the inter
view technique can be used to good advantage, even though informa-
tion has been previously obtained by other means. Whenever possible,
within the limits of time available, the interview should be made
directly with the former pupil. An alert counselor will realize, how-
ever, that much information may be obtained by interviewing the
employer and other associates.

In order to receive maximum benefit from the interview it shoum
be planned in advance. The phrasing of questions should be \V?H 1
mind so that direct information can be secured. The interviewer
should be thoroughly familiar with good interviewing techniques.
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mail within
‘ GROUP GUIDANCE PROCEDURES
An adequate program of guidance services provides for both in- |
! ﬂ.le it dividual and group procedures. Neither phase of the program can : e
oh informe- o : : - : i it
oh i take the place of the other. In matters that are of common interest i

ver possible
d be made
ealize, hov-
riewing the

and concern to a large number of pupils, there is economy of time and : i
effort in working with an entire group rather than with one individual | '
at a time. Group methods provide an efficient way of orienting pupils : i
to new school situations, administering tests, gathering data about
puplls, and giving educational and vocational information.

w it should

| be well in _ A great deal can be learned about a youngster’s achievements, |
interviewer inferests, and behavior patterns by studying the information in his H
niques. amulative record. To understand him completely, however, it is ‘f
llf‘(’(‘SS%ll‘.V to observe him in a group. His reactions and responses to ||
his peers are good indicators of his personal and social needs. Through , |
Soup methods, the alert teacher is better able to identify unique | |

cases of malads ; ST
s of maladjustment and to encourage pupils who are in need of
ndiv] id:

vidual guidance to seek help from the counselor. Thus, group

guids Preily b, ;
gudance can pave the way for individual eounseling.

. Th(‘l-‘e is therapeutic value in group techniques. During informal
*(l-’)m“p discussions, youngsters often release emotional tensions and Sl
?ocm‘ne conscious of their own problems. They gain insight into their ik 4
relations with others and receive comfort and satisfaction from dis- r;
|
|

Covering Lo el
g that their classmates have similar problems.

Gt‘o M1 < by o sqliza | 1l
o up guidance is an excellent means of building school morale, Bl
reatine goticfs <o . : A : b
o g ﬂatlsf(wtmy pupil-teacher relations, and improving general
CLASSTOOM. S1t11a+ a1 o : A8 . : 2 3 :

1 sitnations. The teacher’s job is easier, his teaching is more

|

effectiy ’
-CCLlVe = < ; . oy 2 ] |

; » and there are fewer hehavior problems when he spends some “ ’l

time § J
N workine :
1 Working for good group relations.

It ig
» 1S O 3 -
of emph _ften helpful to plan whole-sehool projects for the purpose | ‘
phasizine ; - i . 7 | ;
- i1 Wlzing fundamental traits and attitudes. When group guid- : !
‘€ 1S a par ' ' ‘ ‘
partic pa.lt of the organized program, the entire student body can o ‘
alticipate in g qp; 1‘
lers, op

ve for friendly relations, a campaign for good man-
a proj = - . X 5 =
a4 project for developing good study habits.

61




recermrtaey

Organization for Group Guidance

In every school there are many available resources for a grom
guidance program. The details of organization for each school should
be worked out according to the needs of the pupils, the amount of
teacher time and schedule time that can be allotted, the available
facilities for carrying out the program, and the training, interest and
experience of the teacher personnel.

Regular group guidance classes should have a definite place it
the school program. They should meet for at least one period per
week. In some schools each pupil is scheduled to a group guidan
class in lieu of a study period once a week.

Group guidance classes may be taught by a specially trained
teacher or by regular members of the faculty who are interested and
have the necessary qualifications. Althouch it is very desirable that
the teacher be trained in guidance techniques, it is more imp01‘t?".1t
that he have the personal characteristics to inspire confidence 1t
pupils and that he be genuinely interested in the problems of youiz
people.

The general theme of group guidance for each grade should be
determined by the special needs of the age and grade level. For ex
ample, a unit on orientation will be needed for the first year Oﬁa
Junior or senior high school, or both, depending upon the organizaflol
of the school. Educational guidance may be the central theme .f01'
eighth or ninth grade pupils who are at the point of making chmce?
of subjects for the years ahead. Attention to teen-age problems m.HF
be especially needed at about the tenth orade level. Vocational guid-
ance is usually given in the eleventh or twelfth grade.

Presented below are a series of grade-level outlines or group
guidance topics and activities which lend themselves quite readily ¥
presentation in the homeroom, the subject-matter classroom, ﬂSSem:
blies and other student groups. The outlines contain minimun e
tials and may be expanded and used as a guide for directors of !
ance and counselors in planning local programs. Topics for vat!

guid:

us

: . prades other
grade levels are overlapping and may well be used in orad s
. . o a‘c y LU
than the one indicated. Inasmuch as these are suggested e
in

. . . e . as
only, in certain instances modifications may prove necessary
to effectuate desired outcomes.

Grade Six
Preorientation to Junior High School
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Grade Seven
Orientation to Junior High School: how to study; how to make

intelligent use of available school services.

Grade Eight
Initiation of Educational and Vocational Planning: assessing
personal interests, aptitudes and abilities; planning the high
school course; how and where to find information on occupa-
tional fields.

Grade Nine
Narrowing the Choice: continuing the search for information
concerning occupational levels, including research on a specific
occupation; high school extra curricular choices; financing edu-
cation beyond high school.

Grade Ten
Educational and Vocational Planning (continued): vocational
and financial implications of part-time and summer jobs; values
of continuing in school; test-taking techniques.

Grade Eleven
Making Post-High School Plans More Specific: detailed in-
formation on higher education, the armed services and job entry
opportunities; reappraisal of individual interests, aptitudes and
abilities.

Grade Twelpe
Pl‘eorien_tation for job and College: Applications, interviews,
Job seeking and college admission.!

o s
Z’}i‘(j:’:;’a”;ei7;;19”— Some schools do not schedule special group guid-
e en{uso mn: :h guidance is given through units integrated
e ar subjects. The placement of such units depends largely

- 1€ possibilities of correlation with the subject matter. The prin-
lniljt]o}:l;:: di:m;l\}(n with the offerings of the curriculum, is in a key
e dd\,an;:i(\ n(g which course the guidance units can be p]ac'ed
e o 'c : ther won.ﬁzul‘oratu)ns being equal, the personality

nay be the deciding factor.

?‘Hlm subjects lend themselves very readily to the inclusion of
00(1( ](II:];:‘]:; }I‘ or (Td nple units on occupations, social conduct, and
course. ome E\(( :an be effectively introduced in the social studies
oped to menta] )111";“]1(9 and health courses can include units devel-
elations, angq 0‘0(:1th , personal }4'1-0)\'1‘}1 and.devel'opmmﬁ‘, boy-girl

g00d manners. By careful planning, different phases of

\\—\\—

* Group Guig
ance Programs, S r
uidance, Albany New Yorktate Department of Education, Bureau of

g

63




GROUP GUIDANCE

guidance can be presented in several subjects at the same time. While
a unit on occupations, is being taught by the civic teacher, other mei
bers of the faculty may be stressing the vocational possibilities of t.h@'
special fields. English is one of the subject areas which has inf]}lltf
potentialities for integrating guidance activities. Since it is I'Cfilllljed
subject, it has the special advantage of being an avenue through Whl_Ch
all students can be reached. The topics of self-analysis, personaliy
development, educational planning, and vocational choice can be
used as effectively as any others while developing skill in oral 1311
written composition, letter writing, spelling, and punctuation. _\1‘\‘1"1:'
ing autobiographies, preparing research papers, serving On C‘OI,nml;
tees, participating in panel discussions, giving book reviews, inter
viewing employers and employees, filling out applacition blanks, R'llﬁ
dramatizing are activities which, with a little ingenuity and ];,%anmllﬁ
on the part of the teacher, can serve the cause of both English 4"
guidance.

: _ e 0 0r-
Homeroom Guidance — The homeroom provides an excellent pi}:lti'
an

tunity for group guidance. Its purpose should be to set up
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program can b’e goo 10 assroom activities, and the “‘eilel*gil 2 g iich
administered thloﬁ iflﬁated_ ‘When the group nvllichl'lcé ) S
"0ug. <) a rooT: :
one pel'iOd N 'W:ell.t € honlel'()Oln, the tilne deVOted o ]i izgldnl 18
called a hc)merovom pe\'oii e\;lf ry two weeks. Less time can sca usilalll)y
' riod. The t i : arcely be
g exercise en-or-fifteen mi ;
8 s should : inute period f
which are organized not be considered a guidance period. I 2
i omeroom ma bawund the core curriculum, the core- . 111 =
Other familiar er ; S p guidance activities.
events, co-curricula group activities such as assembly, int
: S =
portant e r activities, and social f ; ) ramural
possibilities. dnetions “also have im-

Cont i
ent and Techniques of Group Guidance

Grou :
p gllldance ot
: e . :
gram in at least four 1?11; .facﬂltate or improve the total guidance
d » a . ' be Y
development, educati jor areas: orientation, personalit : pro
ational planning, and vocational choi o7 e
Sl choice.

Ordentati

lation — Tt is of pri

Rdjust as rani 5 0 pl'lmal‘y iln ort E
apidly as . ‘P ance that pupil
s.chooi for the fi};,stgt_pOSSlble to their new surrounginlo‘lg Saj];e helped' .
tional status, The ime and after each major cha = o Gfantis
. The following techniques may b nge in their educa-

v be used.

1. visitation
2
3 group conferences
4. school handbook

. assembly programs

The

se techni

tion P iques are dis :

rocedures. ’’ scussed in the fol 5 :
es ollowing sect e

: = ion, ‘“‘Orienta-

Personql;
ality and Soci
may be used in heCiC@Aal Development — A wide rang 3
and emotionally Tplllg‘ the student to grow u hbe. of techniques
. The following are Suw;ested DEphyE eallyaroeialy,
D5 Y 5

1% personal dat

the Dersona a—definite provisions

AutobiograﬁhﬁeiOblems that are of S\Eli?c;llldc:rfc fag oo

personality, and  personal datl Llanks, and e

IS purpose. Sta rfds ment tests and inventories sults of social,

I[:lanned and desi aard problem check lists Orcal‘l be' used.for

elpful in findin grtle by the teacher or by th CiU-est_lonna]res

g the students who need isildi\?idgi;);li 11JESElf g

elp.

sociometri
CcS—a .
patterns of sociogram ma
the y be used to ;
group, By asking each Studss;:;i{othe 1Jf{rlendship
make a first,
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second, and third choice of persons with whom he would like o
sit in the lunchroom, the teacher can find out about the socil
relations existing in his classroom. He can then help the friend-
less ones to find ways of making friends; he can assign those
who are often left out to work with the ones they have chosen;
and he can make special use of the group leaders.

group discussion—a warm, friendly atmosphere must be estab-
lished in which young people can feel free to talk things over
frankly among themselves, and to work out satisfactory solu-
tions to their common problems. Only topics which are of el
importance to teenagers should be used.

These topics may be selected by means of an occasional problen
census or informal interviews with selected pupils. The fom
of discussion may be varied by using: buzz sessions, panel dis-
cussions and forums, problem conferences, lecture-discussions,
dramatizations, sociodramas or role playing, audio-visual aids
and questionnaires or question boxes.

committee work—this often-used technique is still valuable
Each pupil should be given an active role on some Commit@&
The duties of each committee should be clearly outlined, chai-
men should be responsible for leadership, and time should b
allotted for planning,

Educational Planning — As the pupil approaches each change inl h]‘
educational program, information about the available opportuniis
ahead should be provided. This phase of the guidance program should
include :

1. disseminating information—all pupils need to know about high

school courses, elective subjects, majors, minors, and graduatiol
resuirements. Some of them need also to know about collegﬁ
entrance requirements, scholarships, loan funds, and other W?)S
of financing a college education. Still others, who do nof P2
to enter college, need information about technical, business 3;‘
vocational courses, evening classes, home study cOUIse, a
other ways of furthering their education.

using books and pamphlets—such pamphlets as Mak.e Yol:r
Study Hours Count, How to Become a Better Student, Dzsco;ﬁﬂoz
ing Your Real Interests, Should You Go to College? and 5¢ ltiz:
Subjects and Jobs, published by Science Research Associate
Inc., Chicago, are excellent for this purpose.

group discussions—there should be thoughtful considel‘-'f’lt o
good study habits, the value of satisfactory school records;
the importance of achieving to capacity.

ion of

. ’ o
4 ‘ : . : = contmiils
Vocational Choice — Starting in the elementary and €0
through secondary there should be a developing and 1m e plat
phasis on making the right choice of a career. Stress should

creasing &
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on recognizing abilities and limitations and discovering fields of work
hest suited to the individual. The program may include such items as
the following :

ik

10.

! Eduqationa[ Mo
Udio-vigya] g

Elementary school emphasis—elementary teachers should create
an interest in vocational choices by focusing attention on the
chief types of work in the community, the occupations of par-
ents, and early evidence of pupil’s interests and abilities.

Secondary school emphasis—each subject or core teacher should
explain the occupational possibilities of his own subject field.

Group tests—before definite vocational plans are made, it is
helpful to use achievement tests, aptitude tests, and interest
inventories as an aid to self-analysis.

Individual folders—each pupil may be encouraged to prepare
a folder which contains an analysis of himself, his interests, his
ambitions, and plans for the future, samples of his classwork,
answers to questionnaires, and any other significant material
which will help the teacher or counselor to advise him about
his educational and vocational plans.

. Occupational bookshelf—in a special corner of the library or

some other accessible place, there should be always on display
a collection of recent pamphlets and fictional and non-fictional
books on occupations.

. Occupational files—clippings from current newspapers and

n?agazine articles and up-to-date materials obtained from na-
tional professional organizations and industries should be placed
In folders and filed alphabetically. This data may be kept in the
counselor’s office or in a convenient place in the school library.
When a group guidance unit is being taught, the files may be
moved into the classroom.

- Bulletin board displays—posters, clippings, announcements, and

I_DOtOk paqkets should be changed often in order to stimulate pupil
Interest in further reading and study of occupations.

. Audio-visual aids—films,1 filmstrips, radio programs, and perti-

Dent recordings may be used effectively.

. Guest speakers—well-chosen speakers can be asked to give first-

h i . g : :
and information about occupations in which many students

hay : ;
K € expressed an interest and have acquired some previous
nowledge.

Sii;:r ifl?:nferences—after taking a census of the pupil’s voca-
fields of ‘srels{ts, sever.al .guest spe.akers representing different
B Ork can be invited to visit the school on the same day

Peak and hold conferences with groups of pupils. Sometimes

tion Pictures for School and Community, Department of

Niversity of ervices, College of Adult and Extension Education,

entucky, Lexington, Kentucky.
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1L

12,

13.

14.

the pupils visit the business and professional offices and the
industrial establishments for the career conferences.

Visits—carefully planned and well conducted tours to busines
and industrial plants in which students expressed a special inter-
est may help to broaden their occupational knowledge.

Career clubs—qualified sponsors work with groups of pupils
who are motivated by similar interests.

Community job survey—this may be conducted by the social
studies or the group guidance classes. Even though few job
openings are found, the experience is very valuable,

Job-getting procedures—pupils should have guidance and prac-
tice in making personal interviews, filling out application blanks,
and securing work permits and social security cards.
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SECTION 8
ORIENTATION PROCEDURES

Orientation includes those activities in the school designed to
enable the pupil to better adjust to the new situations with which he
must face. The central purpose of any activity is the growth Oirthe
pupil involved in it, with its major goal the prevention of student
maladjustment.

A great need is felt for help as each pupil moves from pre-school
through high school and into higher training or entrance into the
labor market. Recognizing that guidance is a continuous service
throughout the school-life of the pupil, orientation activities become a
necessity at each tramsition point. An experienced, understanding
Derson using appropriate techniques can help lessen the tensions and
anxieties of the pupils facing these new situations. Many adjust-
ments must be made as the new pupil progresses through school. Some
that he may need to make are:

1. become acquainted with new school, administration, curriculum,
physical plant, ete.

2. adjust to many new teachers

3. develop initiative and responsibility

4. become dependable in working on his own

9. develop acceptable social conduct

6. learn about sources of information and help.
Orientation may be thought of as taking place at various levels

Ca:'lmkl)ghm.lt the school life of the pupil. Various activities and devices

¢ used at each of the following levels:

th

Pre-§
-Dehool — This . S 5
School [his phase should include pre-school clinics, home visi-

tationg, i :

= }, nformative newspaper articles, invitations for parents and
{ 'SC g 0 . . .
“Sehoolers to visit with the teachers and see the school. It is at this

poix initi :
; .1t that the tegeh er should initiate the cumulative folder and other
Suidance records,

Ui

f;t’;if”gﬁlys ;hThle I}ast year of this phase is a erucial point f.ori 91‘ie11-

Preparing pﬁ JHZO ‘S 13?‘68 with secondary schools the responsibility of

to reeeiv?n Pils, records, and other 1nf0rmat1o?1 for prompt tra.nsfer
g schools. The students should be informed of available
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courses, requirement activities and aims and objectives o
school. Assistance is given the pupils that they may have a
plete knowledge of what to expect and what is expected of t
might be accomplished throuch exploratory courses, group guidane
situations or career studies.

Junior High School — The purpose here should be to ori

f the ney

more Con
hem. Tl

ent pupils

from lower school to advanced school, voecational school or fields o

work and to provide continuous means for the integration of guidane,

curriculum, instruection, and student leadership

Senior High School — Continuing services begun by earli

er schools.

These services should give the student a knowledge of the requut

ments or problems to be expected in meeting the needs in
post-graduate goals or drop-outs. This should extend into
regarding post-school life, job selection or further training.
data might be used in orienting pupils to conditions which
expect upon leaving school.

volved for
discussion
Hollow-up

they may

College Bound — Orientation services at this level might include (o

lege Nights, College Assembly programs or a day in which the St’m‘]
1l

are Invited to a college for a first formal look at the institution W

guided tours by upperclassmen. The high school might sche
discussions by previous graduates now in college to stimula

dule pand
te thought

bifs
(()]l((‘H]ll]“ course S(‘ ee fl()l] ﬂl(’ HH])OIT(IH((“ (Jf "l(ld(‘\ Stl'ld\ ]lﬂ

and the academic backeround expected by colleges. Also

commloh

A Tance
might visit high sehools and explain application procedures, entre

: o g 2 . 75 archips 400
requirements, expenses, financial assistance and sc holarship

clubs or organizations.

College Freshmen — Orientation classes, orientation we
camps for prospective students, upperclass guides for a pre
time, faculty advisers, counseling services, club activities an
student-faculty get-togethers.

Methods of Orientation

Visitation to Feeder Schools — Visits to “‘feeder’’ schools
the objectives, opportunities and requirements of receiving
used to acquaint the pupil with the new school. Couns
prospective student to plan or adjust their schedules, prov
tion as to courses in various departments and the occupatl
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foward which these curricula lead. Programs may be presented by
different departments of the receiving school.

Visitation to Receiving School — Tt has proven effective to invite
students and their parents if possible, to spend some portion of a day
at school before the formal opening in the fall to become acquainted
with the physical plant, meet their teachers, complete their registra-
fion and resolve many of the questions regarding courses-of-study and
out-of-class activities.

Orientation Packets — Counselors prepare packets of orientation ma-
terials to be issued to new students in the fall which might contain a
welecome from the principal and staff, a handbook if not previously
distributed, school paper (devoted to orientation), a floor plan of the
building if not included in the handbook, a faculty list with the class
taught by each teacher, class schedule, and a personal data sheet to be
refurned to the counselor. This should include an activity record

ndieating previous activities and those in which the student is inter-
ested,

‘S“id(f?li Handbooks — A tool for orientation, especially valuable dur-
s t'h“ first year of school, is the student handbook. It also serves as
d refresher for other students in regard to courses of study activities
‘f‘?ld responsibilities. Tt contains information such as philosophy, cur-
ticulum, rules and regulations, requirements for graduation, grading
system, sehool calendar, course descriptions, athletics and intra-mural
spm'tﬁ, extra-curricular activities and other pertinent information
Pertaining to the new school.

(?l){:;ili(({flllo:w])f}a{“ s_"'hOOl personnel may plan a.full or part day pro-
dents the f(;jllml-(" Sfli“g for all Shl(}‘(-‘nfS \\'h(.) \\',1’11 enroll as new stu-
pect. Thisl )1'0(: f‘nia .‘P‘ar to get an ‘‘early bn'd‘ look at what to ex-
e I ,h.l,(.lm usually mclufles an a.sse‘mblp.* where each depart-

Y participate. A tour of the building is usually conducted

durine the dav (.. S St - ‘
and 0;} ¢ day. Classroom visitation, question and answer sessions

P oy MeeR e : : ; : : _
activities may be included in this orientation device. Some

schooly ppac
0ls present handbooks at this time.

Buddy System—Schools
Memberg 4 act as
Student g
and othep
classrooms,

may appoint upper-class students or club
! ““big brother or big sister’’ to new pupils. Each
assigned a buddy who introduces the new pupils to teachers
classmates, tours the building and helps locate specifie
accompanies the new pupil to lunch a few days. The
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buddy may also help familiarize the student with rules and regls
tions, buses if used, school activities or organizations.

Parents Night or Open House—In the late spring the school might
hold a parents night where they may have the opportunity for e
ferences to further discuss the child, his goals, and the school pr
gram.

Assembly Programs—Many schools plan assembly programs to asis
in the orientation of students. This program may consist of a ser
of assemblies in which different departments present interesting au
informative programs to familiarize the student-body with the a
tivities, accomplishments, and possible related vocations to each @
partment or club.

Home-room Periods — Classroom teachers can solve many probléns
and prevent serious conflicts or frustrations from developing by grow
discussion of orientation problems. Presentation and discussion &
such topics as ‘‘the values and needs of an education, lesson l)l'fpﬁ““
tion, study skill development, getting along with others, diseiplin
appropriate dress and behavior and dating’’ can help the student
adjust to many new situations.

arios

Career Days — The school may hold a career day in which v H
0

voeational and educational personnel may visit the school and tal
the interested students about their particular arvea. The pl-ogl'ﬂ”;
may consist of the presentation of occupational information, pmlf
discussions, and audio visual aids. Appropriate speakers from bust

5 g 5 e e . . fip Smﬂ.‘
nesses, professions, technical fields, civil service, and othet field

: as o qn thelr
lecture regarding opportunities and recent developments It 101'
5 i 3 A ded 1 0nd
fields as well as educational preparation or training nec ded 1

Justry

i Sk e . ¥ > ] t-*f-]‘ﬂ(
to enter these positions. Other activities might be a business o

: ; : Soriate <1168,
forum, job analysis or occupational trends by local industrl

; T : A pesentalis
presentation of opportunities in the armed services by represét

; : sl
from various branches of service and explanations regarding

2 ; : Ty waik
obligations, requirements or careers. The representatives HSIll(l. t -
gy . .  wardinoe enlistmeis
to distribute materials and answer questions regarding el
ete.
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SECTION 9
USING SCHOOL AND COMMUNITY RESOURCES

The over-all purpose of the guidance program in the school is to
serve all pupils in relation to their abilities, interests and needs. The
success of a guidance program is determined to a large extent by the
l‘elat'ionship that exists between the school and its staff and the com-
munity of which the school is a part. The suceess is also conditioned
by '('I.l(’ availability and extent of utilization of both school and com-
munity resources. Two operative conditions make this so. Pupil prob-
lems have their origin in both places and solutions may demand re-
sources of both.

A e T =l . eale .

A functional guidance program requires utilization of school and
COMMUNity resonrees . :

unity resources. School and community agencies share a common
toncern for the welfare of the student.

l)l‘()\';}leniii(()lz :TS'_DO%Mibﬂity of a fu‘net%onal guidance program is to

i anbselll‘p :1 1’[}10e process of usm‘g school and e‘ommmuty re-

= I‘GS(mreé = (l,.s o]t 1f‘ i:i(_‘nltyr;‘md staff are the. school’s most power-

e tvlu“}mi.} .‘.’01.1th.. The teaehersj g-mdanee- personnel, ad-

e an;]’ 1(1 11(1)(*011.@; S dzull_\' mﬂuon(je the lives of th("u' St.udents, .but

he j ‘Ilv(- s(-mrvoitn] person is not an expert in his contribu-
» vorks in harmony with all concerned.

\
he \11}11(1]0?:1?2]5 ;\(l)lunsel(;] \\'i_ll find it necessary to 1?000.1116 Eam?li:(u' with
e S(?I‘Vi(*elq - (‘:S 1? 1at ('%:]‘1 be of service tol hl."lll 111-1)1‘0\'1(11'11g the
R é@hosﬁ( ents. The o.()unsclor maximizes his effectl.veness
S (‘Oxnvt;‘ig djl,d .('OTHH-HHHT"}‘ resources avanllable. In this way
Tt e utes h-ls msiehts and (?(')mpe‘rencles to eommor} goals.
approach provides for the best interest of boys and girls.

Community Resources

As was

a5 Was ree G . o

Ny “’F(h t(‘«(—‘})mmmded in a School Community study in Buffalo,
B/ at sehc ake intellio :

Ll )0‘1S make intelligent use of community resources by

Munity hy ationship between school and soeial agencies,’’! the com-
v S many resources for guidance purposes.

-\_\_\—

1 I'e"tel' M ;
~ o S ] c¢ 3 %
gency Ooijeérsgtli’ D”evelopmg Princinles of Public School and Social
on,” Personnel and Guidance, 1956, Vol. XXXV. No. 4.
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Maximum community resource utilization requires certain unde:
standings and relationships, namely :

Community understanding of guidance efforts of the school
2. A well-organized referral system,

3. Development of an effective means of communication between
community agencies and school.

4. A mutual interest in the welfare of students.

It has long been recognized that the school, as an ageney of ¢
community, should learn the peculiar needs of the community, but 1l
so clearly recognized are the values that acerue to the sehool fro
making use of resources of the community.

Each community differs somewhat from other communities, bt
in each there are agencies, clubs, and religious and professional orgi:
izations which provide guidance to youngsters. The school’s g‘uidﬂl}"e
program should recognize the richness of these resources and ufiliz
them in the guidance of school youth.

There are some guidance problems which can best be handlesl by
agencies outside of the school. If the primary goal of the schools 1810
promote learning, the community resources for guidance purposes ﬂﬂ‘
not identical in purpose with resources used for instructional 'ob.]ﬂ"
tives. The community agencies do not replace the guidance serviees 0
the school, they only supplement or complement them.

2 5  aacohine the
The guidance counselor should feel responsible for assisting

: : . valationship Wil
rest of the school staff in developing a close working lelatwnslnl’f *
. . s . ; ravq e TIISh

the community. This assistance can be developed in three ways:

o 5 G 5 g S(‘}]OOI
by assisting in collecting information that can be of use t0 the s

. . . . nie ]]f@:
staff concerning the community and its social and econoIT g
v studies;

second, by organizing and conducting special communit e
@ SENOOLE

third, developing a good working relationship between th
other community youth-service agencies. “
sourees Wil

In order to assure availability of all guidance re A
jees withm

the community, and to promote the effect of youth serv
community, certain steps should be taken:

; b

1. The counselor should become familiar with the agendic C:ia
and organizations that provides services for youth, o for 5P

groups of young people. i eple

2. The counselor should establish contacts with ind1v1d1.1f=113ividua,l

senting these organizations and agencies. In this way: L

students can be sent to the proper persons when s€

. u.
T : ryice ¢
needed, Some communities have made up a list of se
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and agencies which include their addresses, telephone numbers,
and referral procedures.

3. The counselor should investigate the need for a program of
planning and organization on the part of all community youth-
serving agencies. The school staff might well consider the possi-
bility of assuming leadership in the development of some type
of organization which will enable the entire community to take
part effectively in the study of the important problems of youth,
the development of effective procedures for co-ordinating the
work of existing agencies and organizations, and the making of
plans for the strengthening of present youth services and the
provision of any new services which are needed.

The counselor must be familiar with home and community influ-
ences that econtribute to the development of problems of adjustment
md with the various resources in the community that can be utilized
to contribute to their solutions. The counselor should also feel the
need for knowing something about the homes from which their stu-
dents come and the standards which govern their behavior.

The community in which a student lives exerts a powerful influ-
fnce upon him. Tt shapes his ooals, his ideals, his character, his atti-
Tﬂdo..&_aml his life throuch the experiences it provides. In some com-
Munities, agencies, individuals and organizations have helped students
! ﬂ‘“ pursuit of educational and occupational goals. Many schools are
“ism“‘] by individuals in the community in their Career Day Pro-
%]‘??111&:. .Pe()plo such as farmers, nurses, doctors, dentists, plumbers,
<:(x(4f1-1(»1z11131 and bankers speak to the boys and girls on their profes-
S10n op: occupation.

Thege service and civie eroups, and individuals as well, may wish
0 set up local scholarshin b. & 7, : 3 ‘ S ey ‘

it arship programs.

f‘ counselor should acquire knowledge obtainable through annu-
i E:]\f:llt(i.::;“?; a]nd ()th(jr dvseripfiw li‘rm'atrnr('j, but he should
childyen ' H“'('n.vh::( ‘}‘.‘]ffll(‘l Services p'm:hn'mod by family \\'Mfare. and
centers, 51,11‘; Hm-\v%;. jﬂ “f‘([’ g.ll?dance clinies anq health and recreational
ment of their totg] ‘l“ 2 ;l‘l(‘d by these agencies are often a small seg-

al activity.

Th% oo i :
C!illi(‘q( Vocational Rehabilitation Center and the Mental Health

t'(lsnuruodali(;s(_)ft]‘:ll:@:\vol:]()()k.()d: buT,. ﬂw::f\ two ag(.:u(:ies are very .1:'(?0(1
and rendeap 'ddvi(‘e .TODT :pam for life adJ'ustment i a suitable vocation
favilitins for étll(l)pl + S( %.(,)z)]s ﬂmt :1T'e without adequate por'son-n@{ and
doctor, Byt EiE, 1 g \\lth‘mfldnd,]nstmonts. The counselor is not a

18 & part of his job to recognize when the problems of a

C'hlld a]‘
e of sne ‘ ' o
Such nature as to need the help of a medical specialist,

ﬁl Ie
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The problems determine the kind of resource. For example, afe
identifying a child with an emotional problem referral may be mad
to a doctor, clinical psychologist or social worker. A child with a read:
ing problem may require the assistance of a remedial reading teacher

To lessen the duplication of services, many communities hae |

formed councils of social agencies so that workers in the varios
groups may be informed about the work of one another. School cout
selors benefit from active participation in such councils.

Service clubs — Lions, Rotary, Kiwanis, Bxchange, Optimist, aul
others, are always available to the schools for contributions to educ
tion through their various committees charged with spreading voe
tional information. Often these clubs provide successful career peopl
to speak to the girls and boys about vocations in which they have &
pressed an interest.

Many times boys and girls seek personal interviews with mnd
vidual club members. Some clubs offer continuous vocational inform
tion for this purpose. The Chamber of Commerce often fakes the
initiative in arranging visits to local industries.

Leaders of the YMCA, YWCA, Boy Scouts, Girl Scouts, an
Camp Fire Girls have an opportunity to work directly with our hoys
and girls under the most relaxed circumstances. In this manner they
are able to learn their background and character in a way that {t
school eannot.

During summer vacations, experiences in work and organizl
recreation contribute to the total development of the student. Many
communities offer opportunities for part-time employment. WOl'k 27
periences serve to hold students in school who would otherwisé drop

: : 4 3 prve &
out and at the same time provide financial help. These also § .

. . . 3 . D el
useful purpose in discovering and developing vocational inf 7
(

Aptitudes may also be revealed that would help in vocational P
ning.

. : aher of
The school counselor should be well acquainted with a nut

people who could help him work toward a better understanding of ﬂf
child and his problems. The probation officer, the judge of the l(]];];c
juvenile court, and children’s worker of the Department of Plfl .
Welfare are very important officers and often have 2 wealtll,o o
formation on certain children. Counselors acquire informatfont -
community resources in many ways, including a student projet
assistance of students.
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Outside the school and the home there are still many other poten-
tially important persons. Pastors of churches and certain of their
members are significant for some needs. Professional persons—doc-
tors, nurses, lawyers, engineers, social workers—are sources of help.
The local radio stations and newspapers are important in publicizing
guidance projects and often have much to do with their acceptance.

The procedure for drawing upon resources for guidance pur-
poses may vary, but securing information is a first step. A second
step involves classification or determining the potential utilization of
a particular resource. Third, the procedures to be used to take advan-
tage of the resource. A project for this purpose may be conducted by
a group of students.

An up-to-date file should be kept for guidance purposes, listing
fll],zl\'nilab]e community resources. It should also contain necessary
mformation as to the nature of the agency, the title of the agency, the
areas of service or types of problems handled by the ageney.

Th.e public library card catalog may contain some general in-
formation about community resources. Directories of social agencies
4re a valuable source of information. The Departments of Social Work
f‘}‘d Education would be able to provide information about sources of
‘n(.l for many different problems. Even using the telephone directory
“llffhf .b(‘ of help. There should be little reason for not finding sources
0T available aid.

The Parent-Teacher Association is among the groups whose inter-
¢85 and motives offer unli S r: e e e
I 5 O e 1.1“ nn‘nvd possibilities. The wise counselor 1s

& 10 spend time with his students’ parents to learn about their

growth g : '
Wi and development. In this way school problems are held to a
minimum,

Ii"gl;l(;‘éeir;%;\'l (t(,)l}llllltlllii‘i(‘s h‘a\'c child gll_idznu'v clinic Stll'\‘i(‘(‘-s .to
o 1;)1151.\.( be made. H‘m\'v\:(‘r, quite a few of ﬂ‘wso ('-111.11(-3
i infm'nTM abo1“t01:1 a ‘L.’,OHHJ[.\' basis. I:suall?' th‘o local .1‘110(11(';1] society
it = S?Plﬁ:@syof the most psychiatric h'(\lp if no ot.her serv-
Of the de\-‘elopméi,f fls 1\\ el_,l to k(:op the ].()_('al medical group informed
likely 4, e {h of t 1§ schc)ol) S (:*01111_.%0]1]1{_{' program, ﬂ.w_* are more
Helped by e geﬁoe counselor of ways in which their patients may be
3 school program.

wl

. School Resources
The numbe

' of speecialists in a s '
: Specialists in a school ends > ! :
i e : ol depends on the number of

sourees within that school. Some schools have a num-
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ber of specialists such as school nurse, reading consultant, eurriculm
supervisor, school counselors, and school psychologists. There ax
guidance resources in most school settings to whom a counselor may
turn for help. These may include the classroom teacher next door it
any system or the psychologist in a large city system. The following

. . . . . . |
list is an effort to include personnel that may be available in a variely

of types of school settings. The greater the number of resource per
sons available the greater is the counselors’ opportunity of helpmg
the students with their various needs.

This list includes:

Teachers

Other counselors
Psychologists
Librarians

Principals

Supervisors

School health personnel
Pupil personnel accounting staff
Administrators

Visiting teachers

Other school personnel

The following list is made up of some of the better known 0rg
izations which provide some source of aid to the people of the com
munity. Many of these agencies could have been listed under .more
than one of the headings, because many of these are engaged in differ
ent types of activities. An attempt has been made to list th.em anly
under the classification where they have major service OF inerest

Health Resources —

Physical Health
Local or county health departments
Arthritis and Rheumatism Foundation
The American Cancer Society
The Cerebral Palsy Foundation
The Infantile Paralysis Foundation
Multiple Sclerosis Society
State Heart Associations
State Tuberculosis and Health Associations
Association for the Blind, Inc.
Citizens Council for Health and Welfare
American Heart Society
American Medical Society
State and county society for crippled children
American Dental Association
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American Diabetes Association

American Public Health Association

American Social Hygiene Association

Muscular Dystrophy Association of America
National Society for the Prevention of Blindness

Mental Health Agencies such as:

State and local mental health center

County and state mental health associations
American Red Cross

Big Brothers (Optimist Club)

Boy and Girl Scouts

National Mental Health Association
American Association on Mental Deficiency

Social Agencies —

Fgmily Service Association of America

Aid to Dependent Children

County child welfare services

General Relief

Aifi to blind, county departments of welfare
Private children’s agencies

American Red Cross

Council of Social Agencies

American Public Welfare Association

Association of the Junior Leagues of America, Inc.

Occupationql Agencies —

United States Department of Labor

Stat_e Department of Labor

Natlol:IHI Vocational Guidance Association
Amen’can Craftsmen’s Education Council
American Federation of Arts

Cooperative Recreation Service

Beligioys Groups —

Cath_olic Welfare Bureau
iewxsh Family Service
Ygzng Men’s Hebrew Association
: ng‘ Women’s Hebrew Association

alvation Army

zsgg Men’s Christian Association
Nati g Women’s Christian Association
Boa;tzinal Jewish Welfare Board

of HOSpltalS and HOlTleS of the Methodist Church

Natig i
4 nal Council, Protestant Episcopal Church, Department of Chris-
lan Socia] Relations,
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A COMMUNITY RESOURCE

Children and Youth Agencies —

Family and Children’s Bureau
Boy Scouts of America

Girl Scouts of America

Camp Fire Girls of America
Boys Clubs of America

Girls Service League of America
National Committee Boys and Girls Work Club
Child Guidance Centers
Juvenile Diagnostic Centers

4-H Club

Boy’s Club Federation

Catholic Youth Organizations
Future Farmers of America
Future Craftsmen of America
Future Homemakers of America
Girl Reserves (YWCA)
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Service Clubs and Fraternal Organizations —

Optimists International

Benevolent and Protective Order of Elks
International Association of Lions Clubs
Kiwanis International

Rotary International

The Shriners of North America

Fraternal Order of Eagles

Independent Order of Odd Fellows
Loyal Order of Moose

Amvets

Daughters of the American Revolution
United Daughters of the Confederacy

Governmental Agencies —

State Departments of Health
Divisions of Child Hygiene
Divisions of Dental Hygiene
Divisions of Communicable Diseases
Divisions of Public Education
State Departments of Public Welfare
Divisions of Social Administration
Services for the crippled children
Services for the blind
Child welfare services
Public assistance services
Divisions of juvenile research
Division of mental hygiene
Community child guidance services
Community welfare classes for retarded children
Bureaus of education and prevention
Special state schools
Bureaus of Vocational Rehabilitation
State Departments of Education, Division of Special Education
State Schools for the Deaf
State Schools for the Blind
County Child Weltare Boards for Neglected Mentally Retarded
Children
United Stateg Department of Health, Education and Welfare
Children’s Bureau
Bureau of Public Assistance
Office of Education
_Public Health Service
hited States Department of Agriculture
Bureau of Human Nutrition and Home Economics
Extension Service
State University and State Colleges
te Colleges and Universities

The

Priva
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SECTION 10
EVALUATION OF A PROGRAM OF GUIDANCE SERVICES

Evaluation is the key to the development and vmprovement of oy
educational service. This is especially true for the development an
improvement of guidance services in the school. Nearly all schooks
have been providing some guidance services but many have not an
lyzed them in terms of what might be considered an adequai |
program.

The following check list is a device which may be used in making?
general appraisal of the program of guidance services in the sehﬁoll,
For a more comprehensive instrument for evaluation, the reader .15
referred to The Guidance Services section of The Evaluative Critert,
National Study of Secondary School Evaluation: Washington b
D@3, 1960,

CHECK LIST FOR APPRAISING THE PROGRAM OF
GUIDANCE SERVICES

Aspect of the Program Yes Yo

I. Organizing and Administering the
Program of Guidance Services
1. The principal and superintendent believe that
the guidance program is an important phase of
the curriculum and give it consistent adminis-
TEatiye. SUPPOrt s R i D D
2. A copy of the philosophy of gunidance services
developed by the guidance committee has been
placed in the hands of each member of the
aculbys Bnsrontonst st I isnmimanal T D D
8. One person is responsible for coordination of
OUTAITICE SCEVICEE v oo she ot ies o s i R D D

4. The administration utilizes the resources of the

faculty by delegating specific duties in the D
guidance program to appropriate members ....- D

5. Adequate files and record space are provided D §
fior the guidance programy ... 5 e So st D :
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(HECK LIST FOR APPRAISING THE PROGRAM OF
GUIDANCE SERVICES (Contd.)

Aspect of the Program Yes

(=2

There is a definite well-planned in-service pro-

gram in operation for improvement of the entire

siaieinsthesarca of-guidance ... oot it i an. &l

7. Adequate funds are allotted in the budget to
provide for needed guidance services ........... D

8. Arrangements have been made for resources to

identify and assist children with special prob-

S s e i e e e e |:|

J. Guidance services function throughout all grade
levelSiofithe schoolisystem =& is oo o i [z

IL Individual Inventory Service
(Pupils Record Service)
L The cumulative record is passed on as the stu-

dent progresses from grade to grade and from
SCHOOIRIRERChoOl ol eans e e, B

2. Provisions are made for obtaining information
for the cumulative record through:

grappropratertesta s R o e =
DD AnEnERGOTEETENCEs. e =]
¢. teacher’s record of observations of behavior. . . D
d. medical examination results ............... =
€. student-teacher conferences ................ [
f. counselor interviews with students .......... [:]
3. Cumulative records are easily accessible to all
Wwho have valid reason to use them ............. []
4,

Cumulative record data are used extensively by

teachers to get a complete picture of each
student D

.........
............................

1T, Information Service

1l, 3
Adequate occupational-educational information

Tflaterials are maintained as a part of the school
library o5 = =

Bt

[

el L el ]




CHECK LIST FOR APPRAISING THE PROGRAM OF
GUIDANCE SERVICES (Contd.)

Aspect of "[/l(' Program

Yes No

DO

Information is available concerning current oc-
cupational opportunities, requirements, and

COMAItIONS S0, i e

Students are kept informed about scholarships,

loans, and self-help opportunities .............

The school has a planned, regularly conducted
program of orientation activities for new stu-

denfS ey e e e T S S R

There is printed or mimeographed information
about the school program and activities pro-
vided for each student at the time of registra-

BN e i e e S

Occupational and educational information are
consistently made available through :

a. homeroom PO TN S e ey s e etiahis e s s S EONERE

b. special assembly programs—films, speakers,

panelficetc i e e e T

e. special emphasis in appropriate classroom

subjeCis=sin it T e e s ano

IV. Counseling Service

1k

Do

=~

The persons doing counseling meet the certifi-

cation requirements of the state ...............

Counselors have been allotted adequate time

inswhich'to'do coungeling 57 = T

Counseling services are available during the

sehool dayifior-all’ students’. .- .0 o S ia

All students have an opportunity for at least

one counseling conference a year .............:

All counseling interviews are private .........:

Provision is made for referral of students

with speecial problems:. ... . ..., ... n

Adequate records are made of counseling con-

fierences wath students .. . . L o oo

VI




AN OF CHECK LIST FOR APPRAISING THE PROGRAM OF | TR
GUIDANCE SERVICES (Contd.) | y

Yes No Aspect of the Program Yes No

i 8. Students are assisted in making choices about : ‘

| education, vocation, and personal living in g |
: D D terms of their aptitudes, interests, abilities, and  ‘ -:if i
| el ED e oD DOTUNIeR . s s B E e
: D [ 9. All school leavers are interviewed before leav- A Bl I |
| T e e e e i BB Y

L V. Placement Service

: :
1. The counselor assists graduates and drop-outs

InESCCURIEemployment o |:] Bl '
D D 2. Assistanee 1s rendered students who need part- i |
: time or vacation employments == e = D D : H
3. Each student is helped to: i
[:I D 4. enter the next step in his educational pro- 5 i
T e T SN e S R Tl R e = iR
o D b. enter the next step toward reaching his oceu- | A

pational goal

=

VI Follow-Up Service

I .
L The guidance department conducts follow-up

studies of all former students, both graduates AR
fllld drop-outs, at one, three, and five year Al
Intervals D D [l s

Al
There hag been an increase in the number of

St.udents completing feeder schools and starting
high school

oo

O
u

: £
There has been a decrease in the number of A
S N . . . |
tudents leaving high school before graduating. . []
. Thery . . .
lere has been an increase in the number of

students voluntarily .

2. seeking connselingsinterviews & ... . . D
b. Tequesting personal-social information

occupational - educational in-

El

O
um

C. Trequesting

o i e
s e e e ey )

} fobmabion - = = 0 s o el [] D i




CHECK LIST FOR APPRAISING THE PROGRAM OF
GUIDANCE SERVICES (Contd.)

Aspect of the Program
I G

Yes No

6.

=

10.

1l

There has been a decrease in the number of
disciplinary cases. (Based on reports from both

the principal’s office and classroom teachers.)...

The reactions of present students and faculty
to the program of guidance services are syste-
matically obtained through interviews and

qUESHloNNaires: S e S r Se s e R e

Teacher interest in guidance has increased:
a. A greater number of staff members have
contacted the counselor for guidance In-

OrMAtION: T s e i

b. A greater number of conferences have been
held with individual teachers on the sub-

Jeetiiofioundances St it o

Improvements have been made in the curricu-
lum :
a. Additions of courses have been made to more

realistically meet the student needs ........

b. Course content and methods of teaching
have been altered to better meet student

interests, abilities, and needs ........c.-20¢

There has been an increase in the number of
constructive teacher activities devoted to prob-
lems of students:

a. Imdividual case studies ............ooaae

b. Discussion topies for regular faculty

MEetINE L n e SR e R

¢. Themes or sub-themes of system-wide 1n-

service PLOZLAIMSE. i Rr i ier et el At

The administration indicates support of the
guidance program through its:

a. Favorable comments, both oral and written..-
b. Inecreases in budgetary allotments .......-:

There has been an increase in the number
parents and laymen in the community who
speak=well: of “the school == nr n o v a i

2

)

£
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APPENDIXES

Yes No

AM OF



I1.

ITI.

IV.

V.

APPENDIX B

Check List of a Successful Testing Program

Readiness for a testing program has been developed.
Emphasis is on study of special problem rather tha
“A Testing Program”.
Teachers have participated in decision to concen
trate on problem selected.

—— Tests are seen as a stepping stone to reach objective
rather than an end in themselves.

— _ The administration is committed to full support if
of the remedial measures indicated by the study.

__There is a freedom from insecurity on the part o

teachers that results will be used by administrafos
to evaluate individual teachers.

Tests have been well selected with respect to
— Reliability

c—ews s Validity:

— Adequacy of norms

Correspondence with the school program

BiE 0 N0
—— Cost and ease of administration and scoring

5 3 e et qfs are
[n-Service training has been scheduled to insure that te
— Administered properly

Scored and checked correctly

—— Correctly interpreted and used

Further utilization of test results is assured through
dividual |

— Periodic conferences for the study of m ¢
b]

— Analysis of the instructional program for strengt
and weaknesses 0

—— A cumulative record system for recording test
other information

)
¢ eﬂf
origar s s 18 on
The atmosphere among teachers and administrato

mutual study of common problems.
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APPENDIX C
REPRESENTATIVE STANDARDIZED TESTS FOR USE AT

VARIOUS GRADE LEVELS

Mental Ability

(Includes Scholastic Ability, Academic
Aptitude and/or Intelligence

Tests

Quotient, 1.Q. Tests)

Publi- Grade Levels
Name of Test shersie i =0 190 S 0EslIEsld
Academic Aptitude Test....... ..o 1
Non-Verbal Intelligence ... X || e
WemballIntelligence: ..o b i e i X
American Council on Educational
Psychological Examination for
H_igh SehoolE Stidents e = o 8 | i e
Americal School Intelligence Test............ D e NS
Arrr}y ClassificationtTest e 18 B
BsdCivilian Bditions.... - 2. X [ [ e
Army Group Examination, Alpha..___._ 41X || X
Amy, Beta (revised)............ooooooooeeeeeeeoe 13 X[
Cah.fom{a Capacity Questionnaire........... 5L XX N e e
California Short-Form Test of
MentalEMaturiyd = - 5
JUNOHICh laval e o . . | el R
Stk TEonal & S S e N e
RNl D e (e S e B : ST ST RNt
CaStte]ll (i‘ulture Fair Intelligence Test. . 3 |
BUFINE et S St T s
Saow TR e S B e e
ghlcago Non-Verbal Examination.. .. I R T o S [ B
COHege Qualification Test...__._..___. = i X<
ooperative School and College
Ability Tests (SCAT). g
SVEIOIE el e
HerelE Rl e X
TereRlie i e 2 et
Ly LR e 2 ELE
Detroit Genera] Intelligen-c-é -------------------- S
Examination
Detroit Intemgenc;ﬁ;{;"f """" S 16 Xl XXX X
Alpha LeVel '-"-: ------- mlnatlon --------------- 18 X
VENCEdImeval e
_________________________________________ X X
Henmop:Nelson Tests of Mental L
; Ability (rev,) 9
T b o e :
Hithis Clevele o nomy - KT
chool Level
enmon_N (o sttt es X X X X
Bl eison Tests of Mental
Pty (self-markin
Hl h g) ............................. 9
gh Schoo] Level]
entucky ClaSSiﬁcat: ------------------------------ X X X X X X
ower Leve] jon Batlery, to i E DS R Rk
[LpPEI‘ LeVe]_ ---------------------------------------- X X X
e e e X
Book]et CildE:rson Intelligence Test. | 14
__________________________________________________ X X




Publi- Grade Levels
Name of Test shers 7 8 9 RI0EIIES
Kuhlman-Finch Intelligence Test.... ... 2
Junior Hight School ST el s X X RS
SeniorsHIchESchop] i s SIS X|X|[X
Lorge-Thorndike Intelligence Tests.. .. 9
Eeyel TVE - S er o s it gy XD
Tevel Vo e it gine g - el X[ X|X
Ohio State University Psychological
dEest EormE sl S ey 18 X[X|[X|X
Otis Classification Test (rev.). ... eaee 22| EXE X L
Otis Group Intelligence Scale..... ... .. 22 L
dvancedifsess nrTeRn g X | X[ X[|X|X[X
Otis Quick-Scoring Mental Ability
Mestsi=Tie AT e i o 22 ||
Betar s o S s sl b sam ot X |0 | X
Ganimage —mr s e Sk o sl X[X[X|¥
Otis Self-Administering Tests of
VMentaltAbil iy e 22 e |
Intermediate ievel @ el X [ X [20)05E S
Higherlfevelits 3 & Sipaeis s ey A_X___X,L—X
Pitner-General Ability Tests: ... 22 | St BaER
NonEFangudge s r ey e e RC || ]] 2 _X,ié
Pitner General Ability Tests: Verbal.. . 22 BRI
Intermediatelicyve i it i X || K |
Advancedilioyelts iee s a0 X _X,_X,—‘g
Pressey Classification and Verifying
Pestis=iaiant s Sutraei o0 18 BEEE L
Senior Classification Test ................. _}_{)_X___X,ji.}é-fi
SEnion Verhying elestas Sy i 2 R TE ﬁ_l—%‘j
Purdue Non-Language Test...................... el S _,_2(,_},(——}(//)‘
SREEENon=Vierbal " Hormie 2t L e s 18 _’____X,_X/—/’
SRA Tests of Educational Ability..........|” 18 |l e e B
TEA—(EO) = e . " S rree o = papa -
THAS=(g{oy Fae - R e -
SRA Tests of General Ability............. R e
DOGASS(GTOy T oo Ly A SeE - [ XXX
TOGA(0512) “e it EEEE
SRASVerbal Homm e 0 18 _,_,LJLX/T
Schrammel General Ability Tests.. ... 4 _,3_(;—}—&//
Survey of Mental Maturity: California
SULVeyaSeriestni el iy i bl e
JuniorSHIThELevels St ot o = —XJ—X“&TTT
Advancedilevell i m e ot v e o _____,_.»—fff
Terman Group Test of Mental Ability....| 22 -L—)E——Z{"}T’X//\
Terman-McNemar Test of Mental 22 | X | XXy
Abilityersswies s a2 e X X‘/X
Test of Word-Number Ability.................. 202 [0 e e ey
Thurston Test of Mental Alertness )
e e e s e gE 18 __E—E'X/

Secti




ade Levels
9 05T
X

X | XEInE
X

X [ EXEBK
X | 2
X | —
X [X X[
X |
XX [X[X
X ||l
X [ X[ X]8
X [X| X/}
X [l
X | X[ X|¥
| XXX
< | X[ X8
XXX
X[ XX
e
X X3
s |
X [ X5
X [XX
X X%
aer
xR
X [E18
X[ 52

x | X3

Section II.

Achievement Test Batteries

Publi- Grade Levels
Name of Test shersi e 88 95 1019
American School Achievement Test......... 3
HtVANCeqMMMBNEER Tl e s e - S X |ER
California Achievement Test (1957 ed.) | 5
LU oh®ovali. o] XX
Hdvancedflevel om0 Eoaaio o Xe X XTEX
California Basic Skills Test....................... 5
INtermedigjone e tias i f o o R || 2K
COODelrative General Achievement Test.. 8 X
Essential High School Content Battery..| 22 X e EReeX
Fundamenta]l Evaluation Test._ . 20 XXX
Gray-Votaw-Rogers General Achieve-
IenBliestaei s it o 20
Sdiandealee e - G| X
LEbrevigtedtedy e e X
lowa Every-Pupil Test of Basic Skills.... 9
Sevmagel D S S 7G| K e
lowa Test of Educational Development..| 18 X | X | X | X
Metropolitan Achievement Test
(1960 el O S 22
{’kdvanced ____________________________________________________ D |
Minnegota High School Achievement
o ENEIEE S s o 3 XXX X
ationa] Achievement Test_.__.______ 1
bk T A RaEE =
g?{pﬂ SC}T}001 Achievement Test G SRR S
SRﬁ AFhleVEment Seriestime o o R |k
High School Placement Test. 18
BB AR e o o R =
SeqUential Tes'é --------------------- AL R I A e
of Ed
Progress (STEP) 3???.1.,0%1 8
il e SO e Sk 7
o s T e e e
Z‘ggrd Achievement Test__ 99 2
anced Battery <
T@St Of G """""""""""""""""""""""""" X X X
Develineral Educational
Eee———oaent o e e 23 XCIEX XX
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Section III.

Multiple Aptitude Test Batteries

Publi- Grade Levels
Name of Test shers - 7 8- 9O5El(EIS]
A CAUETT CRETOMI SoHIes i — 1137 | X X |
Detroit General Aptitude Examination.| 3 | X | X | X | X | X|
The Differential Aptitude Test..... .| 13 X[
Flanagan Aptitude Classification Test._ | 18
I9atestaeditions = e da . sune o X|X|X|X
lbgtest-editions e Sawe oot v XXX
Guilford-Zimmerman Aptitude Survey..] 19 X | X|X|X
Holzinger-Crowder Uni-Factor Test.._ 22" | X7 X axa
The Multiple Aptitude Test. ... 5 | X | X [X[X[X[X
SRA Primary Mental Aptitude Test_ 19 |igicsl=e
Intermediateslievel w0 o i ] X | X[X[XIXX
Section IV.
Interest Inventories or Aptitudes
Publi- Grade Levels !
Name of Test shers 7= 8E0NS(l HI;I
Aptitude Test for Occupations.............| 5 X | X[X[2
inar ional Preferenc
e 13 X X |X[X]%
Guilford-Shneidman-Zimmerman % |X
SUrVey s s=danil e ol g s lealg }_i/—\’
Kuder Preference Record-Occupational. | 18 X _X,—X’i
Kuder Preference Record-Vocational.... | 18 X _}_{a’X’/
Occupational Interest Inventories.. ... .. 5 __,_,—X’—g
Intermediateiaialait e oo D i g X[X|X[212
Advanced—i = b afeanse _X__L—X/'X
Picture Interest Inventories.....________| 5| XX (X
Strong Vocational Interest Planning...... 7 ’)‘("X/-X/;}:
Mens e e s abdl
Wemenseer o Tk D L e _}L—}E—-—/?
ol B oA R e
Thurston Interest Schedule .. 13 _____X/_P-{z*x/f
Vocational Interest Analysis.............__ | 5 _f_/_X_f—}E—*/J/
Your Educational Plans (YEP)..........] 18 _____,—-//]/
JunierSHichESchools =0 = w0 X _&_X_—J—f’f
HNEISChool e s EEEpC - —
Pupil Record and Educati
pProgress (PRE}E’) catmnal ................... 18 || X || XK L ;
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APPENDIX D
LIST OF SOME OF THE MAJOR TEST PUBLISHERS AND
m-) DISTRIBUTORS
2 10aE 1. Acorn Publishing Company 12. Psychometric Affiliates
X | Rockville Centre, New York Box 1625 e
X | XXX A : : Chicago 90, Illinois
X XXX 2. American Guidance Service :
2106 Pierce Avenue 13. Psychological Corporation
- Nashville 12, Tennessee 304 East 45th Stree’%{ .
X k 17, N
2 ;{ <X 3. Bobbs-Merrill Co., Inc. Hew Yo el o
L 170 East 38th Street 14. Personnel Press, Inc.
X |X ; % Indianapolis 6, Indiana 188 Nassau Street
X ) : : J
}}é e 4 lﬁlureau Sl Educational Princeton, New Jersey
e easurements 15. Psychological Research
| B Kansas_ State Teachers College 2 Sg\?ic%s? sto
2(__&_}{_-}(— Emporia, Kansas Western Reserve University
. galifornia Test Bureau Cleveland, Ohio |
16 Williamson Street : % L
Madi : : 16. Public School Publishing Co., i i
OB & g 345 Calhoun Street i
6. Columbia University Cincinnati, Ohio £ e
Teachers College ] ; ;
Bureau of Publications 17. Scholastic Testing Service, Inc. [
New York 27, New York 377:4 West Devon Avenue |
19de Ifgveﬁ 1l 7. Consulting Psychologists Press ey ‘ i’r
X TX X5 %7 170011ege A\_/enu(? 18. Science Research Associates, I
e alo Alto, California Inc., 285 East Erie Street I
X | X |X|X s Cgopﬂative Test Division Gl L, Miege ]
—— = o ucati ' i ;
x| P.O. 31§£%18§e5t1ng Service 19. Sheridan Supply Compay il
X (X212 Princeton, New T P. O. Box 837 : : i
< [X [X |3 9, H : — Beverly Hills, California i
< [ X | X% + Houghton-Miff1 |
X0 | X aEe i Piedmont ﬁloa%?nﬁ?ﬁny 20. The Steck Company i
—‘TTK tlanta, Georgia Austin, Texas £l
X [ X% 10, InStltUtQ for Personality 21. Western Psychological Services i
(‘T—X/X ?gg Ability Testing 10655 Santa Monica Blvd. il
Sl 2 — 2-04 Coronado Drive West Los Angeles 25, California i
“'}'("—Xf ~ hampalgn, Ilinois it
{ |ELEE 11, 22. Test Department i
C X [X12 sl?l}irlntmkyd Cooperative Coun- Harcoulgc-Brace and World
= T% | X |% ColleyRd Testing Services 2126 Prairie Avenue 1
| X210 ollege of Education Chi 168 Tlino, i
| ,_X,;Y Umyersjty of Kentucky 1caE0Ri0) TaHlols ‘
—— =B (P@Xi)ngton, Kentucky 23. Veterans Testing Service ‘ 1
7—/’/{ Ku lisher and Distributor of American Council on i
;’—g’ sl tei;tggléy Classification Bat- Education j
| Serviee fprOVld.es Scoring 1718 Massachusetts Ave., N. E. |
r e Or various tests,) Washington 6, D. C. i ’|
| J
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(12)
(13)
(14)
(15)
(16)
(17)
(18)
(19)

Outline for Studying an Occupation

History

Importance in relation to society

Number of employees in field

Needs and trends
Duties

Qualifications—sex, age, race, physical, mental, social, mord!

Special skills
Tools

Legislation affecting occupations
Preparation—general (necessary, desirable); special (neces-
sary, desirable, training centers)

Supplementary information—books, magazines, films, P

tures
Methods of entering

APPENDIX E

Length of time for training

Advancement
Related occupations
Earnings

Hours

Hazards

Organizations
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, films, pic-

APPENDIX F

Sample Form of Questionnaire for use in Follow-Up
Studies of Former High School Students
Answers Will be Kept Confidential

Name of School Pafestestarie i

Your Name: Mr.
Mrs.
Miss

If “Mrs.” give your maiden name here:

Permanent Address

(This is the address through which we can be sure of reaching you at
any time)

1. Are you A.
B.

Single (84 Divorced or Separated

Married D. Widowed (Check one of
these)

If married, how many children do you have?

2. What are you doing now? (Check one or more)

& Working for pay, full.  G.___ Not working, but look-
time ing for a job

B'*—W.Ol”king for pay, part- EJE Not working, NOT look-
time ing for a job

lc)l In school, full-time I Other (Please describe)

—1In school, part-time
E___ Tn business for self
IR Armed Forces

3 P_lease list below an
high school:

Name of School

y additional education you have had since leaving
(INCLUDE all types of education or training.)

Course Taken Months Spent Diploma or Degree

4 What vocati :
school? cation did you select as your life work when you were in high

5 What 1: r
at kind of life work do you actually expect to do?

\

6. What co = a
uld the high school hav .
S : ave done to make your experiences




7. IF YOU DROPPED OUT OF HIGH SCHOOL BEFORE GRADUAT-
ING, this is a very important question:

Will you tell use very frankly the real reason or reasons why you
left high school? Your honest answer may help us to improve our high
school. Some students leave high school because of financial need, il
health, dislike of school in general or some person in particular, failue
in school work, desire to go to work, marriage, or change of residen
(moving out of the district). Please think through your own experienc
and give the real reasons why you dropped out.

8. We would like to know how you rate the HELP your high school gave
you on the following problems: (Please check the proper column for

each item)
The high school helped me
A great  Some- Little Im H?t

PROBLEM deal what ornone certal
A. Using your spare time ... T T
B. Taking care of your health.. . i ——  ———
C. Taking part in community and

civilsaffainsbeedall ¥ o e — ——
D. Marriage and family affairs....._.... -
E - Geftimpgarjob i tenee i s
F. Getting along with other people.. . . . = =5 i
G. Preparing for further education. . = =T
H. Understanding your abilities and

Interestrminse e R — —— =
T Abilitystorread well o e —
J. Using good English... ...
K. Using basic mathematical skills. . _ - —
L. Using your money wisely ... T m——
M. Conducting your own business i e —_— — :

affaipsis = e T
N. Thinking through problems ...... B

: his high
9. If you now live in the school district, please tell whether t
school can be of further service to you.

——-//

nee Jeal”

(Only those who have had full-time employment experience Slthe next

ing high school need to answer the rest of our questions on
page.)
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RE GRADUAT
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\prove our high
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rticular, failure
ge of residence
OWIn experience

—_———

igh school gave
per column for
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none certail

e

E—

IF YOU HAVE HAD FULL-TIME EMPLOYMENT EXPERIENCE
10. Please describe the jobs you have held since leaving high school:

Title of Job Date you Months
(or kind of work) Started on Job

Approximate
Weekly Wage

Employer
(or firm)

—_—

1. To what extent has your high school training helped you on your
present job?

A A great deal. B.
certain,

Some. C. Little or none. D.____ Not

12. Have any specific high-school courses or activities been of special

Kalluedt)o you on your present job? (Check the blanks of those which
elpe

AM\English H.

Sports M. High School
B Speech 1L, Science Hobby
C-\Bookkeeping Iz Student N.___ Agriculture
D Typing Government (write in
E_ Business Math K. Homemaking other courses)
F'\Sh()p Subjects 1, Student
G--.Mathematics Activities

13, i :
;ﬁuc?t of the follov&_nng helped you most in getting your first steady
alter leaving high school? (Please check one or more)

A ;
B Pa_rents or relatives E. School Teacher, Counselor
'— Friendg or other person)
g'\NeWSpaper ad F. My own efforts

——Public Employment G- —@ther:

Agency

4 Wy
€re was the knowledge of training needed in your present job

; gained? (Check one or more)
— High School

S C.____My Hobbies E.___ At Home
cge D.____ Other Job F. On-The-Job
Experiences Training
THAT

S ALL—AND THANK YOU FOR YOUR
HELP AND COOPERATION
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