Fort Hays State University

FHSU Scholars Repository

Master's Theses Graduate School

Summer 1952

A Practical Guidance Program For Small Kansas High Schools.

Billy D. Jellison
Fort Hays Kansas State College

Follow this and additional works at: https://scholars.fhsu.edu/theses

b Part of the Education Commons

Recommended Citation

Jellison, Billy D., "A Practical Guidance Program For Small Kansas High Schools." (1952). Master's Theses.
490.

https://scholars.fhsu.edu/theses/490

This Thesis is brought to you for free and open access by the Graduate School at FHSU Scholars Repository. It has
been accepted for inclusion in Master's Theses by an authorized administrator of FHSU Scholars Repository.


https://scholars.fhsu.edu/
https://scholars.fhsu.edu/theses
https://scholars.fhsu.edu/gradschl
https://scholars.fhsu.edu/theses?utm_source=scholars.fhsu.edu%2Ftheses%2F490&utm_medium=PDF&utm_campaign=PDFCoverPages
http://network.bepress.com/hgg/discipline/784?utm_source=scholars.fhsu.edu%2Ftheses%2F490&utm_medium=PDF&utm_campaign=PDFCoverPages
https://scholars.fhsu.edu/theses/490?utm_source=scholars.fhsu.edu%2Ftheses%2F490&utm_medium=PDF&utm_campaign=PDFCoverPages

A PRACTICAL GUIDANCE PROGRAM FOR SMALL
KANSAS HIGH SCHOOLS

being

A thesis presented to the Graduate Faculty
of the Fort Hays Kansas State College in
partial fulfillment of the requirements for

the Degree of Master of Science

by

Billy D._Jellison, B.S.

Fort Hays Kansas State College

Date ?/'*‘{_'2 2. Approved “w
[ Ma jor Professor
Chaiéan Graduate Council




ACKNOWLEDGMENTS

The writer wlshes to express his appreciation to
Dr. Ira ¢. Scott, who has supervised and directed the
preparation of this thesis, Appreciationvis also expressed
to Dr. W. Clement Wood, Dr. Floyd B. Streeter, Dr. Ralph V,
Codsr, and Dr. Homer B. Reed for their suggestions in
preparing the manuseript; to the principals of the schools
visited; to the guldance authorities who sent in the
requested information; and to his wife who typed the

manuscripte



TABLE OF CONTENTS

CHAPTER

I. INTRODUCTION « « o« o o« o o s o s o &
itheEprobliam o s o o & o o s 0 w o
Statement of the ﬁroflem o o o o
Significance of the study . . «
Definitions of terms used .+ + o«
Guidance program « « s » s s o o

Small Kansas high schools . . &
Guidance authorities « ¢« « o o o
Professional guidance personnel

Review of related studies .+ « «

Method of procedur® o+ « o ¢ ¢ o o

ITI. GUIDANCE PRACTICES IN SMALL HIGH SCHOOLS

The testing program .« « o« o o o o

The cumulative record o « ¢ o o o

Maintenance and use of pupil information

Informational Services o o« « o o o
Orientation « ¢ o o o = o » o o

Educational information « ¢ ¢

Vocational information o« « ¢ « o

The counseling program ¢ ¢« « o ¢ =
Placement e o 9 @ © o o o o o o .
Follow-up and curriculum revision

Staff cooperation e« ¢« ¢ o o ¢ o o

aEalksl.

PAGE

e Y - ¥ B ¥ ¥ ¢ v e A Y

taR ) HEEE ot o R o B A SR o I AR o R
o} TS T, (B8 of? N o R e FECs IR SRR 7 B R )

N
(02}



CHAPTER
BublStcerolationS e e o iollai e o o o el e
Summary iRt ol el e 6 @ oL s & 0 0w ie o e
III. THE QPINIONS OF GUIDANCE AUTHORITIES . . .
Tests preferred by suthorities . . . « o
Data that needs to be recorded on
curmulative record e s o o o e o o o
Maintenance and use of pupil information
as viewed by the authorities .+ « ¢ « &
Informational ServicCes o« o ¢ o o o o o @
Program of orientation day(s) as chosen
by authorities « ¢« o« o ¢ o ¢ o ¢ o &
Educational information as seen by the
authorities « o o o o o o ¢« ¢ o o o o
Vocational information as seen by the
authorities « o« ¢ s o ¢ ¢ o o ¢ ¢ o &
Placement practices sanctioned by
QULhOoritles o« ¢ o o o o o o o ¢ o o o o
Follow~-up processes that the authorities
think are necessary « « « s o o o o o o
How the authorities answered general
eGSR Mot Wit Wl W D o el e Tel s el
SUMMADY, e wime Tails (8 s “e =ele o= B e 6" & » @
IV. A PRACTICAL GUIDE FOR THE ORGANIZATION AND

ADMINISTHATION OF A GUIDANCE PROGRAM . .

iv

PAGE

30

31

32

52

34

39
39

39

39

43

43

43

46
48

49



CHAPTER PAGE
In-service training of staff ¢« o« ¢« ¢ o « o 50
Guidance committe€s ¢ o ¢ ¢ o ¢ o o o o o 51
CGuidence staff & o a« ¢ o o » 5 v 6 @« o 5 » 52
Functions of a guidance program .« « o « & 53
MeasuringHngErnmentENN G e el ol o @ e e e 54
1Ga(ehl FALSERa, GhalTsaliesian. 5 o n o Sr 0o 5 s e = 55
Use of the cumulative record « « « o o o 58
B ommaibional e nviicasie il = o % © Yo 4 & 59
CEEEABIEAE 5 o0 A is o S0t 0 5 0 a0 BT R 61
ELECEHENE = 0 3 wi% 5 p @ @ v v 8w ow » 63
RSN o= D MG SR . e B [ e i 1!l (o) 1ok 10l o 64
Rulite relablions o ' o f & o v w @ % » 65
EVEIREEIONE uc w cor w » 8 8 o8 22 o o o b 66
ST SRR IS S Vet (RS Es Ol e e e e 68

V. SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS. 70
ST ETETARN G e Mo e IS R =08 5 (ol 6 el (e e 70
Conelusions o W e o 5 o s o o o o 6 o o @ 71
Recommendations .« « ¢ ¢ o ¢ o o o s o o @ i

BREBETOGRAPHYS IRl <of & 16l o 1ol o o o o ‘or o o o o & s He 74

APPENDIX A SR ke ataltaluslZiel S EERESE T R 76

DEELNDEXEE et EerS fo hie ol o o o \m 2 v (s = o » » 93

APPENDIX C Guidance books for professional
W aloreclons A Fi Bee SRS R S e 96
APPENDIX D Addresses of companies from which

teats can be secured .« ¢ o o o o o 98




‘TASLE

XITT.

XIV.

XV,

XVI.

XVITI.

XVIIT.

LIST OF TABLE>

Tests Administered in Small "igh Schools . .
Data Recoraed on Cumulative Recora . . . . .
Maintenance and Use of Puyil Tnforration . .
Contents ol Orientation Day(s) . .« « « « .
BEducational Infor=ation .+ . « o & o« « o « &
Vocational Information « o o o « o o o « o« o
Coumesllinmg PFeOErEM o o o o o o o o o 0 0 o o
Placermisnt Practices .« o o« « o = o & o o » o
Follow-Ut Processes PEeriori€l « o o o o o o
Staff Cooperation . « ¢ ¢« ¢ ¢ « o ¢« o o o =
Tests Freferrsed bv Authorities « « « o o o o
Data Authorities Weould Include on
Cumulative Kecord .« o ¢ o o o « o o o o o
Maintenance ana Tse of Punil Information
as Viewed by Auvthorities . « « ¢« o o o +« &
Content of Orientation vay(s) as Chosen by
AREhePlEl®S8 o o6 o 0 © o 0 o 0 6 6o 0o O 0 o
Bducational Information as Seen by
Authorities .« o« o o o o o o ¢ o o o o o &
Vocation Information as Seen by Authorities
Placement Practices sanctioned by Authorities
Follow-Up Processes That Are Necessary

in the xyes of the Authorities . . . . . .

PAGKH
12
15
LY
2l
22

24

40

44

45

47



CHAFTER I
INTRCDUCTION

As our soclety has increased in complexity, during
the last half a century, a growing number of educators have
taken cognizance of the fact that students need help in
learning to become self-directive. This need has become
greater during recent years due to our altered high school
and a changing way of life. The former came about as a
result of the tremendous increase in enrollment and a
greatly expanded curriculum while America's way of life is
being transformed by the following: (1) changing social
conditions, (2) revamped economic philosophy, (3) expanded
industrial program and resulting specializations, (4) in-
creased demand for professional preparation, (5) shift from
rural to urban modes of living, (6) increased leisure time,
(7) changing family situation, (8) lag in adapting social
processes to rapid development in secience, (9) increasing
compactness of the world due to improvements in transpor=-
tation and communications, and (10) emergence of problems
due to our present international situation.

To combat the complexity of our society and the
uncertainty of the times guidance progreams have been organ-
ized in many of our nation's high schools. Kansas has taken
part in this movement and at the present time 14 first class

cities, 28 second class cities, 174 third class cities, and
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25 private schools in the state have developed their guid-
ance programs to the extent that they have allotted time to
it in the high school schedule according to data taken from
a section of the High School Principal's Grganization
Report.l This is a yearly report filled out by all Kansas
high school principals. MNany more of the small high schools
would have this group of services btut the administrators
have had 1little or no training in guidance; therefore they
do not know how to implement the program in their schools.
It is the wish of the investigator to help set forth a

workable plan for organization.
I. THE PROBLEM

Statement of the problem. It is the purpose of this

study to formulate a guidance program that will (1) act as
a guide for those wishing to start an organized guldance
program in a small Kansas high school and one that will
(2) stimulate interest in guidance on the part of the
educators who asre working in small schools.,

Significance of the study. There has been a wealth

of material written recently about gulidance and it is now

possible to find informetion about every phase of a guldance

1 Marvin A. Creech, "High Schools Having Time Assigned
to Counseling in Their Schedule, 1950-1951," (unpublished
paper sent to Bill Jellison from State Board of Vocational
Education, February 8, 1952), 1 p.




progream., Even though this is true, an over-all guidance

program that can be used as a guide in organizing guidance
services in a small Kansas high school is not to be found.
The investigator felt that such a guide would be of great
value to persons working in such schools; therefore he has

attempted to prepare such a program,

ITI. DEFINITIONS OF TERMS USED

Guidance program. Throughout this study the term

"guidance program" shall be taken to mean that body of organ-
ized services that help pupils to develop their potentialities
in a socially accepted direction. These services must be
aimed at making the students self-directive,

Small Kansas high schools. In this study "small

Kansas high schools" mean those schools with an enrollment

of approximately two hundred or less, This includes about

elghty six per cent of all public high schools in Kansas.2
Guidance authorities. The term "guidance authorities"

as used in this study shall be interpreted as meaning those
persons who are known for thelr speciallized work in the field
of guidance.

Prcfessional gulidance personnel. Throughout this

study the term "professional guidance personnel" denotes

2 Sol D. Dice, "Enrollment in Public Secondary
Schools, 1949-1950," (unpublished paper sent to Bill
Jellison from Kansas State Department of Public Instruction,
March 4, 1952), 1 p.




those persons who hold or are eligible to receive either

the counselor's provisional certificate or the counselor's
five year certificate issued by the Kansas State Department
of Public Instruction. The requirements for the provisional
certificate are (1) that the person is eligible for a degree
certificate for teaching at the level in which he is to
serve as & counselor, (2) that he presents evidence of one
year of successful teaching experience, (3) that he presents
evidence of twelve months of cumulative work experience on
a wage earning job other than teasching, and (4) that he has
completed elght semester hours of senior-graduate credit in

professional guidance courses.®
ITYI. REVIEW OF RELATED STUDIES

Many people have written about guidance for small
schools during the last few years but wuch of the material
has been rather general in nature, It is assumed by the
writer that the reader is famllar with the basic principles
and purposes of guidance; therefore studies concerning these
are not included here., In this section only those studies
that are closely related to that of the investigator's will

be briefly summarized,

3 Floyd Herr, "Requirements for Counselor's
Certificates,”" (unpublished certification sheet sent to
prospective counselors, 1951), 1 p.
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Newsom4 conducted a study that was similar to this

investigation in meny respects. He worked out a personnel
program for the small high school. The program consisted
of:

(1) Studying individuals in order to ascertain their
specific interests, needs, and abilities; (2) providing
curricular, extra-curricular, and vocational opportunities
suited to individual needs and abilities; and (3) guiding
individuals into useful work and healthful recreation
that will develop their abilities.®

His method of procedure was studying records and

forms used 1In guidance programs in larger schocls, studying
recommendetions of test experts, and having personal inter-
views wlth college professors and school administrators.
The records and forms were modified to fit the small school;
end together with the information received from experts,
they formed the basls of hls proposed personnel program.
Hubbart® did a research problem concerned with
developing a guidance program for the Jjunior-senior high
school., A large part of this Investigatlion consisted of
reporting the ailms of guidance as reflected in the writings

of guldance authorities. A questionnaire was sent to a

small number of high school administrators to obtain their

4 Arden C. Newsom, "A Suggested Personnel Program for
the Small High School," (unpublished Master's thesis, Kansas
State Teachers College, Pittsburg, Kensas, 1936), 72 ppe.

5 Ibid., p. iii.
6 Clarence G. Hubbart, "A Guidance Program for the

Junior-Senior High School, " (unpublished Master's thesis,
Fort Hays Kansas State College, Hays, Kansas, 1946), 41 pp.
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Impression of the worth of a systematic guidance program.
It also asked for their opinion on a list of intelligence,
achievement, aptitude, and personality tests. He found
that everyone contacted firmly believed that a sound
guidance program was desirable in the junior-senior high
school. His program provides hints on organizing guidance
services and provides principles to be followed,

Gallion’ made a survey of guldance practices in all
Kansas high schools. His main objective was to find the
status of guidance in Kansas secondary schools. A doctoral
study of similar nature was carried on by Peters® in Indiana.
The problem in this case was, "To formulate a set of differ-
ential evaluative criteria of guldance services based on
reported practices."9

A thesis done by Enterlinel® attempted to determine
the status of guidance in the third-class high schools of

Kansas, It also contained a proposed minimum guldance

7 Randall W. Gallion, "A Survey of Guidance Practices
in the Secondary Schools in the State of Kansas," (unpublished
Mastert!s thesis, FPort Hays Kansas State College, Eays, Kansas,
1940), 111 ppe.

8 Herman J. Peters, "A Study of Guidance Service in
the Indiana Public High Schools," (unpublished Doctor's
dissertation, Purdue University, Lafayette, Indiana, 1950),
140 pp.

9 Ibid., P. ix.

10 Levert E. Enterline, "The Status of Guidance Programs
in Third-Class City High Schools of Kansas, 1948-49 and a
Proposed Minimum Guidance Program," (unpublished Master's
thesis, Municipal University of Wichita, Wichita, Kansas, 1949),
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program for these small high schools, The author used the

guidance section of the 1948-49 High School Principel's
Orgenization Report to find the status of guidance programs
in high schools located in third class cities. Personsl
experience and interviews with school administretors and
officials of guidance services were used as the basis for
the proposed progrem. The investigator found that only

101 of 549 schools in cities of the third class investigated
allotted time for counseling. It was found that 145 of the
549 schools made use of the developed cumulative records and
110 of the 549 schools collected and filed educational and
occupational information systematically.ll Enterline con=-
cluded that if guldance services are accepted as a worthy
function of the school, we need to stress their development
in all Kansas high schools.,

These studies reveal that not many small high schools
have systematic guidance programs, They also indicate the
need for further study on how to organize and administer a
guidance progrem in a small high school; therefore the

investigatort!'s study was undertaken.,
IV. METHCD OF PROCELURE

The method of procedure used in this study consisted

of questionnaires and a study of the literature in the field

11 Ibid., p. 101.
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of guidance., Since the investigator wanted to develop a
program that was practical from the standpoint of the guid-
ance men in the field, several small schcols that had active
guldance programs were visited. Upon request the Guidance
Services division of the Kansas State Department of Voca-
tional Education sent a complete list of high schools
reporting guldance programs. From this group fourteen
schools were selected by the writer, in consultation with
his major advisor, for visitation. Eleven of these schools
had an enrollment of less than two hundred; a twelfth was
just a few over two hundred. Included in the fourteen were
a2 high school with an enrollment of about three hundred and
a large city high school. These larger schools were selected
in order to observe how guidance programs of known strength
were organized. Except for the large school all schools
selected are located in central and western Kansas,

A letter was sent to the principal of easch high school
asking his permission to interview the person responsible
for the guidance services in his school. All but two of the
schools returned the enclosed card and indicated that the
investigator might visit the school and gave the best date
and time for the interview, Unfortunately the city high
school was one of two that the investigator did not get to
visit. Since the data derived from the large school was
to be used only for comparative purposes, the investigator

did not feel that its omission lessened the value of the




research. A guldance questionnaire was taken to each of

the twelve cooperating schools and filled out by the inves-
tigator during the interview, It covered the following

areas: (1) testing progrem, (2) cumulative record,

(3) informational services, (4) counseling program, (5) place-
ment, (6) follow-up and curriculum revision, (7) staff coop-
eration, and (8) public relations.

Answers obtained from the interview questionnaire
were tabulated on a master copy. This enabled the investi-
gator to discover how many of the schools were carrying on
the various practices listed in the questionnaire. A second
questionnaire was prepared and sent to a number of guidance
authorities. It was quite similar to the one taken to the
schools but contained modifications that made it more
suitable for obtaining opinions from experts. These experts
were chosen for their knowledge of Kansas guidance problems,
The following men were contacted and signified their willing=-
ness to cooperate in the study: Dr. Ira 0. Scott, Guidance
and Counseling Services, Fort Hays Kansas State College; Dr.
George A, Comstock, Director of Personnel Services, Kansas
State Teachers College of Emporia; Dr. H. L. Baker, Professor
of Education, Kansas State College; Mr. E. Gordon Collister,
Director of Guidance Bureau, University of Kansas; Mr, Ramon
Charles, Supervisor of Guidance Services, Kansas State

Depertment of Vocational Education; Dr. Emery G. Kennedy,
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Director of Division of Guidance Service, Kansas State
Teachers College of Plttsburg; and Dr. Shirley A. Hamrin,
Professor of Education, Northwestern University.

After the experts returned the questionnaires, their
answers were tabulated in the same manner as the answers
from the high school men. The results from the questionnaires
and the appended comments together with data collected from
reading formed the basis for the body of this thesis. The
study is organized into the following chapters: Chapter I,
Introduction; Chapter II, Guidance Practices in Small High
Schools; Chapter III, The Opinions of Guidence Authoritises;
Chapter IV, A Practical Guide for the Organization and
Administration of a Guidance Program; and Chapter V, Summary,

Conclusions, and Recommendations.




CHAPTER II

GUIDANCE PRACTICES IN SMALL HIGH SCHOOLS

The investigator found that there was a wide varia-
tion in the amount of systematic guidance carried on by the
small schools that were visited. This variation can be seen
from the answers to questions in the high school questionnaire
but was accentuated by personal observations on the part of
the author while at each school. One very important fact was
noted by the investigator., It was this; the amount of guid-
ance work carried on by the school staff was not related to
the enrollment of the school.

The remainder of thls chapter will be used to present
the results of the visitatlions to the small high schools.

One school from which these data were collscted had an enroll-
ment of about three hundred puplls; therefore 1t would not
ordinarily be considered a small school. The school 1s
included here because its guidance program 1s organized as

though it were a small school.,

THE TESTING PROGRAM

Table I reveals how meny of the cooperating schools
use various measuring instruments. Only those tests used
by two or more of the schools are listed. A single school
gives more than one test of a particular type in some cases.

No more than one school uses the same test in specialized
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TABLE T

TESTS ADMINISTERED IN SMALL HIGH SCHOOLS

No. of
Types schools Name of test
Using test
Mental 6 Henmon-Nelson Tests of Mental
Ability
3 O0tis Self-Administering Tests of
Mental Ability
3 Otis Quick-Scoring Mental Ablility
Tests
3 Terman-McNemar Test of Mental
Ability
2 SRA Primary Mental Abilities
Entering 3 Stanford Achlevement Test
Achievement
High School (No two schools used same test; only
Content three reported using a test from this
Achievement area,) ‘
Reading 3 Towa Silent Reading Test
= SRA Reading Record
Aptitude 2 Detroit General Aptitude
Batteries
Clerical 2 Minnesota Clerical Test
Aptitude
Mechanical (No two schools used the same test; only
Aptitude three used tests from this area.)
Interest 10 Kuder Preference Record
4 Strong Interest Inventory
Personality (No two schools used the same test but

seven schools did use them,)
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subject fields such as mathematics and English although a
wide variety of such tests are used. In some cases not
enough schools use any one test of a type to show a pref-
erence for a particular test., However, the following tests
are used by enough schools that the author felt that a
preference 1s shown: mental, Henmon-Nelson Tests of Mental
Ability; entering achievement, Stanford Achievement Test;
reading, Iowa Silent Reading Test; and interest, Kuder

Preference Recorde.
THE CUMULATIVE RECORD

The information that is recorded on the cumulative
record by the twelve schools was broken down into several
areas on the interview questionnaire. Table II, page 15,
indicates how many of the items concermed with home and
family background are recorded by the cooperating schools.
Most of the schools secure only the bare essentials about
the home and family background. Included in the items
recorded by the greatest number of schools are the
followings (1) name, sex, place and date of birth;

(2) full name of each parent or guardian; (3) parent's
address and telephone number; (4) occupation of each
parent; and (5) marital status of parents.

Eight of the schools report that their students are

given a general physical examination each year, Some of

the other schools provide their pupils with certain medical
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examinations each year. Table II, page 16, reveals that
the general physicals are not complete. In five of the
eight schools reporting general physicals, a local doctor
conducts the examination free of charge. Three of the
schools pay the doctor for conducting the examination.

The personal and soclal development of each pupll
that 1s recorded by the schools visited is not very complete.
Table II, page 17, shows the items most often recorded are
participation in the activity program and results of interest
inventories, Not one school records pupil attitude toward
school and school activities.,

Data concerning scholastic progress and test inform-
ation is recorded by most of the cooperating schools, Table
IT, page 18, reveals this fact. The ltem recorded by the
least number of schools deals with the pattern of courses

selected by pupil,
MAINTENANCE AND USE OF PUPIL INFORMATION

A good cumulative record is of little value if it is
not kept up to date and if it is not used by the school
staff. It can be seen from Table III, page 19, that the
majority of the schools keep their records current and use
them to help the students. The one big failing of the
schools 1s in consulting the cumulative record of an enter-

ing or transfer student. In most cases this is due to the

fact that a cumulative record is not available for these
students.
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TABLE II

DATA RECORDED ON CUMULATIVE RECORD
Home and Family Background

No. of schools
recording item

Items

1=

5
it
12

149,

Name, sex, place and date of birth
Photograph
Full name of each parent or guardian

Parents', or guardian's, address and tele-
phone number

Occupation of each parent
Race, nationality, and birthplace of parents

Citizenship stetus of parents; how long
residents of this country

Bducational status of parents

Marital status of parents; living together,
divorced, separated, remarried

Ages of brothers and sisters of the pupil

Marked talents of accomplishments of family
members

Health status of family
Economic status of family

Attitude of the home toward school and
toward attendance of pupil

Facilities for home study--library, magazines,
conveniences for study

Plans of parents which are related to plans
of their children

Description of neighborhood conditions
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TABLE IT (continued)

DATA RECORDED ON CUMULATIVE RECORD
Physical and Medical Status

No. of schools

recording item Items
8 Height and weight
2 Vision
7 Hearing
8 Mental health and personal adjustment
10 Teeth and gums
8 Speech defects
7 Posture and fest
8 Tonsils, Adenoids
8 Vital organs
4 Skin and scalp
2 Physical abnormalities and deformities,
undernourishment
6 Physiological maturation
10 Imminizations
10 Serious 1llnesses or injuries
9 Absence due to illness
7 Physical health habits




aLl7/
TABLE IT (continued)

DATA RECORDED OGN CUMULATIVE RECORD
Personal and Social Development

No. of schools

recording ltem

Items

8
5

fav]

G N s Y »

g U ©0 o O

Special talents and interests

Special achievements (other than scholarship)
in school and out of school

Participation in pupil activity program
Education intentions

Vocational preferences at successlve stages
of development

Evidence of vocational aptitudes

Membership in out=-of-school c¢lubs or
organizations

Employment during out-of-school hours
Use of lelsure

Conduct or cltizenship record

Nature of social activities

Periodic ratings by teachers on personality
traits

Attitudes toward school and school activities
Religious interests and activities
Results from interest inventories
Interpretations of aptitude tests

Interpretations of personality and attitude
inventories or scales
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TABLE ITI (continued)
DATA RECORDED ON CUMULATIVE RECORD

Scholastic Progress and Test Information

No. of schools
recording item

Items

T

10

13k

11

10

Name and location of school or schools
attended

Attendance and tardiness record; reasons for
excessive absence or tardiness

Curriculum or pattern of courses selected;
record of changes with reasons for change

Complete academic record
Reason and explanation for any failure
Scholastic distinctions received

Record of subsequent entry to other
educational institutions

General and specialized mental ability data
as interpreted from test scores

Performance on achievement tests, teacher-
made or standardized, in various subject
areas
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TABLE IIIX

MATNTENANCE AND USE OF PUPIL INFORMATION

No. of schools

Functions
performing

leeooe.sThe cumulative record of an entering or
transfer student is consulted before his
enrollment is completed.
Tessss.sForms provided for easy and accurate record-
ing of data and sources of information.
2eseeecsCodes and marking systems are carefully
explained on each form on which they are
used (unless entirely confidential).
RessssesGraphs or dilagrams are used wherever
appropriate to indiecate relative progress,
10¢s0esesPupll records are organized so that data are
entered in sequential order and relation-
ships and progress can be traced easily.
TeooesseDistinction 1is made between data of permanent
value and those of temporary value, only
the former being preserved in the permanent
cumulative record.
BeaesessProvision is made for duplicstion of
appropriate parts of pupils records.
10seseessPupil cumulative records are carefully filed
for use while he 1s in school and for
reference after he has left school.
7essssesPupll records are consulted by staff members
In cases involving cholce of courses or
vocation, attendance, failure, conduct,
and similar problems dealing with pupil
progress.
10ceseeeeThe Information in cumulative records is
used to assist puplls with self-appraisal
and in educational and vocational planning.
l1l.....ssRecords containing information are readily
accessible to all who are authorized to
use them,
ll.......Counselors use professional Jjudgment in
providing information from their confi-
dential flles to assist teachers in help-
ing pupils.
lleeeeso.Unauthorized persons are not permitted access
to confidential records of pupils.
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INFORMATIONAL SERVICES

Orientation

Several of the cooperating schools have some type
of orientation for high school freshmen. Six of the
schools have a high school representative that visits the
eighth graders at their school and discusses high school
life with them. Five high schools report a fall orienta-
tion day at the high school and six report such a day in
the springe The program of these orientation days 1s made
up of the following: discussion of high school subjects,
activities, and regulations; visit to high school and to
classes; pre-enrollment; and spring enrollment. The number
of schools performing each of the above functions is reveal-
ed in Table IV, page 21. One school system has an orienta-

tion class that is a semester in length.

Educational Information

All but one of the schools have college and business
school informatlon avallable for their students. Only two
schools do not have vocational school iInformation availlable
for thelr pupils. Table V, page 22, indicates the number
of schools that have various kinds of educational information;

where 1t is filed; and how it 1s distributed.




21
TABLE IV

CONTENTS OF ORIENTATION DAY (s)

No. of schools

reporting practice Content

8 High school subjects and their
contents dlscussed

High school activities discussed
High school regulations discussed
Puplls visit high school

Pupils visit high school classes

© W o N

Puplls have pre-~enrollment
conferences before beginning
high school

4 High school has spring enrollment
for the grade school pupils




TABLE V

EDUCATIONAL INFORMATION

No. of schools
listing item

Information present and method of

distributing

ik

11
10

Have college catalogs from local
colleges and leading universities
over the country

Have business school information

Have vocational school information

Information
Information

Information
office

Information
Information
Information

Information

filed in library
filed in counselor's room

filed in administrator's

distributed by teachers
distributed by librarian(s)
distributed by counselor(s)

distributed by

administrator(s)

School has a career day

School has a college day
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Vocational Information

Vocational information is found in all schools but
is not systematically filed in three schools. Some of the
schools use more than one method of distributing the infor-
mation., The SRA plan is the favored filing system. Inter-
viewing is the most used method of distributing vocational
material, For further information concerning filing plans

and methods of distribution, turn to Table VI, page 24.
THE COUNSELING PROGRAM

Counseling services are carried on by every school
visited. Table VII, page 25, reveals the extent of the
counseling programs in the various schools. To supplement
individuel counseling most of the schools have at least one
or more kinds of group guidance. The following courses and
activities are used for this purpose: home room (3), voca-
tional or occupational information class (4), lectures (5),
movies (4), psychology class (2), and life adjustment class
(). The number following each one of the above groups refers

to number of schools reporting that type of class or activity.
PLACEMENT

Placement services are not very well developed in
most of the schools. The only service carried out by a

large portion of the schools is that of assisting graduates
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TABLE VI
VOCATIONAL INFORMATION

No., of schools

using method Methods of filing and distributing

3 Occupational information filed
according to the SRA plan

1 Occupational information filed according
to the DOT

0] Qccupational information filed
alphabetically

2 Qccupational information filed according
to Dewey decimal system

3 Qccupational information arranged on
shelf

1l Information distributed through
occupations class (3 wks. in length)

8 Information distributed through
interviews

4 Information distributed by posting

3 Information distributed through
vocational information or occupations
course




TABLE VII

COUNSELING PROGRAM

No. of Counseling No. of Time No. of Portion of No. of Pacilities
schools personnel schools allotted schools school covered schools
Daily
6 Principal 3 d e, 6 All pupils 2 Free class
room
2 One man 3 2 hrs, 3 Senlors 5 Principal's
office
ils One woman 1 3 hrs. 2 Freshmen 4 Counseling
room
AL Two men it 4 hrs. 1 All fr. and 1l Activities
sr. boys room
1 One man and 1 1% hrs, and all
one woman girls
Weekly
1l Two men and 1l S hrs.
one woman
1 7 hrsa,
L Not
known

=1
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in obtaining additional education and training. Only one
school assists pupils who withdraw from school in obtain-
ing suitable employment. The number of placement activities

carried on by the schools may be seen in Table VIII, page 27.
FOLLOW-UP AND CURRICULUM REVISION

Not many of the twelve schools that were visited do
very much follow-up work. Perheps, all the guidance
personnel in these schools feel like the one that commented
that follow-up studies are not important in the small school
because the information can be secured without a systematic
study. Table IX, page 28, reveals the number of schools
that carry on the following follow-up activitiess: conduct
surveys of activities of all former students; secure infor-
mation from former students concerning strengths and weak-
nesses of the program of studies, of the school organization,
and of the guldance services; identify out of school youth
who need further gulidance; acquaint community and staff with
results of follow-up studies; and provide opportunities for

students to participate in follow-up studies,
STAFF COOPERATION

Most of the guidance workers in the surveyed schools
feel that they received satisfactory cooperation from the

school staff. Table X, page 29, indicates the number of

schools that report satisfactory cooperation in the several
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TABLE VIII
PLACEMENT PRACTICES

By of ssheala Placement activity

performing

2 Assist pupils who withdraw from school
in obtaining additional education or
training

10 Assist graduates in obtaining additional
education or training

9 Assist pupils in securlng part-time and
vacation employment

1 Assist puplls who withdraw from school
in obtaining suitable employment

if Assist graduates in obtaining employment
for which they are fitted

3 Make records of placement information in
the pupils' cumulative record

3 Coordinate the school placement services
with similar community services

2 Conduct surveys of occupational and
training opportunities and make results
avallable to those responsible for the
improvement of the educational program

4 Accumulate and organize information
important in the improvement of the
educational programe.

i Recommend changes in placement of pupills

for better adjustment within the school
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TABLE IX
FOLLOW-UP PROCESSES PERFORMED

- A Follow-up activity

performing

3 Conduct periodic surveys of activities
of all school-leavers including
graduates

5 Secure information from school-leavers
concerning strengths and weaknesses
of the program of studies

5 Secure information from school-leavers
concerning strengths and wealknesses
of the school organization

2 Secure information from school-leavers
concerning strengths and weaknesses
of the guldance services

0 Identify out=-of-school youth who need
further guildance

1 Acquaint community and staff with the
results of follow-up studies

o Provide opportunities for pupils now in

school to participate in follow=-up
studies.,.
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TABLK X
STAFF CCGOPERATION

No. of schools
glving poslitive Participation activities
answers

10eceseeeeToachers and counselors understand their
mitual responsibilities
TeseeseesToachers use puplil cumulative records
in understanding individual puplls
6eseeeessTeachers use pupil cumulative records
in adapting teaching to individual
needs
10s¢seeessTeachers and counselors cooperate in
developing or obtaining instructional
materials useful in the guidance
services
llecesesesTeachers seek the assistance of counselors
in dealing with pupil problems
QeesessesTeachers and counselors cooperate in
securing information concerning pupils
and pupil problems
BeeessessTeachers and counselors participate in
group conferences concerning pupil
problems
BeessesseTOachers assist in carrylng out the
recommendations of counselors
B5eeecessssTeachers and counselors cooperate in
continuing to keep in touch with
pupils who leave school
SeseeseesTeachers assist in securing the cooper-
ation of the home in guldance service
activities
doeeeeeceseSchool has guidance committee
BeessesseToachers In specialized subject-matter
areas and counselors cooperate in
helping pupils select course offerings
to meet individual pupil needs
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areas of guidance work. The number of schools that have

guidance committees is limited,
PUBLIC RELATIONS

In a majority of the systems the guidance program
has not been presented to the board of education as a new
school function. The administrator has assumed responsi-
bility for it much as he would a new course that required
no new teacher. The school boards that have had guidance
programs explained to them reacted favorably. The faculty
was won over to a gulidance polnt-of-view by staff meetings
in most cases. Nine of the schools report this as the
method used. Four schools provide guidance literature for
the faculty and only one used case studies to show the staff
the value of organized guidance. Seven schools report time
given to explaining the guidance program to the students.

More time and ways were used to sell the community
on guldance than were used to convince any group directly
connected with the school. Methods used to win the
community, together with the number of schools using method,
follow: talks to civic clubs (5), talks to P. T. A. (3),
articles prepared for local paper (7), visits about guidance
with parents (4), and guidance talks to community organiza-

tions by outside speakers (1).




JI LLARY

Most of the schools that were visited did not have
a very well developed guidance program, but the variety of
activities carried out by them convinced tlie writer that
a small school can orreanize and administer a systematic
guidance pro;ram. It wes found that the testing program
is one of the best develoned aspects of the guidance
services., The home and family background inforration along
with the personal and social development information ahout
pupils is not very complete. The only sclicols that have
adequate health recorcs are these that give comnlete phys-
ical examinations to tl.eir pupils. Counselors in the
schools indicated that pupil informatio: is actively used
by the school staff. The schools have fairly complete
informational services. Several adninistrators Liave and
distribute this informatior. Too many admicistrators act
as counselors. Little work is beii g done cn glacement and
follow-up. Staff cooperation seems to he satisfactory but
not many schools nave a guidance comwnittee. The school

boards were easily sold on guidance while sxtensive use

was nade of local papers and civic clubs in selling cu

.

d-

[

ance to the cormunity.




CHAPTER III
THE OPINIONS OF GUIDANCE AUTHORITIES

The writer received much valuable information from
the guidance authorities contacted. They not only filled
out the questionnaire sent to them but also gave helpful
suggestions under the "corments" headings below each
section of the questionnaire. In this chapter the results

of the questionnaire will be summarized,
TESTS PREFERRED BY THE AUTHORITIES

One authority did not answer the section of the
guestionnaire that asked him to check the best test of
each type for the small high school. He feels that
conditions differ so much in each school that no one test
would be best for all small schools. No test was a
unanimous choice of all the authorities and several types
did not have a majority of them preferring any one test,.
Table XI indicates that the following tests were preferred
by the authorities: mental, California Test of Mental
Maturity; entering achievement, Iowa Every-Pupll Test of
Basic Skills; high school content achievement, Iowa High
School Content; reading, Towa Silent Reading Test;
aptitude batteries, Aptitude Test of Occupations; clerical
aptitude, Minnesota Clerical Test; mechanical aptitude,

SRA Mechanical Aptitudes; interest, Kuder Preference Record;
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TABLE XI

TESTS PREFERRED BY AUTHORITIES

No. preferring

Types

tests

Name of test

Jui=ialEE Il S S S S S g oo L
1
1
il
2

Entering.s.cceceecsel
Achievement 4

High School.......4
Content
Achievement

Reading..o....alttl

4
15

Aptitude..........l
Batteries
l

(ALl Sees S SR )
Aptitude 2

Mechanicleeceesoesod
Aptitude 2

Trtereate s s siss clalslsid
2

Personalityeceecesol

O

Psychologlcal Examination of High
School Students

Henmon-Nelson Tests of Mental
Ability

Otlis Self-Administering Tests of
Mental Ability

Otis Quick-Scoring Mental Abllity
Tests

California Test of Mental Maturity

Stanford Achievement Test
Iowa Every-Pupll Test of Basic Skill

Towa High School Content
BEssential Hligh School Content
Battery

Cooperative Reading Comprehension
Test

Iowa Silent Reading Test

SRA Reading Record

Differential Aptitude Tests
Aptitude Test for Occupations (CTB)
Detroit General Aptitude Examination

Minnesota Clerical Test
SRA Clerical Aptitudes

SRA Mechanical Aptitudes
MacQuarrie Test of Mechanical Ability

Kuder Preference Record
Strong Interest Inventory

Gullford-Zimmerman Temperament Survey
California Test of Personality

The Adjustment Inventory--Bell

The Personality Inventory-=-Bernreuter
SRA Youth Inventory
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and personality, SRA Youth QOpportunitv. Only those tests

preferred by at least one authority are included in the

table,
DATA THAT U203 TG RBZ RuCORDZD O SURULATIVE HECORD

The authorities feel th:t home and family bacli-
ground information about pupils needs to be extensive.
This is revealed iIn Table XII, page 35, Description of
neighborhood conditions is the only item that most of the
authorities do not think neesds to he recorded,

Physical and medical status of students needs to be
recorded on the cumulative record accordirg to the author-
ities. It cen be seen from Table XII, vage 36, that every

ht and

e
&
&

one of them believes information concerning hel
weight, vision, hearing, and speech defects should be
recorded.

As a groupn the suthorities sanction the recording
of the items in the gquestionnaire pertaining to »ersonal and
social develooment., FHowever, severzl of them indicated they
do not believe the teachers should rate the versonality
traits of students. Table XII, page 37, indicates how the
authorities feel about specific items.

Table XII, page 38, reveals that the authorities

firmly believe in recording scholastic crogresse.
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TABLE XIY

DATA AUTHORITIES WOULD INCLUDE
ON CUMULATIVE RECORD
Home and Family Background

No. including

item Items
i/ WName, sex, place and date of birth
6 Photograph
7 Full name of each parent or guardian
7/ Parents!, or guardian's, address and

telephone number

Occupation of each parent

7 Race, nationality, and birthplace of parents

7 Citizenship status of parents; how long
residents of this country

7 Educational status of parents

7 Marital status of parents; living together,
divorced, separated, remarried

7 Ages of brothers and sisters of the pupil

6 Marked talents or accomplishments of family
members

6 Health status of family members

6 Economic status of family

6 Attitude of the home toward school and toward

attendance of pupll

5 Facilities for home study--library, magazines,
conveniences for study

5 Plans of parents which are related to plans
of their children

2 Description of neighborhood conditions
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TABLE XIT (continued)

DATA AUTHORITIES WCULD INCLUDE
ON CUMULATIVE RECORD
Physlical end Mediecal Status

No. including
item Ttems

Helght and weight

Vision

Hearing

Mental health and personal adjusfment
Teeth and gums

Speech defects

Posture and feet

Tonsils, adenoids

Vital organs

Skin and scalp

o SR~ o ) BRI o » TR o 1 IR SN o T - S S B

Physical adnormalities and deformities,
undernourishment

Physiological maturation
Immunizations
Serious illnesses or injuries

Absence due to illness

O e < B S

Physical health habits
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TABLE XIT (continued)

DATA AUTHORITIES WOULD INCLUDE
ON CUMULATIVE RECORD

Personal and Social Development

No. including

item Items

77 Special talents and interests

7 Special achievements (other than scholarship)
in school and out of school

7 Participation in pupil sctivity program

6 Educational intentions

6 Vocational preferences at successive stages
of development

7 Evidence of vocational asptitudes

7 Membership in out-of-school clubs or
organizations

7 Employment during out-of-school hours

7 Use of leisure

6 Conduct or citizenship record

7 Nature of social activities

4 Periodic ratings by teachers on personality
traits

6 Attitudes toward school and school sctivities

5 Religious interests and activities

7 Results from interest inventories

5 Interpretations of aptitude tests

5] Interpretations of personality and attitude

inventories or scales
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TABLE XII (continued)

DATA AUTHORITIES WOULD INCLUDE
ON CUMULATIVE RECGRD
Scholastic Progress and Test Information

No. including

item Items

7 Name and location of school or schools
attended

'/ Attendance and tardiness record, reasons
for excessive absence or tardiness

5] Curriculum or pattern of courses selected;
record of changes with reasons for change

7 Complete acaedemic record, including courses,
year taken, marks, and credits received

7 Reasons and explenation for any fallure

6 Scholastic distinetions received

7 Record of subsequent entry to other

educational institutions

6 Genersl end specialized mental ability
data as interpreted from test scores

6 ' Performance on achievement tests, teacher-
made or standardized, in various subject
areas
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MAINTENANCE AND USE OF PUPIL INFORMATION AS

VIEWED BY THE AUTHORITIES
There 1s unanimous approval by the authorities of
many of the statements in the questionnaire dealing with
maintenance and use of pupil information. Table XIII,

page 40, indicates this fact,
INFORMATIONAL SERVICES
Program of Orientation Day(s) As Chosen by Authorities

The content of the orientation program as viewsd
by the authorities can be seen in Table XIV, page 41.
Among the comments added to this part of the questionnaire
were the following: it should be a planned program of
more than a day, high school regulaticns should be dis-
cussed after admission, and have big sisters and big

brothers for entering students,
Educational Information As Seen by the Authoritiles

None of the authorities believe the educational
information should be filed in an administrator's office
or that the information should be distributed by an
sdministrator. Their answers to other questions on

educational information are revealed in Table XV, page 42,
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TABLE XIII

MATINTENANCE AND USE OF PUPIL INFORMATION
AS VIEWED BY AUTHGRITIES

No. that think
function needs Function
to be performed

7eeseoesThe cumulative record of an entering or
transfer student 1s consulted before his
enrollment 1ls completed

7eososessForms provided for easy and accurate record-
ing of date and sources of information

7TeeeosseCodes and marking systems are carefully
explained on each form on which they are
used (unless entirely confidential)

SeessseGraphs or diagrams are used wherever
appropriate to indicate relative progress

TeeesessPupil records are orgsnized so that data are
entered in sequential order and relation-
ships and progress can be traced easily

TesesesoelDistinction is made between data of permanent
value and those of temporary value, only
the former being preserved in the permanent
cumulative record

BeseseseProvision is made for duplication of
appropriate parts of pupils records

7eseeessPupll cumulative records are carefully filed
for use while he is in school and for
reference after he has left school

TeeeessoPupil records are consulted by staff members
in cases involving choice of courses or
vocation, attendance, failure, conduct,
and similar problems dealing with pupil
progress

TeeeosseThe information in cumulative records 1is
used to asslist pupils with self-appraisal
and in educational and vocational planning

GeeoesesRBCOrds containing information are readily
accessible to all who are authorized to
use them

7eoesesesCounselors use professional judgment in

providing information from their confidential

files to assist teachers in helping pupils
7 eeessssUnauthorized persons are not permitted access
to confidential records of pupils
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TABLE XIV

CONTENT OF ORIENTATION DAY (S)
AS CHOSEN BY AUTHORITIES

No . saﬁ%i;oning Content

7 High school subjects and their contents
discussed

High school activities discussed

High school regulations discussed
Pupils vislt high school

Pupils visit high school classes

SCTNS SRS NS RN

Pupils have pre-enrollment conferences
before beginning high school

6 High school has spring enrollment for
the grade school pupils
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TABLE XV

EDUCATIONAL INFORMATION

AS SEEN BY AUTHORITIES

No. approving
practice

Information present and
method of distributing

7

O o N9 I O+

o u o O

S

Have college catalogs from local
colleges and leading universities over
the country

Have business school information

Have vocational school information

Information filed in library

Information filed in counselor's room

Information filed in administrator's
office

Information distribnted by teachers
Information distributed by librarian(s)
Information distributed by counselor(s)

Information distributed by
administrator (s)

School has a college day

School has a career day
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Vocational Information As Seen by the Authorities

Vocational information should be filed according
to the SRA plan in the oosinion of wost of the authorities.
In comments two indicated that {iling it alphabetically
1s also satisfactory., Six of the =suthorities wrote in
comments to the effect that there i1s no one way to dis-
tribute occupational information; all avoropriaste techniques
should be used., Table XVI, page 44, supports the above
conclusions. It should he noted thsat some authorities

marked more than one way of distributing matsrial.

PLACL ENT PRACTICZS SANCTIONID BY AUTHGRITTSS

That the authorities believe the school is
responsible for the placement of its wupils is made
evident by their answers to the question, "What placeuent
services should be carried on by the small school?"

Table XVII, page 45, iIndicates what guldancs services the
authorities think the school should carry out.
FOLLOW-UP PROCHESSES THAT THE
AUTHORITILS THINK ARE IT2CiSSARY

Two of the authorities commented that this phase
of guidance is usually neglected but that it is a very
important phase of a complete program. Only the follow-
up activities concerned with securing information from

school=leavers about strengths and weaknesses of the




TABLE XVI

VOCATIONAL TIF'ORMATION
AS SsBEN EY AUTHORITIES

44

0. sproving

Lethiod cf filing and distrituting
plan
S Occupational infor—ation Tiled acccraing
to tl:e SRA rlan
2 Occupational informeticn filed accordin:
te the IGT
o Occrpational inforration iiled
al “habtetically
& Information distributed throu Lk
occupations class
g Informetion distributed through
irnterviews
4 nformation distribut:d ty rostin
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TABLE XVIT
PLACEMENT PRACTICES SANCTIONED BY AUTHORITIES

No. that believe

Placement services
it is necessary

7 Asgist pupils who withdraw from school
in obtaining additional education or
training

7 Assist graduates In obtaining additional

education or training

7f Assist pupils in securing part-time and
vacation employment

7 Assist pupils who withdraw from school in
obtaining suitable employment

6 Assist graduates in obtaining employment
for which they are fitted

7/ Coordinate the schocl placement services
with similar comrunity services

6 Make records of placement information in
pupils! cumulative records

6 Conduct surveys of occupational and train-
ing opportunities and make results
available to those responsible for the
improvement of the educational program

7 Accumulate and organize information
important in the improvement of the
educational program

6 Recommend changes in placement of pupils
for better adjustment within the school
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school organization and the strength and weaknesses of the
guidance services did not get an unanimous endorsement by
the authorities. The number checking each activity can be

seen in Table XVIII, page 47.
HOW THE AUTHORITIES ANSWERED GENERAL QUESTIONS

It was found that three authorities favor the blank
folder type of cumulative record, three favor the printed
folder type, and one replied that he does not think any one
type is best for all schools. Five of the authorities do
not believe 1t is necessary to have a separate cumulative
record for guidance purposes in the small school and two feel
that 1t is necessary. Six of the seven think 1t would be
wise to use the folder type cumulative record if the school
were going to have only one set of records. The seventh
did not feel that he could answer., All but one of the
authorities indicated that they would prefer a counseling
staff composed of a man and a woman each half time over
one man or one woman. It was found that four of them believe
in setting up counseling interviews for all students regard-
less of whether the pupils ask for them or not. Four of the
authorities would include a vocational or occupations course

in the curriculum of the small high school.
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TABLE XVIII

FOLLOW-UP PROCZSSE
NECESSARY IN THx EYSES OF AUTHORITIES

No. that think
it is a part of

Follow-up activity

guidance

7 Conduct periodic surveys of activitises
of all school-leavers including
greduates

7 Secure information from school-lesvers
concerning strengths and wesknesses of
the program of studies

5} Secure information from school-leavers
concerning strengths and weaknesses
of the school organization

6 Secure information from school-leavers
concerning strengths a-d weaknesses
of the guidance services

7 Identify out-cf-school youth who need
further guldance

7 Acquaint comrunity and stafi with tle
results of follow-up studies

7 Provide opportunities for pupils now in

school to participate in follow-up
studies




SUMMARY

It is evident from the answers received from the
cuthorities that they do not all agree on how a :uidance
program should be organized but there 1is agreement on
enough basic rpoints to ena»le a -erson to drsaw some
conclusions. They are: (1) a complete testinc prosram
is necessary; (2) the cumulative record provides the
information necessary for skilled counseling; therefore
it needs to e complete; (3) informational services are
necessary, but should not be performed -y an adninistrator;
(4) the school is res_.onsible ror the placement of its

pupils and should make a feollow-up study of themn.




CHAPTER IV

A PRACTICAL GUIDE FOR THE CRGANIZATION
AND ADMINISTRATION OF A GUIDANCE PROGRAM

How 1s an organized guidance progrem started? This
question is asked by some individual almost every time the
topic of guldance is discussed. Ericksonl answers this by
stating:

The initiation of any orgenizational program involv-
ing the entire school rests with the administration.
When the administration decides to do something about it,
the first real step has been taken.,

It is well to keep in mind that this does not mean
the administrator must be the first one interested in guid-
ance. Any member of the school staff, any civic club, or
any layman of the commmnity may be the force that starts
the ball rolling but eventually it rust be carried by the
admini stration. The superintendent must present the plan
for guidance to the board of education since it is the
function of the board of education to formulate and adopt
school policies. It was reported in Chapter II that every
board of educatlion that had the alms of an organized guldance
program presented to them approved the initlation of such a
program in the local school. During this discussion the

administrator must get permission to use money in the budget

for guidance purposes. A special guldance fund may be set

T Clifford E. Erickson, A Basic Text for Guidance
Workers (New York: Prentice-Hall, Inc., Lcl94713), p. 4l6.
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up for this or the money may come from the miscelleneous
fund. In the beginning the cost will not be great, not
more than a few hundred dollars a year at the most, but
as the program grows the cost will naturally increase.
Special counseling rooms, professional guidance personnel,
and extended services offered will be expensive and the

board of education should realize this facte.
In-Service Training of Staff

After the administrator has won the approval of the
board of education, he must gain a guidance-minded staff.
It 1s quite possible that some of the staff are already
interested in guidance and will be willing and competent
guidance workers from the start. Other members of the
faculty will need to be helped to achieve the guldance
point of view, 1In the schools visited by the writer, the
faculty meeting was the most used tool for this purpose.
The following statement suggests some other tools for
in-service guidance training.

Provision for the in-service education of all faculty
members is an important function of the school head.
This can be accomplished through faculty meetings,
individual conferences with the more resistant teachers,
personel example, provision made for qualified persons

to give short courses, held on the campus, dealing with
fundamentals of guidance, and encouragement of teachers
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to enroll at neighboring colleges or universities during
the school year for courses in guidance or in guidance
workshops during the summer vacation.

It seems to the writer that every school interested
in guidance should have a guidance library for its staff.
Several of the guidance workers visited by the lnvestigator
said that the staff did not have the time or was not will-
ing to read guidance literature. If this is true, the
staff is not convinced that a guidance program is necessary.
This library should consist of the magazine that is received
with membership in American Personnel and Guidance Assocla-
tion, 1424 Sixteenth Street Northwest, Washington 6, District

of Columbia and & number of good books on guldance; several

of which are listed in Appendix C,
Guidance Committee

Although only four of the investigated schools had a
guidance committee, most guidance authorities felt that it
is the foundation for any workable guidance program. One
author seid, "The success of the guidance program will be
largely dependent on the activities of this committee,"d

He went on to state that in schools with five or less

teachers all teachers should be on the guidance committes
and in schools that have six to fifteen teachers, five to

2 Lester D. Crow and Alice Crow, An Introduction To
Guidance Principals and Practices (New York: Prentice-Hall,
Inc., £cl9513), p. B86.

3 Erickson, op. cit., p. 424.
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seven teachers should be on the committee. The committee
will be chosen by the administrator.4 Its members should
be chosen for their interest and knowledge of guidance.

It 1s their job to help with the in-service training of the
faculty and to decide on the phases of guidance on which to
work. The committee keeps the faculty informed on its
findings at all times (this is not necessary in the smallest
schools since the whole faculty will act as the guldance
committee). When the whole faculty is not on the guidance
committee, the staff members should all be assigned to various
sub-committees from time to time. These sub-committees need
to be temporary in nature and will work out recommendations
pertaining to various phases of the program such as testing
program, group guldance, orientation, etc. In this way every
faculty member will have a part in the orgenization of the
guidance program.

The administrator should serve on the guldance
committee only when asked to do so by members of the
committee or when there are no professional guidance
personnel on the committee. He should appoint the best

gqualified member of the committee as chairman.
Guidance Staff

It was found by the investigator that six of the

twelve schools visited had an administrator heading their

4 Erickson, loc. cit.
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guidance program, This is natural enough since the admin-
istrator is often the first faculty member interested in
guidance but it is not conducive to developing the best
type of guidance program. When it is possible the adminis-
trator should delegate the job of conducting the guidance
program to professional guidance personnel. He should be
a supervisor of guidance activities not the active head,®

The guidance staff should be chosen as much as
possible from the school'!'s faculty. Persons chosen should
have given evidence of interest in and understanding pupils.
They must have the confidence of the pupils and the respect
of the faculty. Those chosen should have demonstrated
superior teaching ability and should have shown willingness

to continue study in education; especially in guidance.6
FUNCTIONS OF A GUIDANCE PROGRAM

The investigator realizes that no one guidance
program can be used by all small schools. Each system
must formulate a program that will best meet its particular
needs. However, thé writer does feel that a guide would be
helpful to those schools that want to orgenize their guid-
ance services. It is hoped that the program outlined on the

following pages will serve this purpose. An effort has been

5 Crow and Crow, op. cit., p. 86,

6 Ibid., Do 88.
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made to incorporate the practices founa in the field with
those sanctioned by guicance authorities., By this uethod
the investigator has trieca to propose a suicance proegram
that is paslcally souna frem the authoritics! point ot
view anu at the sswe time practical irom the fiela workers!'

point of view,
MBASURTING INSTRUNSETS

A minipum testing progrem ior the swvail hi. o sciool
would consist o1 a mental maturity test, enterin - acnicve=-
ment tesu, hiin scrool content scnieverert tesct, and an
interest test. ‘the writer would supplement tnis wiin
personaiity and reading tests for all stuaents ana aptitude
tes ... Jor those w:iaLline to take them., uere are saveral
good tests available for sach tyre but the comolasd answers
from the two guestlonnalres indicated that ~he 1511
were tne prelerred tests in the varisus twvpes: wennal
maturity, Henmon=relson tesis 2f ental 41117ty entsring
achievement, Iowa zvery-Pugsll rsst of tasic Skills; hiq ™
school content achievement, Towa Hlch School Jontent;
reading, Towa Silent leadins rest; aptitude oattcries,
Debtroit General Aptituas zxaminations; clerical aptituue,

Winnesota Clerical lest, mechenical aptituus, S3IA sechanical

Aptituaues; interest, Kuder Preference :ecord; anua rerscnallity,

SRA Youtn Inventory.

7 See Appenaix D ilor address of companies from which
tests may be secured,




When the tests woula be given aepenus on the indi-
vidual school to sowre extant., All the schools invssti
gave the mental tzst to entsring students, Of course tine
entring achievensnt test should be given a2t the hegsiiaing
o the hic~nh scho:l career and the il ™» school rontent
achievemernt ne2us 1o be civer near the end of the hi-ch

school carcer,
The Individual Inventory

Roth the ,midancs workers in the field snu the

B

authorities preferreu the folder tyre cuunlative recora .or

L

recordin he inaividual iaventory. ‘lie printzd folder was

<

preferred by severn of the twelve coocperatin. sciools and it
was tue type chosen oy three of the .uiluance aunthoritics,.
Those school men that iavored the printed ty:e usea tlae
state adopted form.

From his surveys the wrlter has trica to determine
wnat informetion about the individval is esssntial unc,
therefore, needs to make up the content of the cumulative
record. e would recormend thet the rollowing informstion

be included:

(Home and Family Background)

ame, sex, nlace and date of birth

rhotograph

Full name of each parent or ruardaian

Parents'!, or gusrdian's, adaress ana telephone number
Occupation of sach parent
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Race, nationality ana birthplace of parents

Citizenshin status of -arents; how long residents of this
country

Bducational status of carents

Marital status of parents; livins together, alvorced, sep-
arated, remarried

Azes of brothers anc sisters of the vupil

Marked talents or accomolishments of tramily members

dealtn status of lamily msmbers

wseconorile status of tamily

Attitude of the home towara school ana toward attsnaance
of pupil

Faclilities for home study--librarvy, magazines, conveniznces
for study

Plans of parents whicn are related to nlans of their
children

“

(Physical enda iedical Status)

irhit and weiht

ntal heslth wna »ersonal adjusterent
leeth ana cums

Speech defects

Posture and feet

1tonsils, adenoilds

Vital or:ans

Skin anu scalp

Physical adnormelitises #nd deformities, unueraocurisnment
Physiological maturation
Tmaunizations

Serious illnesses or injuries

Absence due to 1llness

Physical health habits

(Personal and Social Development)

special talents and interests--musicel, artistic, athletic,
inventive, literary, dramatic, scisntific

Special achievements (other than scholarship) in school and
ovt of school

Participation in oupil activity program

pduceztional intentions

Vocational preferences at successive stares of development

Evidence of vocational aptitudes--interssts and szill 1n
performance
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Membership in out-of-school eclubs or organizations

Employment during out-of-school hours

Use of leisure--estimate of time glven to play, reading,
hobbies, movies, radio

Conduct or citizenship record

Nature of social activities

Attitudes toward school and school activities

Religious interests and activities

Results from interest inventoriss

Interpretations of aptitude tests

Interpretations of personality and attitude inventories or
scales

(Scholastic Progress and Test Information)

Neme and location of school or schools attended

Attendance and tardiness record, reasons for excessive
absence or tardiness

Curriculum or pattern of courses selected; record of changes
with reasons for change

Complete academic record, including courses, year taken,
marks, and credits received

Reasons and explanation for any failure

Scholastic distinctions received

Record of subsequent entry to other educational institutions

General and specialized mental ability data as interpreted
from test scores

Performance on achievement tests, teacher-made or stand-
ardized, in various subject areas

The amount of information recorded is not related so
closely to the size of the school as it is to the energy of
the school staff. The visitations convinced the investigator
that a small school can carry on the necessary functions of =
guldance program; therefore throughout this section and
throughout the proposed program he has sided with the author-
ities In case of disagreement between them and practices

found in the cooperating high schools.
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Use of the Cumulative Record

There is no reason for having a cumulative record
unless it is going to be used. One of the big faults of
this record lies in the fact it is not usually sent to the
school to which the pupil transfers. The following 1list
should be used as a guide for those persons responsible for

the care and use of the cumulative record,
(Maintenance and Use of Pupil Information)

The cumulative record of the entering or transfer student
1s consulted before his enrollment is completed

Forms provided for easy and accurate recording of data and
sources of information

Codes and marking systems are carefully explained on each
form on which they are used (unless entirely confidential)

Graphs or diagrams are used wherever appropriate to indicate
relative progress

Pupil records are organized so that data are entered in
sequential order and relationships and progress can be
traced easily

Distinction is made between data of rermanent value and those
of temporary value, only the former being preserved in the
permanent cumulative record

Provision is made for duplication of appropriate parts of
pupil records

Pupil cumulative records are carefully filed for use while he
1s in school and for reference after he has left school

Pupil records are consulted by staff members in cases
involving choice of courses or vocation, attendance,
failure, conduct, and similar problems dealing with pupil
progress

The information in cumulative records is used to assist pupils
with self-appraisal and in educational and vocational
planning

Records containing information are readily accessible to all
who are authorized to use them

Counselors use professional judgment in providing information
from their confidential files to assistteachers in helping
upils

Unsughorized persons are not permitted access to confidential
records of pupils




Informational Services
(Orientation)

Every entering pupil needs to understand his new
surroundings. Through a special program of orientation,
the new pupils may become familiar with the school, This
program may vary in length from a few days to a full
semester., It may begin in the spring when an opportunity
1s provided for the graduating elementary children to visit
the high school. It will probably continue in the fall when
the students begin their enrollment. A suggested program
would include: (1) visits to the high school by graduating
grade school pupils with the following topics being discussed:
high school subjects, high school activities, and high school
regulations; (2) high school spring enrollment for next
year's freshmen; (3) fall pre-enrollment conferences for all
beginners; and (4) an orientation unit in the freshman English

classe.
(Educational Information)

Every school needs to have college catalogs, business
school information, and vocational school information. This
material should be filed in the library or in the counselor's
room but seldom in the administrators office. Counselors,
librarians, and teachers need to work cooperatively in

distributing educational material. The administrator should
not be used here if it can be avoided.
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(Vocational Information)

There is such a wealth of vocational information
avallable free of charge or for a very small outlay of
money that the amount to be acquired is only limited by

the time that can be spent ordering it. The Occupational

Outlook Handbook, United States Printing Office, Superin-

tendent of Documents, Washington 25, D. C., 1s about the
only bound volume needed for this field. A bibliography
of free guidance materlal may be obtained by contacting

the Supervisor Guidance Services, State Board of Vocational
Education, Topeka, Kansas. The Sclence Research Associlates
also publishes a bibllography of free and inexpensive
vocational guidance material, It 1s a part of their guid-
ance services mentioned later in this chapter., The inform-
ation can be filed 1n several ways but the SRA plan was
preferred by both the schools and authorities contacted,
Another plan that was recommended by some authorities was
the Dictionary of Occupational Titles plan, YThis is the
system of filing used by the United States Employment Office.
Books one, two, and four are needed to carry out this plan.
They may be secured from the Superintendent of Documents,
Washington 25, D. C. Every appropriate way needs to be
utilized in distributing occupational information. A few
suggested ways are through interviews, posting, classroom,

and occupations courses (1f they are in curriculum).
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Counseling

Earlier in this chapter the qualifications for the
guldance staff were discussed. It is the purpose at this
time to decide how much time should be allotted for guid-
ance and counseling purposes. The hours given for counsel-
ing will in most cases be the only time given to the
guldance staff for work on the whole guidance program. One
author suggested that a desirable goal would be one hour
of counseling time for each fifty or seventy five pupils.8
In the opinion of the authorities contacted, it is better
to have the time divided between two or more persons than
to have one person doing all the counseling. This is
especially true when part of the staff can be of each sex.
One person may have to handle all the counseling when the
time allotted is small. In the beginning lack of time may
confine the counseling services to a segment of the school.
It was found in the schools visited that the seniors were
the group usually picked to start the program if not all
pupils could be contacted. 1In addition to individual coun-
seling done by professional guidance personnel, provision
should be made for referring extremely maladjusted students
who need the help of specialists to psychologlecal clinics
or psychiatrists., For those schools in central and western

Kansas, the Fort Hays Psychological Clinic is avallable for

8 Erickson, op. cit., p. 184,
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this purpose. Some schools also had classroom teachers
who did an excellent job of counseling their pupils.

Group guidance technigques need to be used to
supplement individual counseling. Techniques found in the
field included home rooms, occupation and vocation courses,
life adjustment courses, psychology courses, activities,
lectures, and movies. These must be carefully plasnned if
they are to give desired results.

Two sources for good group guidance materials are
life adjustment booklets and gunidance films. The booklets}
published by Science Research Associates, 57 West Grand
Avenue, Chicago 10, Illinois; are interestingly and simply
written about such topics as understanding oneself, getting
along with others, and boy-girl relations. They are adopted
for use in the regular classroom. The booklets may be
bought for forty cents each or one comes each month with a
subseription to the SRA Guidance Service. This service
includes, (1) life adjustment booklets, (2) instructors
guide, (3) life adjustment poster, (4) better living book=-
let, (5) guldance index, and (6) guldance newsletter. The
service comes once each school month for twenty two dollars
a year. For information concerning the guidance films write

to Coronet Film Compeny, Coronet Bullding, Chicago 1, Illinois.
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Placement

Placement is one of the last responsibilitics to bHe

3

assuned Lv suall schools or =t least the writer fovnd this

=

to ne true in the schcols that he visited. Several of the
ruldance workers In these schools felt thet placenent serve
ices were needed ir. lerge scoools tut not in schools of thelr
size. ‘''he authoritiss contacted helieved that the following
vlecement services need to le performed by all bigh sclhocls:
(1) assist pupils wro witharaw lrow school in obtaining
acoltional euwcation or training, () assicst craduates in
obteining additional educetlicn or trefinineg, (2) assist
pupils in obtalning part-time ana vacation erployment,

(4) accist gracuates in obtaining empmloyrent for which they

-

are fitted, (5) coordinate the school p acement services

witli siwmilar comrunity services, (&) ralle recorcs of place-

ment Information in pupil's cumulative record, (7) conuuct
surveys of occupational and tralning opportunities and make
this available to those resoconsitile for the imgrovement of
tre educational progrem, (&) accurmlzte and or.anize in
ation imoortant in the improvement of tke eaucation pro:.rsn,
and (9) recommend chanses in placement of pupils for better
adjustment within the school.

T'nis group of services may seem ambitious ktut much can

be done in this area of culaance, For exariple one of the

cooperating schools raa a student voceational experience
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program., The oro.ram was carried out in cooperation with
the locel chamover of commerce whiclh conduched a training
opportunity survey. This enabled the hicrh school counselor
to assisn senior students to the verious busincsses ard
shops. Fe did this after havinc had inaivicual confererices
with each puvil warting to perticipate in the program. The
firme took on the student help for two weeks, The pupile
worked frem 8:30 to 12300 each morning withont vay. Facully
mermbers checked vith student, on the jo™, once a wvesk., At
the end of the two weeks, both the stuaent and the firrm lie
worked for filled ovt cuestionraires., These aslied or taslhs
verformea, attendance recora, oninion ci ~rograr, snd
suggestions for improverent of crogram. IFrow thelr ansvers,
it was evident that the stucvents liked this nro:ram and
thoughit it was worthwhlle,

An exploratory procran like the one descriled shows
how one srall school made use of local vocetional trainirg
opportunities, At the sare time it helned nlace its
students since many of the busiresses hired their temporery
help. A school's placement activities are limited only by

the resouvrcefulness of its culdance staff,
'ollow-Up

any peowle working in s+all hi:h schools dismiss

follow-up studies bv saving they know all cbout their
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graduates without making a formal study. Even if this is
true, and most authorities doubt it, they need to have the
information down on paper so that 1t can be taken into
consideration whenever future school needs are being
discussed. The following activities need to be performed
by every high school: (1) conduct periodic surveys of
activities of all school-leavers including graduates;

(2) secure information from school-leavers concerning
strengths and weaknesses of the program of studies, of the
school organization, and of the guidance services; (3)
identify out-of-school youth who need further guidance;
(4) acquaint community and staff with results of follow-
up studies; and (5) provide opportunities for pupils now

in school to participate in follow-up studies,
Public Relations

"Public relations should seek to help students,
teachers, parents, and the community understand, be
sympathetic to, and participate in the school's program,"9
The best public relations agent a firm can have is a
satisfled customer. Guidance personnel must keep this in
mind and make the students satisfied customers. Through

the pupils, they can win the parents. Parents form a large

9 Clifford P. Froehlich, Guidance Services in Smaller
Schools (New York: MeGraw-Hill Book Company, Inc., 1950),
DPe 294,
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segment of a community and can go a long way in selling the
guldance program to the commnity. The guldance staff can
improve its public relations by preparing articles for local
publication, by talks to civiec organizations, by having out-
slde speakers in to spesk to organizations, and by visiting
with parents about guidance.

It must be remembered that satisfactory results is

the best form of publicity.
BEvaluation

Evaluation of the guildance program is the process by
which guidance personnel attempt to find how near the program
1s to obtaining its objectives. "It involves the setting up
of objectives and the use of all available instruments in
determining whether these objectives, as an integrsted whole,
have been accomplished,"© No standardized criteris have
been developed for evaluating guidance programs but there
are a number of lists avallable that can be used as a guide
in evaluating a particular program. One such instrument is

Criteria for Evaluating Guldance Programs in Secondary

Schools, form B, Misc. 3317, Edited by Arthur L. Benson,
Federal Security Agency--0ffice of Education. A simpler

tool for evaluation purposes is the following list of

10 Arthur J. Jones, Principles of Guldance and Pupil
Personnel Work, (New York: McGraw-Hill Book Company, Inc.,
1951), p. 600,
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studies that can be used as a guide in evaluating the

various aspects of the guidance program:

1.

2.

Se

4.

6o

7e
8.
e
10,
11.
1z.
13,
14.
15.
16,
17 s

18.
19.
20.

Study the number of dropouts and see whether or not

the number is being reduced. Also analyze the causes
for these dropouts.,

Study the appropriateness of pupils! school programs

ai related to their abilities, interests, and future
plans.

Study the number of pupils who have planned their
vocational fubures and consider the reasonableness

of these plans.

Study the college-going pupils--the accuracy of their
Information about college, and the accuracy of their
college choices,

Study the number of problems still found by pupils.
Study the relationship between educational and
vocational plans and actual activities engaged in
after leaving school.

Follow up former pupils to secure thelr reactions to
the gulidance program.

Ask parents, employers, and other citizens of the
community to react to the guldance program.

Determine the extent to which pupils are working up

to their abilities.

Measure the puplls' reactions toward their school
activities,

Measure the amount and accuracy of pupils' information
in regard to the offerings of the school.

Measure the amount and accuracy of pupils' occupational
and training information.

Measure the pupils! information about guldance agencies
and resources in the community.

Measure the amount of pupil failure in the school
program and trends in the reduction of failure.

Make an analysis of pupils! reasons for their curricular
and thelr vocational choices,

Study the effectiveness of the school in placing pupils
in subjects and on jobs.

Study the program of part-time employment and work expe-
rience, to measure the adequacies of this part of the
educational program.

Survey the cumulative records: availability, use,
completeness, accuracy.

Study the testing program to determine purposes,
comprehensiveness, use by entire staff, etc.,

Measure the participation of the subject teachers: the
educational and occupational information that they
furnish to pupils, their attempts to help pupils, their
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interest in improving the instructional program, the
extent to which the specisl abilities of the staff are
being used in the guidance program,

2l. Study cormmunity resources, to determine the extent to
which they are being wilsely used by pupils,

22. Make an analysis of the reactions and the problems of
parents,

23. Study the relative stabllity of the educational and
vocational plans of the pupils.

24, Study the counseling program--do all pupils have
counselors, are all pupils being cared for, is the
counseling being competently carried on?

25. Consider whether adequate counseling time is provided
and whether the facilities (room, records, etc.) are
adequate for the program of individual counseling,

26, Study the materials in the library: are there ample
educational and occupational inforfition materials
attractively and easily available?

SUMMARY

A guidance program can not be started in a school
system without the leadership of the administration. The
board of education must approve the gufdance plans. Guid-
ance services will not succeed unless they are accepted by
the faculty. Functions and services that are essential to
a good guidance program are: (1) individual inventory,
(2) informational services, (3) counseling, (4) placement,
and (5) follow-up. The purpose of public relations in
guidance 1s to have the teachers, pupils, parents, and
communlty understand, sympathize with, and participate in

the program. It is necessary to evaluate the results of

11 CIifford E. Erickson and Glenn E. Smith,
Organization and Administration of Guidance Services
(New York: McGraw-Hi1ll and Company, Inc., 1947),

Ppe. 238-39,
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the guldance services from time to time. It will take
years to develop a complete guidance program, and the
personnel should not try to hurry the process faster

than a good foundation can be established.




CHAPTER V

SUMMARY, CONCLUSIGNS, AND
RECOMMENDATIONS

SUMMARY

The purpose of this study was to formulate a guid-
ance program that will (1) act as a guide for those wishing
to start an organized guidance program in a small Kansas high
school and one that will (2) stimulate interest in guidance
on the part of educators that are working in small schools,

Twelve small Kansas high schools that had active
guidance programs were visited to see how their programs
were organized and administered. It was found that the
programs were most fully developed in the area of testing
and were the least developed in the areas of placement and
follow=-up. The staff cooperation was good in the schools
investigated. Several of the administrators headed the
guidance department and acted as counselors. Most of the
boards of education were easily sold on guidance and the
comminities accepted it.

Seven guldance authorities were contacted and their
opinions secured on what should be included in the organiz-
ation of a guidance program. Though they did not all agree
on what should be included in a program; they agreed on
enough points to draw the conclusion that every guidance

program should contain the following services and functions:
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(1) complete testing program, (2) individual inventory,
(3) educational and vocational information, (4) placement,
and (5) follow-up. The authorities believed that schools
should use the folder type cumulative record, should not
have administrators as a counselor, and should have a
counseling staff composed of more than one person when it
is possible. -

A practical guidance program must be developed under
the leadership of a guidance minded administrator. It must
be approved by the board of education and the whole faculty
mist help organize it. A guidance committee should be
appointed by the school head to coordinate the guidance
activities of the whole school. The guidance staff should
be chosen from among the faculty in most cases., Counseling
is the pivotal service around which the rest of the guidance
program is organized. A good guldance program is the basis
for good public relations. Evaluation of the program is
necessary; it should be contimuous. No guidance program is
better than the results it produces, and no complete guid-

snce program can be developed in a short span of time.
CONCLUSIONS

The material presented in this study seems to warrant

the following conclusions:

1. The amount of guidance work performed in & school 1s not
closely related to the size of the schools.




2.

Se

4.

Se
6.

8.

9.
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More professional guidance personnel are needed in small
Kansas high schools so that administrators will not need
to be active heads of guldance departments.

Guldance services are not so well stabilized that all
guldance authorities agree on what services and functions

need to be performed but they do agree upon a basic group
of these,

Smell Kansas high schools do not perform adequate placement
and follow-up activities.,

Every teacher must be a guidance worker,

It will be many years before the majority of the small
high schools have adequate guidance programs.

The orderly accumulation and recording of a variety of
information concerning each individual is necessary to
good guidance.

There mst be increased use of objective measures in
guldance programs.

There must be recognition of the relationships between
directive and non-directive guldance.

RECOMMENDATIQGNS

Further study should be made of guldance practices

in small Kansas high schools, The investigations can be

more intensive if each one is restricted to a single area

of the total program.

be

Valuable data on controversial guldance issues could

obtained by sending questionnaires to a large number of

guidance authorities scattered throughout the United States.

The effectiveness of our teacher-training institutes

in turning out successful professional guidance personnel

needs to.be checked,
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A comprehensive report on the cost of a guidance

program would be welcomed by those interested in guidance,
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Questionnaire Taken to Schools

FORT HAYS KANSAS STATE COLLEGE

Hays, Kansas

Study directed by Department of Education

A PRACTICAL GUIDANCE FROGRAM FOR SMALL
KANSAS HIGH SCHOOLS

erviewee Position

ititution City

Page L

‘pose: The purpose of this study is to formulate a guidance program that is

ilistic for the small Kansas high school.

6l T TESTING PROGRAM

ECTIONS: Please place an X in each space that indicates your situation,

Name of Test

Test
used

Test
rould
hse

Test
preferred

Henmon=Nelson Tests of Mental Ability

Kuhlmenn-Anderson Test of Mental Ability

Otis Self-Administering Test of Mental Ability

Pintner General Ability Tests

Terman-McNemar Test of Mental Ability

SRA Primary Mental Abilities

Chicago Tests of Primary Wental Abilities

Others

Individual Tests of Mental Ability

e ———— e
Jowa High School Content

Stanford Achievement Test

Iowa Every-Pupil Test of Basic Skills

California Achievement Test Batteries

Progressive Achievement Test Batteries

Essential High School Content Battery

Reading Tests

Mathematics Tests

English Tests

Otlier Tests
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-y g

Neme of Test

Test
used

Test
would
use

Test
Preferred
to use

Differential Aptiwvde Tests

Minnesota Clerical Test

her clerical tests

pptitude Tests for Occupations (CTB)

Bennett Stenogravhic Aptitude Test

'
k
Mechanical Aptitude
.Beientific Aptitude

Art

Music

Other

uder Preference Record

lhurstone Interest Schedule

Primary Business Interests Test

Occupational Interest Inventory

Ot her

California Test of Personality

Minnesota Multiphasic Personality Inventory

The Personality Inventory--Bernreuter

SRA Youth Inventory

7
!
 Minnesota Personality Scale
.
:

Other

Dther measuring instruments

= T TR

art II: ‘CUMULATIVE RECCRD
IRECTIONS: Please check the terms that apply.

Form,
—

Card Folder

A. Cardex A. Blank

B. File Box B. Printed

C. Loose Leaf

D. Other



hecklist

Page 3
Home and Family Background

Accurate information is secured and recorded about the following items for
all pupils:

illfs
2
3.
L.
5.
6,
7.
8.
9.
10.
11.
12.
13.
1k,
15.
16,
17,

N e e e N A e e e s S N A e N

Name, sex,. place and date of birth.

Photograph.

Full name of each parent (or guardian).

Parents?, or guardian's, address and televhone number.

Occupation of each parent.

Race, nationality, and birthplace of parents,

Citizenship status of parents; how long residents of this country.
Educational status of parents.

Marital status of parents; living together, divorced, separated, remarried.
Ages of brothers and sisters of the pupil.

Marked talents or accomplishments of family members.

Health status of family members.

Economic status of family.

Attitude of the home toward school and toward attendance of pupil.
Facilities for home study--library, magazines, conveniences for study,

Plans of parents which are related to plans of t heir children.
Description of neighborhood conditions.

Physical and Medical Status

hecklist
Accurate information is secured and recorded periodically about the following
items for all pupils:

1.
2.

3
L.
6.
Te
81
9.
10.
11.
12,
134
1.
15,
16.

-
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Somments s

Height and weight.

Vision.

Hearing.

Mental health and personal adjustment.
Teeth and gums.

Speech defects.

Posture and feet.

Tonsils, Adenoids.

Vital organs.

Skin and scalpe.

Physical abnormalities and deformities, undernourishment.
Physicological maturation.
Immunizations.

Serious illnesses or injuries.

Absence due to illness.

Physical health habits.

(Describe your plan for physical and medical examinations)



Checklist

Page |
Personal and Social Development

Accurate information is secured and recorded about the following items for

all
1.

10.
11.
i2,
13.
lho
151
160
17.
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R e g N S O N e N o N
O

[

Commentsse

Checklist

pupilss

Special talents and interests--musical, artistic, athletic, inventive,
literary, dramatic, scientific.

Special achievements (other than scholarship) in school and out of school,
Participation in pupil activity program.

Educational intentions.

Vocational preferences at successive stages of development,

Evidence of vocational aptitudes--interests and skill in performance.
Membership in out-of-school clubs or organizations.

Employment during out-of-school hours.,

Use of leisure--estimate of time given to play, reading, hobbies,
movies, radio.

Conduct or citizenship record.

Nature of social activities,

Periodic ratings by teachers on personality traits.

Attitudes toward school and school activities,

Religious interests and activities.

Results from interest inventories.

Interpretations of aptitude tests.

Interpretations of personality and attitude inventories or scales,

Seholastic Progress and Test Information

Accurate information is secured and recorded about t he following items for

all
1=

2s
3.
b,
i

Te
8.

~~ PN ~~ ~~ Lo T
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Comments:

pupils:

Name and location of school or schools attended.

Attendance and tardiness record; reasons for excessive absence or
tardiness.

Curriculum or pattern of courses selected; record of changes ~ith
reasons for change.

Complete academic record, including courses, year taken, marks, and
credits received.

Reason and explanation for any failure,

Scholastic distinctions received.

Record of subsequent entry to other educational institutions,
General and specialized mental ability data as interpreted from test
scores.

Performance on achievement tests, teacher-made or standardized, in
various subject areas,
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Maintenance and Use of Pupil Information

hecklist

1. The cumulative record of and entering or transfer student is consulted
before his enrollment is completed.

2. Forms provided for easy and accurate recording of data and sources of
information.

3. Codes and marking systems are carefully explained on each form on which
they are used (unless entirely confidentail).

L. Graphs or diagrams are used wherever appropriate to indicate relative
progress.

5. Pupil records are organized so that data are entered in sequential order
and relationships and progress can be traced easily.

6. Distinction is made between data of permanent value and those of temp-

orary value, only the former being preserved in the permanent cumulative

record,

Provision is made for duplication of appropriate parts of pupils records.

8. Pupil cumulative records are carefully filed for use while he is in

school and for reference after he has left school.

Pupil records are consulted by staff members in cases inveolving choice

of courses or vocation, attendance, failure, conduct, and similar

problems dealingw ith pupil progress.

( ) 10, The information in cumulative records is used to assist pupils with

self-appraisal and in educational and vocational planning.
( ) 11. Records containing information are readily accessible to all who are
authorized to use them.
( ) 12. Counselors use professional judgment in providing information from
(

e
-~
.

R

~
\O
.

their confidential files to assist teachers in helping pupils.
) 13. Unauthorized persons are not permitted access to confidential records
of punils.
Commentse

Part III: INFORMATIONAL SERVICES
DIRECTIONS: Check parts that apply to your school.
Orientation

Checklist

( ) 1. Faculty member(s) goes to the grade school.

( ) 2. Have spring orientationday at the high school.
( ) 3. Have fall orientationday at the high school,

Content of Orientation Day(s)

1. High school subjects and their contents discussed.

2. High school activities discussed.

3. High school regulations discussed.

Pupils visit high school,

S. Pupils visit high school classes.

6. Pupils have pre-enrollment conferences before beginning high:schoole
7. High school has spring ®nrollment for the grade school pupils.

LN SN N AN TN
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Educational Information

cklist

1. School has some educational information but it is not organized.
2. Information filed in library.

3. Information filed in counselor's rooma

L. Information filed in administrator'!s office.

5. Have college catalogs from local colleges and leading universities over

the country.

6. Have business school information,

7. Have vocational school information,

8. Information distributed by teachers,

9. Information distributed by librarian,
10, Infcrmation distributed by counselor,

11, Information distributed by administrator.
12. School has a collzsge day.

13, School has a career day.

nmentsze

Vocational Information

bliographies used.

©
) 1. Occupational information filed according tothe SRA plan.
) 2. Occupational information filed according to the DOT.

) 3. Occupational information filed alphabetically.
) Lla Other

5, Information distributed through occupations class.
Information distributed through interviews.
7. Information distributed by posting.

— e
[0}
)

mments s
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*t IV: THE COUNSELING PROGRAM g

Counseling Personnel

l. Principal,
2. One man.
3. One woman.
L. Two Men,
5. Tvo Women,
6. Jmz man and ome woman
7

Ldanee divecior,

N O

mments;

Time Facilities
for
Daily Zounseling
) 1l¢ One-half hour. £ ) 1., Regular class room.
) 2. Ohe hour. () 2, Free Class room,
) 3. Two hours. ( ) 3. Principal’s office.
) L. Three hours. ( ) L. Counseling r oom(s)
) 5. Four hours.
) 6. Five hours.
) 7. Six hours.
) 8. Full day.
Weekly Portion of School Covered
) 9. One hour. ( ) 1. Only Seniors.
) 10, Two hours., ( ) 2. Only Juniors.
) 11, Three hcurs, ( ) 3, Sophomores.
) 12, Four hours, ( ) L, Freshmen,
) 13. Five hours. ( ) 5. OCniy punils who request
) 1i. Six hours. counseling.
) 15. Seven hours. ( ) 6, Only those punils referred

by the school staff,
Crecwn Guidance

1, Hom2 rocm.

2. TRctating hom> room,
3. Oceupaticrns coirss.
e Iecture:s

5. Novice,

e N e e e

mmentse
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acklist
Y
g 2
) 3.
) L.
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) 8.
) 9
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mmentss
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ecklist
) lo
) 2
P Ss
) L.
) 5.
M. (O
) T
mments s
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PLACEMENT

Assist pupils who with draw from school in obtaining additional ed-
ucation or training.
Assist graduates in obtain add1t10na1 education or training.
Assist pupils in securing part-time and vacation employment.
Assist pupils who withdraw from school in obtaining suitable employment.
Assist graduates in obtaining employment for which they are fitted.
Coordinate t he school placement services with s imilar c ommunity servicess,
Make records of placement information in the pupils! cummulative recordss
Conduct surveys of occupational and training opportunities and make
results available tothose responsible for the improvement of the ed-
ucational program.
Accumulate and organize information importment in the improvement of
the educational program,
Recommend changes in placement of pupils f or better adjustment within
the school,

FOLLOW-UP AND CURRICULUM REVISION

Conduct periodic surveys of activities of all school-leavers including
graduates.

Secure information from school-leavers concerning strengths and
weaknesses of t he program of studies.

Secure information from school-leavers concerning strengths and
weaknesses of the school organization.

Secure information from school-leavers concerning strengths and
weaknesses of the guidance services.

Identify out-of-school youth who needs further guidance.

Acquaint community and staff with the results of follow-up studies.
Provide opportunities for pupils now in school to participate in
follow-up studies.
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rt VII: STAFF COOPERATION

c

) 1le Teachers and counselors understand their mutual responsibilities,

g 2o Teachers use pupil cumulative records in understanding individual pupils,

3o Teachers use pupil cunulative records in adapting teaching to individual
needse

) 4. Teuchers and counselors coopsrate in developing or cbtaining in-
structional msterials useful in the pguidance services,

g 5s Tetchers seck the assisbance of counselors in dealing with pupil nroblems,

6- Teachers and coamselors ccooperate in securing infermation concerning
runils and pup-1

) 7. Teachcrs ens cownrelors porticipate in group conferences concerning
piril problens.

) 8, Teuch:.rs assist in carrying out the recormendations of counselors,

) 9, Teachors rnd counscicrs ccoperate in continuing to keep in touch with
pupils who leave school.

) 10, Toschers ussist in securing ths cooperation of the home in guidancc
service activitieso

) 11, School has guidance committees

) 12, Teschers in specialized subjcct-matter areas and counselors ceoperats in
helping pupils elect course offerings to meet individual pupil needs.

rreblems.

mment s ¢
rt VIII: PUBLIC RELATIONS
Winning the School Board
mmentse
Winning tr- Faculty
ecklist

) 1. Discussions at faculty meetings.
) 2 Provide guidence litecrature.
)} 3. Do case studies und prescnt resultse

Winning the Community
ecklist
) 1. Talks are given to civic clubs.,
) 2. Talks are given to P.T.h.
) 3. Articles are prepered for the local paper.
) 4., Intercsted members of the faculty visit with purents about guidance and
what it means to their childrens

Winning Students
ecklist
) 1. Time given to explaining progrems

hool enrollment o Number of teachers .
mber of teachers and edministrators with at least one course in guidence .
mber with eight senior-gradwmte hours of cre¢dit in guidance .




Questionnaire Sent to Authorities

TORT AV IKATSAS 3707751 COTI )
Hovys, lonsas
3tudy direcctced by Dopartuent of Education
A PRACTICLAT, GUIDAICE PROCGRAIL 70R SLAST
RATSAS IIIGID 3CH00L3
Jerson answering cuestionnaire o Positio

‘J:\‘l

N
thig

2urnosc: Zs to fomwlate a

sriall Kansas

1c purnose of STucy
that is rcalistic for the

guidace
nigh school.,

nrogranl

Part I TESTING PROCRAILL
DIRECTIONS woc‘ the test from caclhh type that —rou thinlt wrould be the

cst one Tor the small school,

Pyve of Test Checlz Here BEAL

() Hemmon-Helson Tests of liental Ability

() Otis Sclf-Adninistering Tosts of (1. A.

{) Otis Quicli=Scoring !liental ibilit' Tests
Intellizence () Torman-ilciienar Test of Illental Ability

() SRA Primary llental Ability

() Chicago Tests of 2rimaxr llental “bilities

() California Tect of ilental Nauuﬂﬁuf

() A Geoneral Classilication Tesot

1

Entering () Stanford Achicvenent Test
Achicvenent () Iowa Jvery-Punil Test of Dasic Slzills
) liet politan Achieverient Tost
1Tish School () Towa Iligh School Conteont
Content () Gentral Iigh Sclicol Contont Battorv
Achiievenont ( Sgsential TTigh Scliwol Content Datter -
Neading () Towa Silent dcoding Test
() 82\ Reading Record
Aptitude () A»titude Test Tor Occuwwtﬁons (CTR)
Batteries () Detroit General Antitude Dxaiination
Clerical () Ilimesota Clerical Tost
Aptitude () 32A Clerical Aptitudes
Mechanical () 3RA Mechanical Antitudes
Aptitude () MacQuarric Tcst of licchanical Ability
() Thre MNow Detroit IlMechanircal Aptitude Exan
() Kudeor Prefceronce Record
Intercst Strons Intercst Inventory

()
()

Clocton Vocational Intorost Inventory
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'ype of Test Cheel: Ilere llame of Test

Califorrnia Test of Personality
IMinnesota lultivhasic Personality Inv,

e

'ersonality The Adjustrent Inventory--Bell

The Personality Inventorv--DBernrcuter
i 7_ SRA Youth Inventory
'‘art II CUNULATIVZ RECORD

'IRECTIONS3: Check the form that you bolieve is best adapted to the

small school,

( ) Printed Card

( ) Loose Leaf Sheet
( ) Blan': Folder

( ) Printed Folder

Home and Family Background

)JIRECTIONS: Cheek items about which yvou think informasion needs to be

— e e e e e s

— e e e s

N

onricnts:

~ OWLEW O
® o ® » -0 & o

2}
O

9.

10.
11,

12,
10
15,

16,
17,

obtained and recorded on the cunulative record,

Name, sex, place and date of birth,

Photograph,

Full nane of each parent (or guardian),

Parents', or guardian's, addrcss and telephone nuiber,
Occupation of eacl parent,

Race, nationality, and birthnlace of parents,

Citizenshin status of parcnts; how long residents of this
country.

Educational status of »narents,

Marital status of parcats; living tozether, divorced,
separatecd, rcmarried,

Ages of brothers and sisters of the pupill,

Marlied talents or accommlisiuments oi' family rienbers.,
Health status of family ricmbers,

Economic status of family,

Attitude of the home toward school and toward attendance of
nunil,

Ffacilities for home study--library, magazines, convenicnees
Tor study,

Plans of narcnts which arc rclatecd to »nlans of thieir children.
Descrintion of neigiboriiood conditions,

Physical and lledical Status

) IRECTIOIIS: Checlt items about which you thinl: information needs to be

~— e

w N
e o o

obtained and recorded on the cumulative record,

Height "and weight.
Vision,
llcaring,
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Comments:

Page 3

Mental health and personal adjustment.

Teeth and guns.

Sveech defects,

Posture and feet,

Tonsils, Adenoids,

Vital organs.

Skin and scalp. ‘

hysical adnormalities and deformities, undernourishment,
Physiological maturation,

Iimunizations,

Serious illnosses or injuries.

Absence due to illness,

Physical health habits.

Pcrsonal and Social Development

DIRECTIONS: Checlz items about which you think information nceds to be

—

Eam e T W —
— s ~— ~—

Ais
Lifie

P e P e L T —~~ o~
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Corments:

obtained and recorded on the cumulative reccord,

Special talents and interestgs=-musical, arbistic, athletic,
inventive, literary, dramatic, scientific,

Special achievements (other than scholarship) in school and
out of school, ’

Participation in pupil activity program,

Educational intentions.

Vocational preferences at successive stages of developnent,
Evidence of vocational antitudes--intercsts and skill in
performance,

Menmbership in out-of-school clubs or organizations,
Enaployrmient during out-of-scliool hours,
Use of leisure-~estimate of tine given
hobbies, movies, radio.

Conduct or citizenship reccoid,

HWature of social activitics.

Periodic ratings by teachors on personality traits,
Attitudes toward school and school activities,

Religious interests and activities.

Results froa interest inventorics,

Intorpretations of aptitude tests,

Interpretations of personality and attitude inventories or
scales,

S

to play, reading,

Scholastic Progress and Test Information

DIRECTIONS: Check items about which you thinl information needs to be

Y L
() 2.

obtained and recorded on the cumulative reco;d.

Name and location of school or schools attended,
Attendance and tardiness record, rcasons for exccssive
abscnce or tardiness,




~— e e e ~—

Comments:

Page L
Curriculum or pattern of courscs selected; rocord of changes
with reasons for change,
Complete academic record, inecluding courses, year talen,
marks, and credits received,
Reason and explanation for any failure,
Scholastic distinetions received;
Rocord of subsequent entry to other educational institutions.
General and specializcd riental ability data as interpreted
I'rom test secores,
Perforriance on achievement tests, tecacher-made or
standardized, in various subject arcas,

Maintenance and Use of Pupil Information

DIRECTIONS: Check each statement below that you feel is necessary to

Ty
) 2.

() B
AR
)

( 5.
() 6;
(3F 7
(I 5
() 9.
() 10.

{311,
iae,

(3J 13,

Comments:

good guidance in the small school,

The cumulative record of and entering or transfer student is
consulted before his cnrollment is completed,

Forms provided for easy and accurate recording of data and
sources of information,

Codes and marlking systems are carcfully explained on each form
on which they are used (unless entirley confidential),

Graphs or diagrams are used wherever appropriate to indicate
relative progress.

Pupil records are organized so that data are enterecd in
sequential order and relationships and progress can be traced
easily,

Distinction is made¢ between cata of permancent value and those
of temporary value, only the forner being prescerved in thae
perianent cumulative record,

Provision is made for duplication of appropriate parts of
pupils records,

Pupil cumulative records are carefully filed for use while he
is in school and for reference after he has left school,

Pupil records are consulted by staff members in cases
involving choice of courses or vocation, attendance, failure,
conduct, and simnilar problems dealing with pupil progress,

The information in cumulative records is used to assist pupils
with self-appraisal and in educational and vocational planning,
Records containing information are readily accessible to all
who are authorized to usc them, ]
Counselors usc professional judgment in providing information
from their confidential files to assist teachers in helping
pupils.

Unauthorized persons are not permitted access to confidential
records of pupils.
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Part III INFORIMATIONAL SERVICES 88 &

Orientation

DIRECTIONS: Cheeck items that you feel are necessary for a complete
orientation program in a small school,

Contont of Orientation Day(s)

1. High school subjects and their contents discussed.
2. High school activities discussed,
ﬁ. High school reogulations discussed,
. Pupils visit high school,
5. Pupils visit high school classes,
64 Puplls have pre~enrollment conferences before beginning high
school,
) 7. High school has spring enrollment for the grade school pupils,

- SN P s P P~ P~

Comments:

Educational Information

DIRECTIONS: Check items that you think should be included in a
guidance progran,
) 1. Have college catalogs from loéal colleges and leading
universities over the country,
2, Have business school information,
E. Have vocational school information,
Le Information filed in library,
¢« Information filed in counselor's room, ]
6, Information filed in administrator's office.
g. Information distributed by teachers,
. Information distributed by librarian(s).
9. Information distributed by counselor(s).
0. Information distributed by administrator(s).
School has a collegoe day.
2. School has a career day,.

PN T S~ — B P e~ P~ N —

)
)
)
)
)
)
)
)
)
|
)

Comments

Vocational Information File
DIRECTIONS: Check the best way of filing vocational information,
( ) 1, Occupational information filed according to the SRA plan,
() 2, Occupational information filed according to the DOT.
£ ) « Occupational information filed alphabetically;
() .i_’ Other

Comments:
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Distributing Occupational Information

DIRECT?ONS: Checl best way of distributing occupational information,

1,
2,

()
(] 3
R
Comments:

Part IV

Information distributed through occupationsg class,
Information distributod through interviews.
Information distributed by posting.

Other '

PLACEMENT

DIRECTIONS: Check placement scrvicos that need to be carried on by

— —~ —
~— ~ ~ ~ s ~
e
® o

() 9.
() 104

Corments:

small schools,

Assist pupils who withdraw from school in obtaining additional
cducation or training, S
Assist graduates in obtain additional education or training,
Assist pupils in sccuring part-time and vacation omployment,
Assist pupils who withdraw from school in obtaining suitable
employment,

Assist graduatcs in obtaining employment for which they are
fitted,

Coordinate the school placement scervices with similar
cormunity services,

Make rccords of placement information in pupils! cunmulative
records,

Conduct surveys of occupational and training ovportunities
and make results available to those responsible for the
improvenent of the educational program,

Accumulate and organize information important in the improve-
ment of the educational program,

Recommend chanzes in placcuient of punils for better adjust-
nent within the school,

Part V FOLLOW-UP

DIRECTIONS: Checlr follow-up sServices that necd to be carried on in

) 1.
)
)
() L
)
)

Comments:

the small school,

Conduct periodiec surveys of activities of all school-lcavers
including graduates,

Secure information from school-leavers concerning strengths
and wealmesscs of the program of studies,

Secure information from school-leavers concerning strengths
and wealmesses of the school organization,

Securce information from school-leavers céoncerning strengths
and wealknecsses of the guidance services,

Identify out-of~school youth who need further guidance,
Acquaint cormnity and staff with tiic results of follow-up
studies,

Provide onportunitics for pupils now in school to participate
in follow-up studiles,

e




ip}
Page 7
General Questions

DIRECTIONS: Circlec yes or no.

PAUIE) 10 1, Do you think it is necessary to have a separatce
curiulative rccord for guidance purposcs? Ior exarmle
docs a schwol nced to lwave a sct of official cualative
reccords lent in thic safe and another sct in a file for
guidance »urnNoscs,

YES 10 2, Do vou thinlr it would be wisc for a school witlh only
onc sct of pcrmancent cuwiulative reccords to have thc
folder tync?

YES N0 3, Would you favor a counscling staff of a man and a
woman cach half time over onc rnian or onc wvoman full
time?

VIS 110 l, Do vou belicve in setting up a scecdule of counscling
Intervicwys for all high school puplls rcgardlcess of
vthether ther asl: for them or not?

YIS W0 5, %ould you in¢lude an occurnations or vocational
information coursc in the curriculwi of a small high
school?







Scott City, Kansas
Apriil S 52

To the Principals of the High Schools
Dear Sir:

I am conducting a survey in connection
with my graduate work at Fort Hays Kansas State
College. The survey will be incorporated as
part of my thesis which is A Practical Guidance
Program for Small Kansas High Schools. Your
school has been chosen as one of those 1n Kansas
with an active guidance program worth surveying.
Would you be willing to cooperate in this study
by allowing me to visit with the person respon-
sible for your guidance for about forty-five
minutes?

If you can spare me thet much of your or
your guidance man's time, please indicate on the
enclosed card the best time for cuch a visit.
Since I will have to take time from my teaching
duties to conduct this survey, I hope to arrange
my trips so as to visit several schools each time
out. Please do not restrict me to one particular
date unless you must,

Sincerely yours,

Bill Jellison
BJwm]
Ence.



June 11, 1952
501% Ash
Hays, Kansas

To the Gulidance Authorities
Dear Sir:

I am writing a thesis on the topic A Practical
Guldance Program for Small Kansas High Schools, Iy
waster's 1s being taken at Fort Hays Kansas State
College under Dr. Scott and it involves the opinions of
several experts.

I have visited a number of Kansas high schools,
both small and medium sized, that have active cuidance
programs, While at each school I filled out s nine
pace questionnaire, I will select the practices to
be judged by the authorities from these. In this way
I hope to propose a guldance program that is practical
from the standpoint of the guidance workers in the high
schools and also has the sanction of the experts who
helo work out the principles of good widance,

Would you be willing to act as one of the judges?
If you have the time to do this, I will send you the

check 1list within the next two or three weeks. There
is a self addressed envelcop enclosed,

Sincerely yours,

Bill Jellison
BJ imj

Bnc.
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Guidance Books for Professional Library

Arbuckle, Duglad S., Teacher Counseling. Cambridge,
Massachusetts: Addison-Wesley Press, Inc., 1950.

Baer, Vax F., and Edward C. Roeber, Occupational Informetion.
Chicago, Tllinois: Science Research Associates, 1951.

Blum, Milton L., and Benjamin Bolinsky, Counseling and
Psychology. New York: Prentice-Hall, Inc., ccl95lr.

Chisholm, Leslie L., Guiding American Youth in the Secondary
School. New York: American Book Co., 1950.

Dunsmoor, Clarence C., and Leonard M. Viller, Principles and
Methods of Guidance for Teachers. Scranton, Pennsylvaniaz
International Textbook Company, 1948.

Erickson, Clifford E., editor, A Basic Text for Guidance
Workers. New York: Prentice-Hall Inc., £cl947a.

Erickson, Clifford E., and Glen E. Smith, Organization and
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Addresses of Companies From Which Tests Can 3e

Secured
Company Test
Science Research Associlates, Towa EBvery-Pupil Tests of
57 West Grand Avenue, Chicago Basic Skills

10, Illinois
Kuder Preference Record--
Vocational
SRA Youth Inventory

SEA lechanical Aptitude

Psychological Corporation, Henman-Nelson Tests of Kental
522 Pifth Avenue, llew York 18, Ability
llew York

Towa Hizh School Content
Iowa Silent Reading Test

Iinnesota Clerical Test

Public School Publishing Co., Detrolt General Antitude
509-13 North East Street,
Bloowington, Illinois
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