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CHAPTER I
INTRODUCTION

Problem
The purpose of this pasper 18 to determine the respon-
sibilities of & principal in a guldance program. The prin-
cipal's role in guidance 18 an important one. A8 head of the
school, he has the responsibility for providing the staff with
edequate facilities for these guldance services. Without his
support and understanding, a successful guldsnce program

could never be sccomplished.

Scope
Thie study is primarily concerned with the princi-

pal's responsibilities for providing an adequate guidance
program and also the procedures for establishing thils pro-
gram in the bullding or buildings in which he must provide
leadership.

Definitions

Administrative leadership--leadership in all the
techniques and procedures employed in operating the educa-
tional organization in asccordance with established policies.

Anecdotal record--s series of notes containing

exactly what a child said or did in certain situstions.



Articulstion--the process of arrangling the instruc-
tionasl programs of the successive gradese and divisions of
the school system that a closely interlocking, continuous,
end consistent educational environment is provided for each
pupil as he progresses through the system.

Attendance records--collected data relative to the
sttendance of ezch pupil, showlng absence and tardiness,
most frequently kept in registers in the principal's office,

Autoblography--a structured or unstructured device
for securing an inventory of a pupil's background, interests,
and activities,

Budget--an estimate of proposed expenditures for a
given period or purpose and the proposed means of financing
them.

Counselors-~-those persons who assist individual
students to make adjustments and choices especially 1in regard
to vocational, educational, and personal matters,

Cumulative record--an individual record for each
pupil that is kept up to date by a member of the counseling
staff and whlch includes educationsl, soclsal, vocationsl,
and health data.

Dropout--a pupil who leaves school before graduastion.

Follow-up study--information collected about a stu-
dent at some period after g counseling contact in order to
estimate the effects of the contact.

Individual counseling--personal help given an in-

dividuel in solving a problem by gathering 211 the facts
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together and focusing all the individual's experience on the
problem,

In-service training--trsining which 18 designed for
persons already on the Job.

Orientation--the prccess of msking & pupil aware of
such factors in his school environment as rules, traditions,
and educational offerings, for the purpose of facilitating
effective adgptation.

Personnel--the administrative and supervisory
officials and teachers employed in a school system in order
to carry on the educational program.

Principsal--the administrative head and professional
leader of a school division or unit, such as high school,
Junior high, or elementary school, usually subordinate to
a superintendent of schools,

Psychologist--~one trained in psychology who is able
to conduct research in this field or to apply the science in
professional practice.

Questionnaire, guidance--a series of written questions
to be answered in writing by present or former students, re-
questing information significant in the guidance of individ-
uals or in formulating a program of guidance.

School socigl worker--a staff member who is assigned
responsibllity for assisting in the solution of individual
adjustment problems through work with homes and community

agencies and organizations,
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Sociometrical devices--check list, scales, and tests
used to study the psycholcgical reactions of certain puplls
in relstion to others,

Standardized tests--a test in which norms have been
established, uniform methods of sdministering and scoring
have been developed, and which can be scored with a rela-
tively high degree of objectivity.
| Test scores--a measure obtained from an examination
or quiz, or any other kind of a device or procedure for
measuring ability, achlievement, interests, etc.

Welfare worker--the person whose responsibility 1s
to recognize and then help orgsnize chsritable efforts on
the part of the more prosperous element of a community to
improve the living conditions, health, morale, etc., of the

less fortunate pupils living in the community,l

Need for the Study

The author of this paper believes there i1s a definite
need for a study of this type. Very little is written about
the principal's role in a guidence program but all authors
writing on the subject of guidance maintain that the princi-
pal's role is an important one. If a guidance program is to
be successful in our schools then the principal must not only
be in favor of such & progrem but must also understand his

role.

1The meanings to the preceding definitions were taken
from: Carter V. Good (ed.), Dictionary of Education (New York:
McGraw-Hill Book Company, Inc,, 1959)




Method
The method the author used in obtaining date for
this paper was primarily library research. Howewver, the
author did contact and interview two high echool principsals,
One has recently inaugurated a guidance program, and the
other has had an established guidance program for a number

of years,

Sources of Data

The sources of data used in this paper were obtalned
through extensive readings in books, periodicals and bulletins
that were written pertaining to gulidance problems. The author
then took those problems that related to the principal's role
in the guldsnce program snd brought them forth in this paper.



CHAPTER II

SERVICES A GUIDANCE PROGRAM SHOULD PROVIDE

Objective of Guidance Services

Guidance 1s part of the larger and more inclusive
institution of education. Therefore, the major objectives
of guldance and of the school are identical: the preparation
of desirable citizens for our soclety.

The term guidance refers to & variety of services
which have the common objective of helping pupils become
increasingly self-gulded in the maximum utilization of their
talente and opportunities, In a good guldance program the
following services should be included: services to pupils in
groups, services to pupils as individuale, services to the
instructional staff, services to the principal and other

administrative officiels, and research services,

Guidance Service for Pupils

Guidance services to pupils in groups must provide
for the processes of orientation and articulation. Tours of
the school, student handbooks, and assembly programs are
devices sometimes used to orient new pupils, The home room
could be of value in the orientation procese if the pupils
have an opportunity to participste and get help with what

they consider 1e important. Whatever the means used, the

6



purpose 1s to help each pupil understand and feel at home in
the new school. A successful orientation program will pro-
vide help to pupils with minor problems before they become
major ones.l

The articulation services exlst between the sending
and receiving schools, The major purpose of this service is
to provide a continuous flow of information about pupils
between the two schools. This should help the pupil bridge
the emotional gap that accompanies sny transfer.

Counseling 1s the most important service provided
for the individusl pupils.

Counseling provides a relationship in

which the individual is stimulated (1) to

evaluate himself snd his opportunities, (2) to

choose a feasible course of action, (35 to

accept responsibility for his choice and

(4) to initiate g course of action in line
with his cholce.

Guidance Services for Instructional Staff

The guldance program should facilitate the work of
the instructional staff in at least three ways. It should
assist the teachers in their attempts to understand their
puplls. Another service to the instructional staff is the
more formelized in-service training activities, This
training should help teachers improve their ekills in

analyzing, understanding, and doing something about pupil

lgiifford . Froehlich, Guidance Services in Schools,
(New York: McGraw-Hill Book Company, Inc., 1958), pp. 13-15.,

®Ibid., p. 16.



behavior, The third way in which guldance services can be
of help to the instructional staff is that a counselor 1s
available to whom teachers may refer pupils. All teachers
do not have the time, quelifications, or desire to counsel.l
Teachers have & responsibility for contributing to,
a8 well as utilizing, the guldsnce services in the school.
They are in an excellent position to observe pupll behavior
and they may also assist in many of the parent and/or pupil

conferences,

Guidance Services for Administrative QOfficials

The emphasis in recent years upon democratic admin-
istration hes emphssized the principsal's leadership role.
The guidance program has much date regarding each pupil that
cen be of significant value to the principal in planning the
curricular development of the school. Some pupil problems
can be met through the instructional servicees provided by the
school. The guidance program has a responsibility for sum-
marizing its findings and presenting those findings to the
principal for consideration as the curriculum of the school
is being built.2

Counselors, by the very nature of their work, must
seek information sbout the community. They get this informa-

tion from home visits, personal contacts with employers, and

11vid., p. 18.

?1b1d., p. 19.



by studying the community's occupetional status. A well
plenned guidance program can be one of the most lmportant
lubricante for reducing any friction between the school and
the community. This is truly a service to the principal

and instructionsl staff.l

Guidance Services in Research

The final service of s good guidance program 1s 1n
the field of research. Cne of the most important research
projects is the follow-up study for both gradustes and drop-
outs. By studying the follow-up research the guldance pro-
gram can be evaluated in the light of 1its successes or
failures,

Another service of research is to study the occupa-
tional opportunities in the community and summarize their
findings. These findings should be made availsble to all

present and former students.®

Need for Increasing Guidance Services

The incressed need for guldance services 1s s fairly
recent development which can be attributed to several factors,
such as: increased enrollments, the changing occupational
scene, the changing socizl pgttern, emphesis on individual
differences, and the increased emphasis on home-school

relstions,

11vid., p. 20.
?Ivid., p. 21.
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The demends on our schools for increased educational
atteinment have resulted because of our incressed secondary
school population coupled with a majJor increase in the total
population since World War II. As a result of this increased
enrollment the instructional staff has become increasingly
perplexed for wesys and means of providing an ecual educational
opportunity for every pupil. A well-planned guldance progream
should be of primery =ssistance to the school staff in over-
coming thkis problem.l

The changing occupational scene has presented serious
problems in providing an adequste educational program. The
change from a ten hour day to an eight-or six-hcur work day,
the change from direct work in production % supervision of
machinery, and the change from & few mejor occupations to
thousands of specislized jobs are but a few of these probleus,
Adequate prepsration for the decades ahead necessltates the
need for services that are directed at helping the pupil to
assess himself and to plan reslisticslly for the future.2

The pattern of our society is constantly changing.
Cur social life today parallels our industries as contrasted
with the agrarian society of fifty years ago. To allow
tomorrow's generation to meet this changing soclal pattern

without helping them develop wholesome sttitudes toward

lRaymond N. Hatch and Buford Stefflre, Administration
of Guidsnce Services, (Englewood Cliff, N.J.: Prentice-Hall,
Inc., 1958), p. 26.

®Ibid., p. 27.
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change would obviously be an educational error. This prep-
aration of pupils can be met if & well-planned program of
services are available to them.t
The emphsasis on individusl differences demonstrates
the wide range in personsl charascteristics, such as: their
physicalvdevelopment and rate of maturation, their educa-
tional achievements and psychological development, and theilr
development of interests patterns, If the instruction of
these puplls 1s to be made meaningful to them, a program
must be developed to identify the unique characteristics
of each pupll end to suggest weys of meeting these particu-
lar charscteristics in an improved instructional program.
The school as a community egency is but one agency
available to extend the educational responsibilities of the
home. There has been an increased empheslis on home-gchool
relations which would indicate that the school i1s playing
an inereasing role in the coordimation of the pupil'e educa-
tionsl activities., This coordinztion of azctivities 1is be-
coming a majJor concern of the school principal. Leadership
in this lmportant development in education mey be found in
an zdequate progrem of guidance services, especlally if

these guldance services include close home-school relstion-

ehips.2

l1pi4,
2Ibid., p. 28.



CHAPTER III

THE PRINCIPAL'S RESPONSIBILITIES AND PROCEDURES
FOR ESTABLISHING A GUIDANCE PROGRAM

Providing Fecilities for Counseling

Strong administrative leadership is essentlal to
insure proper guidance services and their integrstion in
the total educational process., There is no substitute for
& principal who not only knows how, but why and where
guldance 1s moving. The principal has the responsibility
of providing guldence services thet are included in the
realistic basic planning of the school system. It is
vitally important for the requirements of effective guldance
services to be held in mind when the school plant is being
planned and the budget apportioned,

Bach of the various guldance activities requires
1ts own appropriate materials, personnel, and facilities
of space and equipment. Such facilities must be planned
in advance and provided for in the budget. If individual
couneeling is to be an important school function, the
8chool must provide qualified counselors with time and
facilities in which to work efficiently. Counseling is
a moderately speclalized service and cannot be carried on

without sufficient funds., Guldance must be respected in

12
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the school budget and in the selection and assignment of

personnel and must have a definite place in the school

plant and in the organizational structure.l

Like the rest of the faculty, guidance workers need
adequate school space, equipment, and supplies 1in order to
perform their specific duties, In providing for these
facllities, the principal should keep the following points
in mind: '

. A private and comfortable place
for interviewing.

Easy access to cumulative records,
A file for personnel folders.

Easy access to educational and
occupational information files.

A room for testing snd for small
group conferences,

. A storege space for tests and
other materiels,

A phone, to call pupils
end community agencies.é

N OO o AN -

parents,

.

Many school principsls have been accused by the
guldance staff of being reluctant to implement a program
of guidance services, In many cases this mey be due to the
sheer stubbornness of the principal, but in a vast msjority
of cases the guidance workers themselves have falled to:

1, Present the guldance services as means of

facilitating the instructional program.

2, Explain the whole scope of the guldance

program in meaningful terms,

1Henry B. MeDaniel, Guidance in the Modern School,
(New York: The Dryden Press, 1956), pp. o5-a6.

2¢lifford E. Erickson, A Practical Handbook for School
Counselors, (New York: Ronald Press Company, 1949, p. 185,
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3. Identify exactly what will be needed or give an
estimated budget for such a progranm.
These three obligations must be answered by the professionsl
guidance worker before he can condemn the prinecipel for

evading his responsibilities.l

Cost of Guidance Services

The "What?" and "Why?" of the guldance program sre
found in generous quantities in professional literature.
However, the specific information as to the actual cost 1is
very hard to locate either in hypotheticsl or factual con-
text.

The range of programs and services has made it quite
difficult to sscertain cost figures, but the guldsasnce worker
needs at least some general guides if he is to fulfill his
obligation to the zdministrstion for the acceptance of the
program.®

A general aporoach to costs mey be the most effective
way to sttack the program as submitted by Mathewson.

If we calculate that society pays from
$3,000 to $5,000 for educating an individual

through twelve grades of schooling in the better

communities, the insurance reste for safeguarding

this social investment, comprised in the guidance

expenditures, 1s indeed low: not more than 5 per
cent,

lHatch and Stefflre, op. cit., p. 245.
2Ibid., p. 247.

31bid.
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This information may be helpful in a general wsy, but
a prudent principal will seek more specific informastion be-
fore embarking on & major addition to the educational progranm.

One of the most complete studies to date cof the cost
of guldence services was made by Crosby.l Ten public high
gchools that had organized guldance programs just recently
were surveyed as the first part of the study. The costs
were estimated for both meterlals and personnel that were
clearly identified as part of the guidance progrem,.

The combined results of this survey revealed to be
$10.48 per student in average daily attendance or 3.4 per
cent of the sverage annual instructional expense of the
schools., 1In these ten schools the averasge ratio of per-
gsonnel costs to materials costs was twenty to one. This
would indicate thet counseling is s very important part of
their progrem. The results of this study indicate an average
cost well below the five per cent suggested by Mathewson.

As a fingl step in the investigstion, questionnaires
were sent to 379 public high schools in Californisz and re-
plies from forty-four per cent of the schools were received.
The California Test Bureau has published a brief description
of the Crosby study on the following page.

l1pida., p. 248.
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AVERAGE CCST CF GUIDANCE PROGRAMS IN SCHOOL SYSTEMS OF VARIOUS SIZE

WITH RESPECT TO VARIOUS EDUCATIONAL FUNCTIONS AND FACTORS#*

Educational Function or Factor

Personnel Expenditures

Test Expenditures:
Vocaticnal tests
Intelligence tests
Personality tests
Achlevement tests
Total test expenditures

Total average cost of
guldance program

Avergge annual totsl
school expenditure

Average per cent guidance
progrem is of total annu-
al school expenditure

Average cost per student
for guidgnce program
per A.D.A.

Aversge guldance time
allowed per A.D.A,

lhr.

33300
$1,891.00

15,60
6.00
7.00
6.75

35.25

1,92€.25
81,317.92

2,3 per cent

12,58

50min,

301-700
$4,786.36

28,20
90.00
1.75
6.75
126.70
4,913,092

£10,5€0.00
2.3 per cent

10,51

lhr., 27min.

_?01-1200
$6,503.50

59.40
113.50
5.25
20,25
198,40
6,701.90

307,021.00
2.z per cent

7.80

lhr, 26min,

'1201-1800
$15,676,00

57.70
45,00
24,50
78,75

205.95

15,881.95

526,002.00
3.0 per cent

10,72
lhr., 40min,

1801-2850
$14,818,25

131,00
46,50
70,00

112,00
359,50
15,177.75

608,865,00
2.5 per cert

6.87

lhr, 29min.

*#Courtesy Joseph W. Crosby, The Cost of Guidance Services in Selected High Schools (Los
Angeles: Jalifornis Test Bureau)
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Record-Keeping

A cumulative record form may have been selected with
utmost care but becomes a clerical monstrosity if the staff
mekes mechanicasl entries with little or no insight into the
mezningfulness of the information. To offset this possibll-
ity, several administrative problems must be met and adequate
enswerse found,

Although the principal may not be directly concerned
with keeping cumulative records or collecting and recording
data, he should nevertheless be concerned with the procedures
and problems involved. The administrative problems to be
solved in the maintenance of the cumulative record may be
divided into the following five grcups:

. Problems related to collecting and
recording pertinent information.

. Problems relsted to entering, screen-
ing and summarizing information.
Problems related to the proper
storing of records,

. Problems related to increasing staff
interest in the records.

Probleme related to filing and
transferring inactive records. L

a B G N

L]

Some of the most important data for the cumulative
record in which the principal is very interested is collected
sutomaticselly in the regular routine of the school dsy. Such
information as attendance records or basic information per-
taeining to pupil identification must be readily available in

the schoolg. Other information requires specisl forms and

lHateh and Stefflre, op. cit., pp. 185-186.
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activities if it i1s to be obtained. Plans must be devised

to collect and record deta such 2s the family history, home
environment, test scores, relationships with others, reports
of behavior, and out-of-school activities., Cereful considera-
tion of the techniques used to collect this informaticn will
reduce duplication and costs and will increase its use. Some
of the techniques used by guidance workers are: the question-
naire, the sutobiography, the snecdotsl record, standardlzed
tests, and soclometrical devices.t

A major part of sny record-keeping system is the
technique used in screening, summarizing, and entering
informetion that becomes a vital part of the cumulative
record,

An information program that has been carefully
planned and properly introduced to the staff should reduce
the problems of screening to a bare minimum. Screening of
information should include periodic checks to see whether
the information collected includes strengths as well as
weaknesses about each pupill.

Summarizing is usually done to conserve space in the
record, but the space saved 18 not alweys worth the cost. A
well-planned record with careful supervision will eliminate
the space problem, which is the only valid argument in favor

of summarizing information.

l1bia., pp. 186-189.
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Entering informetion from grade reports may be trans-
ferred to the cumulative record quite effectively by clericsl
employees, Anecdotal records, autoblographies, sociometric
tables, and similar information require filing only and may
be done by the staff member responsible for the supervision
of the pupil's record. Test information and more confiden-
tiel information requires more careful handling asnd should
be entered by the individual assigned the supervision of the
individual student's record,l

One of the problems that must be faced in & program
to increzse the staff use of information is that of the
legal aspects. Many staff members may be aware of this
problem; othersg may place the entire guldance program in
Jeopardy by innocent but libelous statements concerning
confidential information about certaln pupils. For this
reason the principel must assume the responsibility to
review the limits within which staff members may use pupil
information without fear of 1libel or slander suits.?

The concepts that qualify staff members for protec-
tion in the category of privileged communicstion are the
duty, interest, and inquiry involved. The guidance worker
who has an assigned duty in the interest of the welfare of the
pupil and of soclety can communicate with another person with

corresponding duty or interest and be protected by the privllege.3

11bid., pp. 189-193.
©Ibid., p. 196.
SIbid., pp. 196-197,
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A cunmulative record that 1s started in the elementary
school should be transferred to the Junior high school, the
senior high school, and to the community college if one 1is
a part of the same district, Thls type of transfer service
of guldance records eliminates the duplication necessary to
8tart another record and mskes the record a cumulative
record in a literal sense,

It 18 not advisable to forward the cumulative folder
to another district as an sutomatic procedure., A letter to
the principal of the new school in which the availability of
the record is made known would seem advisable. If the new
school wents this informstion, 1t will be requested and, in
all probebility, be used in an appropriate manner.

The disposition of the cumulaztive record of the grad-
uate or drop-out usually poses a storage problem for the
school district. Some of the larger schools use microfilm,
but it seems unlikely if this service will be readily avall-
able to all schools for some time because of the initial
expense involved in obtaining this equipment. In the mean-
time the principal must develop appropriate policies for
filing the records of terminal students,

Most of the inquiries that requlre referral to the
cumulative record accrue during the first ten years after a
pupil leaves school., At the end of this ten year period the
entire folder may be destroyed. If administrative records

have not been kept, the administrative information should be



21
transferred to a small file card.l

Scheduling Guldance Services

In most schools, téachers and principals have full
schedules., If the educational objectives of & system are
actually to be realized in the daily rush and routine of
school, it 1s necessary for the principal to allow ample
time for counseling in the daily schedule, There 1is no
definite answer to how much time is needed for counseling,
but two hours of counseling time per counselee per year
1s a feirly sdequate program to get started. If there is
more than one counselor in the school system, 1t 18 neces-
sary to determine whether to srrsnge the schedule so all
the counselors have a free period in common so that they
may meet together, or whether the schedule should be
staggered so that a counselor would be available each hour
of the day.

Interviews should be scheduled far enough in advance
to permit the counselor to have time to study the pupil's
records and arrange to have the time free from interruption.
As a rule, those pupils who show a definite need should be
scheduled first. But care should be tsken not to do this
to the extent that the pupils get the idea thet the guidance
program was just for those who had misbehaved, who were
obviously malaedjusted, or who were having trouble msaking

their grades.

1Ibid., pp. 198-199.



CHAPTER IV

THE PRINCIPAL'S RESPONSIBILITIES FOR IMPROVING
THE GUIDANCE PROGRAM

Recognlizing the Needs of a Guidance Program

The principal, as the official responsible for the
entire educational effort of a school or system, must make
sure that guidance needs are recognized and met, In 4if-
ferent areas of the country, among people of different
backgrounds, the problems of children will differ, There-
fore, the organization of a good guldance program should
begin with the study of the problems and needs of the
children in the school in which the guidance program is to
operate.l The principal must not only recognize the need
for a guldance program in the school, but he must also make
his staff aware of the needs and vslues of guidance. Within
the broader meaning of guidance, teachers are guidance work-
ers, They make their own contributions in the classroom to
the guldance program. They are part of the same team Join-
ing principals and guidsasnce specislists in the task of
assisting individuals to become mature and productive members

of soclety.

lMerle M. Ohlsen, Guidance, An Introduction, (New York:
Harcourt, Brace, and Company, 1955), p. 7.

22
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Guidence services should be co-ordinated throughout
the school, 1In a well organized program, teachers, speclal-
iste, snd principsls work together to contribute to the
welfare of the pupils.lt

The principsl hes the responsibllity of making the
steff cognizant of the values, functlons, and problems of
the guidance services. The work of any guldance program,
no metter how well provided with epecialists, cannot be
carried on effectively in the school unlese the entire
faculty understanés and sympathizes with the objectives of
the progrem. There must be an scceptance by the principal
ené staff of the guidance principles and there must be
active participation in the program by 2ll.2

In setting up the working machinery for a guldance
program, someone must take the initiative in getting the
program started ené in keeping it going, This may be
achieved best through a guidance committee, which helps
gtoff members develop a program out of thelr experiences
in helping pupils.

Good guldance starts with a good principsl-teacher

relationship, If an improved guidance program 1s belng

11pid., p. 17.

<Franklin R, Zeran, "The Roles for the School Board
Member, Superintendent, Principal, and Clsssroom Teacher in
an Lffective Well-Integrated Guidance Program", The Bulletin
of the National Assoclation of Secondary School Principals,
XLITI’IDecember, 1969), pp. 93-98,
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sought, the principal may appoint a guldance committee to
study the school's guidance needs.

The principal may arrange for s resource person to
work with this committee. This resource person msay be a
psychologist or guidance specislist from the school staff,
a psychologist or specialist from a nearby college, or an
appropriate member of the state department of education.
The resource person should be at the meetings only when it
is discovered that cquestions have come up which only this
person can gnswer. It is extremely important that the
program the committee recommends is the committee's program,
not the resource person's., When the committee has finished
their recommendations, it is the prinecipal's responsibility
for carrying out these recommendations to the best of his

ability.l

Qualificetions of Guidance Personnel

The success or fallure of s particular organizational
plan will depend very definitely on the personnel avgilable
to carry through the responsibilities. It 1s therefore most
important that these individuals be carefully selected and
employed as educators quallified for such duties.g

The qualifications for sll personnel spplying for a

guidance position should be studled carefully. The

-

lgenry J. Dupont, "The Principal and the Guidance
Program", Educational Administration and Supervision, XLIII
(October, 1957), pp. 8560-260.

EOhlsen, op. cit., p. 8.
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candidatet's ability to get along with students as well as
with the members of the staff should come high on the list
of qualifications. Counselors should be certified as
teachers and should have had several years of successful
teaching experience at the level where counseling 1is to
teke place before being considered for appointment. The
minimal preparastion should be a Master's degree in & pro-
gram of counselor preparation. This should ineclude courses
such as or similar to: Prineclples and Practlces of Guidance
Services; Counseling Techniques; Occupational and Educationsl
Information; Psychologicgl Tests and Testing; Mental Hygiene;
Individual Differences; Exceptional Children; ete.l

In addition to the responsibility of hiring the
right teachers or counselors, other school personnel are
involved in guldance efforts and must be selected carefully;
the school nurse, who is responsible for the physicel wel-
fare of the students; the school doctor, who serves as a
medical consultant and exemines students; the school
psychologist; the social worker; and the welfare worker,
It is important for the principsl to remember in recommend-
ing the hiring of personnel to the board, that to have an
effective guidance program, the staff must be able to work
together. Only when the members respect each other, under-

stand what they can expect from each other, and play an

lZeran, op. cit., pp. 93-04.
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active role in defining policles, will they cooperate 1in
providing the most effective services, Throughout guidance
activities, from the teacher working with his class to the
principal working with his staff, effective relationships
are needed to make the guidance program run smoothly, Both
the prineipal and the staff must assume responsibility for
building these relationships.l

In-gervice Tralining

Regardless of how well a guldance program is organ-
ized and how successful 1t seems to be, the principal should
reslize that in order to keep this well balanced program in
progress, he needs to encourage members to continuslly
improve their ideas, methods, ete, There are many ways to
do this, such as:

. Extenslon courses in guidance,

. Attendance at summer schools,
Guidance workshops.

Staff meetings.

Observation of guidance plens

at work,

Current literature on guidance
through newspapers sand magazines.2

*

O O b G
[ .

L3

The staff of a school must have reached s point in
thelr thinking and planning where there 1s an expressed need
for further training in the skills, knowledge, and philosophy

underlying sound guidance practices, If this situation does

lohlsen, op. cit., p. 8.

®Harold F. Cottingham, Guidance in Elementaery Schools,
(Bloomington, I1ll.: McKnight & McKnight Publishing Co.,
1956), p. 234.
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not exist, it may be necessary for the principal to inaugu-
rate steps to help teachers become more aware of their lack
of certain competencies.

In any guidance program, in-service tralning 1is
essential to the effective development of the program. The
principal should help plan, promote, and assist in the
in-service training of the staff, both on-the-job and dur-
ing summer sessions. An in-service tralning prograsm can be
one of the surest means of bringing about a desired coopersa-
tion in and understanding of the program. Such training is
essentlal to improve the abilities of those who carry
specific responsibilities in the program. It will give new
understandings and increased skills in the techniques of the
guldance services to all the members of the staff.l

Experiences in the past have demonstrated that
teachers a2nd counselors often resent what they consider the
added burden of in-service training. An announcement by the
principal that this 1s a year in which the steff will work
on guidance problems seldom is welcomed with enthusiasm,
Because of this situation, preliminary steps need to be
taken by the principal to insure ot least a degree of
readinees for in-service training.

Forms and methods for providing in-service training
should be varied and adapted to the needs of the partici-

pants. Starting with a carefully planned program, the

lZeran, op. cit., p. 97.
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methods may include one or more of the following:

1. Use of inspirational spezkers.

2. Faculty and group meetings.

3. Spontaneous meetinge of groups
of teachers with specific
problems,

4, Use of professional libraries,

5. Bulletins,

6. Workshops.

7. Extension courses from colleges.

8. Demonstrations.

9. Non-academic work experiences,

10. Follow-up studies,

11. Surveying community agencies,
12, Group guidance experilences.
13. Parent contribution.

14. Outside consultants.l

There needs to be a development of common under-
standing among teachers of differing philosophies regarding
the value of a guldesnce program. The type of in-service
training needed in many casee 1s that in which the prin-
cipal keeps himself available to the staff for group
discussions., One perliod each week should be reserved
exclusively for group conferences with teachers. The
composition of these teacher groups should consist of
those teachers having common planning periods, These
smaell groups could become 1deel working committees for
recognizing school problems, Out of these informal groups
mey emerge a common philosophy regarding the problems of a

guldance program.2

1ponald @. Mortensen and Allen M. Sehmuller, Guidance
in Todey's Schools, (New York: John Wiley & Sons, 1959), p. 21l.

2Iack Prance, "The Principal's Responsibility for an
Effective Guidance Program", The Bulletin of the National
Association of Secondary School Principals, XLI (April, 1957),
pp. 296-299,
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Utilizing Community Resources

Another vast area of responsibility to the principal
is that of recognizing community resources and utilizing
them., In most communities there are other resources outside
the school which offer various types of assistance and oppor-
tunity to young people. Such resources are:

--medical and health services;

--gources of financial and
welfare assistance;

--community efforts to provide
social and recreational centers,
community dsnces and playground
activities, and community thesaters;

--gources of part-time and full-time
employment, such as vocational
counselin% centers and placement
services.

The various organizations and individuals offer a
variety of assistance with practices perhaps changing from
community to community. Both youth-serving organizstions
and adult service groups may be involved, with the former
being composed of elementary school children and the latter
of adults who help youth. There are many ways of helping
young people through non-professional individuals and by
using miscellaneous and combined resources,

At this point there is also a vital need for a good
school and community public relations. It i1s a mesns for
bringing school =2nd community into closer relationship, and
18 not primarily for promoting some favored project. It is
through publicity that the community comes to understand and

support the objectives of the schoole in their midst,

lMcDaniel, op. cit., p. 254.



CHAPTER V

SUMMARY AND CONCLUSIONS

Summary
The chief functions of the principal in organiz-

ing or expanding the guidance services are to assist the
gschool steff to develop a sound guldance philosophy and
to organize the essential services. These responsibili-
tiee can be carried out not only in the hiring of new
staff members, but in the direction and provision of
on-the~job training. His moral support to those in lead-
ership positione 1s aznother obligation of the principsl.
In addition to these actions, the guldsnce services need
phyeical space, equipment, and suppliesg, all of which
must be considered in the organizational plans.

The regular teaching staff must be cognizant of
their responsibility for contributing to as well as uti-
lizing the guldance services, The principel's responsi-
bility is shared by the guidance staff in making the
staff aware of the vslues, functions znd problems of
these services. No member of the entire staff is in g
better position to realize the importance of what guid-
ance services cen do for the students as well as for the

staff if properly implemented.

30
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Schools today must be classified as "big business'
and with this classsification, records and record-keeping
becomes an importent pert of the total educational progran,
The principall!s awareness and genersl knowledge of how
administrative records are kept is important, but he
should be careful to mske sure his position does not
become clericsl in ngture., This would be z loss to the

professionsl growth of the school.

Conclusions

The mzin objectives of a guldance program and the
entlre educational program are the ssme; therefore, the
principel's opinion end Jjudgment 1s & necessity. What his
opinion and Judgment will be is largely determined by the
eamount of current information he has at hils disposal., A
guidance committee should be of considerable help in de-
termining what type progrem would be the best for a partic-
ular schnool. In the final analyeis however, the principsal's
report to the superintendent and possibly to the board of
educeation must be his own, His recommendations, either
with or without a committee's help, must be well founded
if 2 realistic program is to be estsblished,

Budgets appropriated for most guidasnce programs
show that approximately ninty to ninty-five per cent of
thie budget allotment goes directly into the salaries of
the guidance personnel., The principal's responsibility for

hiring the most competent individusls is apparent., The

success or fsilure of the entire program masy become
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synonomous with the success or failure of the principal in
choosing his gulidance staff,

If any educational program or & branch of this
program is to be a success, then the nrincipal is going to
need the support of his superintendent, snd he in turn of
the board of education. The princinal should be completely
informed before proposging any changes or additions to the
exlsting program. To be completely informed the prineipal
nust have the confidence of his staff. He must be more
than passively awere of how his staff feels toward the
existing program snd toward eny proposed changes.

The principal must also be aware of the superin-
tendent's attitudes and may find himself in e difficult
position if their opinions do not correspond. The prin-
cipal who has complete confidence in his proposals and a
weelth of informstion to back his clsims may convince the
superintendent thst the change would be the best for the
whole educetional progream, A major point in diplomacy may
arise 1f the superintendent still disagrees with or without
offering substantial ressons, Rather than following a
course of persistence, the principal would have & better
chance of success 1f he wgited until = more opportune time.

The principal of any school must by the very nanture
of his position become interested in public opinion. It is
the taxpayers vote of confidence through passed referenda
thet helps to moke the educationszl opportunities of a school

district something more thsn just adequste. The American
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public school system 1s one of the best examples of how
in & democracy the vpeople do have a voice in helping to
determine the type and quality of education their children
ere to recelve. The principal's influence should be great
in helping to formulate sound educstional idesls. Without
hils blessing plans for guldance services, as well as any

other educational service, can herdly be implemented

hermoniously,
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