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will have been primarily at the secondary level, and the typical 
counselor will be active in the participation of school affairs. 

12. All broad areas of work experience background other than 
teaching are represented among the counselors in Kansas public 
secondary schools. There may be, however, an unwitting stress 
upon white-collar occupations by counselors since they tend more 
often to have work experience in the clerical and sales area and the 
professional, technical, and managerial areas of work experience 
and much less often in personal seI:Vice work and mechanical work. 

13. Cumulative records are reasonably adequate for the infor
mation needed by counselors, but there is a serious omission of data 
since little appears in most records about siblings, the home and 
family, and a student's out-of-school activities. The forms used 
prOVide for easy and accurate recording of data, and records appear 
to be well-maintained, being easily accessible to those authorized 
to use them. There are three principal sources of information about 
students, and these are individual interviews, personal data blanks, 
and group testing with additional assistance from teacher con
ferences and records from the sending schools. 

14. Informational services appear to be adequate in those schools 
having guidance programs since unbound occupational and edu
cational materials, books on occupations, training directories, cur
rent catalogues, financial assistance data, and publications on self
understanding are made available to students. There is a definite 
weakness, however, on the amount of occupational and placement 
information available concerning the local community. 

15. Counselors tend to accept the premise that counseling should 
be available to all students, and all of them agree that interviews 
should be either �c�O�U�l�~�s�e�l�o�r� or student initiated. Most of them are 
prepared for emergency interviews, and as a group they operate 
on the supposition that decisions in counseling are the responsibility 
of the student and his parents. There is a close liaison maintained 
with community agencies to which students may be referred for 
help. 

16. Counselors are not convinced of the importance of keeping 
records of interviews with students, making notes on the content of 
the interview as a refresher for the next interview. Only one-half 
of them believe this to be important enough to keep a written record 
of interviews. 

17. Placement services are somewhat weak in Kansas public sec
ondary schools. This contention is supported by the small amount 
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of aid given to the student who drops out of school in finding addi
tional training or employment, and little help is given in either area 
to graduates. Second-class schools generally tend to be superior to 
first- and third-class schools in the placement services offered. Part
time employment services should be more active in all classes of 
schools, and the lack of co-operation endeavor with employment 
agencies serving the local community is unfortunate. 

18. Practically nothing is done by Kansas public secondary 
schools in the way of follow-up services so that schools might ob
tain information to evaluate the effectiveness of the program of 
studies, the extra-curricular program, and the guidance services. 
Out-of-school youth who need help are rarely identified, but one 
might presume this to be because counselors see so many things un
done for those students still within the school program. Whenever 
anything is done in the way of follow-up studies there is an attempt 
to publicize such studies. 

19. Orientation activities appear to be a definite part of the 
guidance service program in most schools. Such activities are 
limited to the first week of school in one-half of the schools, but help 
is given throughout the year to new students who transfer from 
time to time. Emphasis is placed upon the curricular offerings, 
a' hletic participation, other extra-curricular offerings, information 
on help available, and information on changing of classes. Student 
handbooks and leaflets are often used to distribute information, and 
a tour of the school plant is frequently utilized. 

20. Guidance programs in first-class schools appear to be of 
better quality although it is possible that they are not any more 
effective in reaching the numbers of individual students than pro
grams in second- and third-class schools. In some instances second
class schools tend to be superior to first- and third-class schools in 
the services rendered. It may be that a school can become too large 
to provide the individual help needed without an excessively costly 
program and staff, and it may be that a school can be too small to 
justify the expenditure involved in terms of the total instructional 
budget. The nonprofessional guidance person on the staff can ren
der a far greater service than this study suggests that he does. 
Whatever he can do within the limits of his background or in-service 
training will relieve the professional guidance person so that he may 
accomplish those things that require his professional guidance back
ground. 
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Conclusions 

1. Guidance programs in Kansas public secondary schools may be 
considered as typical programs since they appear to be patterned on 
recommended principles and procedures. Such programs tend gen
erally to have administrative support and to have the leadership of 
professionally trained guidance personnel. 

2. The guidance programs usually provide the services recom
mended as being desirable. There are, however, weaknesses in 
placement services and follow-up services. The latter is a very 
neglected area. 

3. Counselors in Kansas public secondary schools are reasonably 
well-trained and appear to have the professional background fre
quently recommended. They also have considerable work ex
perience outside the teaching field. 

4. Guidance programs in third-class schools are often weaker 
than those in first- and second-class schools. This is noted in almost 
all areas of administrative and profeSSional guidance leadership and 
in the extent of services offered. 
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APPENDIX I 
GUIDANCE SERVICES IN KANSAS PUBLIC 

SECONDARY SCHOOLS 

Questionnaire Section for Counselors 

An attempt is being made to obtain a comprehensive picture of 
the training and background of counselors in Kansas public sec
ondary schools as well as to provide an evaluation of the types of 
services rendered. At the same time an analysis of the administra
tive bases for guidance programs in various schools will be under
taken. 

Each person whose name was listed as a counselor in the various 
Kansas High School Principal's Organization Reports is being sent 
this section of the questionnarie. The administrator in the school 
will be sent another section. 

Your assistance in completing this section of the questionnaire 
will be appreciated and will make possible the successful completion 
of the study. No individual or school will be ~denti£ied in the re
port that will be published. 

(39) 
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1. GUIDANCE STAFF 

A. Guidance Leadership 
~ ____________ ~ __________ ~~ _________ Sex: 11 F 
Last name First Middle 

High Scbool Address 

Cbeckitems 
that apply 

to your 
1. Counselor's Professional Guidance Training background 

1. A survey course in the field of guidance services. . .. ___ _ 
2. One or more guidance courses in techniques for the 

analysis of the individual. . . . . . . . . . . . . . . . . . . . . . . __ _ 
3. One or more guidance courses in occupational, educa-

tional and other environmental information . . ..... . 
4. One or more guidance courses in the techniques of 

counseling ... . .. .. . . ........ . .... . .. . . . . . .. .. . 
5. One or more courses in organizational and administra-

tive relationships or guidance services ... . .. . ... . . . 
6. Supervised counseling experience or internship ... . 

I. A. 2. Counselor's Additional Preparation and Qualifications. 
1. State undergraduate major( s ) ____________ _ 
2. State undergraduate minor(s) ____ .,.-______ _ 
3. State graduate major ( s ) _____________ _ 
4. State graduate minor( s )7"--:-------::---:-------
5. State teaching fields in which you are certifieud _____ _ 

6. State total semester hours (graduate and undergraduate) in 
adolescent psychology ___ ; mental hygiene ___ ; tests 
and measurements ___ ' ; anthropology ___ ; sociology ___ ; 
social work ___ ; and related courses in child growth and 
development---. 

7. List years of teaching experience for EACH administrative 
division: 
Elementary ___ years Junior High Schoo~years 
Senior High Schoo~years Junior College ___ years. 

8. State years of full-time counseling experience (A full-time 
counselor is one whose entire school day is assigned to guid-
ance duties } ___ . 

9. State years of part-time counseling experience (A part-time 
counselor is one to whom at least one hour of the school day 
is assigned to guidance duties with the remainder of the day 
assigned to teaching or other duties ) ___ . 

10. State undergraduate degree ( s) earned and the degree granting 
institution (s) 

11. State graduate degree ( s) earned and the degree granting in
stitution( s) 

Number of 
1. A. 3. Counselor's Work Experience Background months 

1. Consider your work e).."Perience other than teaching as de
fined below. Give the number of months in each, combin
ing both part-tirrie and full-time experience. 
1. Professional, Technical, and Managerial Work-work 

requiring the capacity to acquire and apply special 
knowledges involved in artistic creation, entertainment, 
social service work, scientific study, research, engineer-
ing, law, medicine, business relations, or management, __ _ 
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Number of 
months 

2. Clerical and Sales Work-work involving recording, 
transcribing, composing, compiling, transmitting, and 
systematizing written communications and records, 
computing or compiling mathematical or statistical 
data, or dealing with the public in business situations 
to affect sales, give infonnation, or perform other com-
mercial or administrative services ................ . 

3. Service. Work-work that involves ministering to the 
needs of others in preparing food, serving meals, 
caring for children, and in other types of personal serv-
ice activities ................................. . 

4. Agricultural, Marine arid Forestry Work-work in
volving the raising and harvesting of 'crops, the breed
ing, care, catching, and hunting of fish and other 
animals, the handling of boats, the preservation.of for
ests, the gathering of forest products, and other re-
lated outdoor activities ................. . ....... . 

5. Mechanical Work-work in which the independent 
judgment of the worker detennines the machine and 
manual operations to be perfonned in obtaining the 
proper fonn, quality, and qua:ntity of material to be 
produced. Workers may be required to layout work, 
to estimate quality, suitability, and needed quantities 
of materials, to make precise measurements, to read 
blueprints or other speCifications, and to make neces
sary computations or mechanical adjustments to con-
trol or regulate processes. . . . .. 

6. Manual work-work in which the form, quality, and 
quantity of the work depend primarily on prescribed 
methods and on the perfonnance of machines or equip
ment or on the use of hands or hand tools. Workers 
may be required to observe the operation of machines, 
to feed machines, and to perfonn other repetitive and 
physical tasks .................... . 

II. GUIDANCE SERVICES 

A. Individual Inventory Service 
1. Tools and Techniques for Securing Information 

About Pupils-Information about pupil~ is 
obtained by such means as the following: 
1. Personal data blanks or questionnaires. 
2. Individual interviews with pupils ....... . 
3. Appropriate group tests are given to pupils 

near the time of admission and periodically 
thereafter .............. . 

4. Appropriate tests administered to individual 
pupils as need for data arises to supplement 
tests administered on a group basis in item 
3 above.. . . ...................... . 

5. Interviews with parents, other family mem-
bers, a:nd interested friends of the pupil .. . 

6. Visits to pupils' homes ................ . 
7. Conferences with pupils' teachers ....... . 
8. Records from sending school .... . 
9. Sociometric studies ................. . . . 

10. Autobiographies .............. . .. . .... . 
11. Anecdotal records .............. . .. . : .. . 
12. Periodic ratings by teachers. . ... . 
13. Socio-economic rating devices ..... '.. . .. . 

Check one answer 
for each item 

Special 
cases 

Yes No only 
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14. Cumulative reports on physical condition 

[April 

Check One answer 
for each item 

Special 

Yes No 
cases 
only 

and general health . . . . . . . . . . . . . . . . . . . . . __ 
15. Case studies of pupils when need is indi-

cated .. . ........ .. . . . .. .. . . ... . .... . . _____ _ 
Others used : ______________ ------_ 

2. Types of Information About Pupils 
a. Home and Family Background-The cumu

lative record includes such information as the 
following: 
1. Name, sex, place and date of birth. . . . . . .. _____ _ 
2. Full name of each parent (or guardian) . " _____ _ 
.3. Address and telephone number of parent 

or guardian . . . . . . . . . . . . . . . . . . . . . . . . . . . _____ _ 
4. Occupation of each parent or guardian. . .. ___ _ 
5. Race, nationality, and birthplace of parents, _____ _ 
6. Citizenship status of parents. . . . . . . . . . . .. _____ _ 
7. Educational status of parents . ... .. .. . . .. _____ _ 
B. Marital status of parents: living together, 

divorced, separated, remarried, widowed.. _____ _ 
9. Person(s l with whom pupil resides .. .. . . . ___ _ 

10. Ages of brothers and sisters of the pupil . . ___ _ 
11. Educational status of brothers and sisters. 
12. Occupations of brothers and sisters .. . . 
13. Marked talents or accomplishments of fam-

ily members or near relatives . . . . . . . . . . .. _____ _ 
14. Health status of family members . . . . . . .. _____ _ 
15. Economic status of family. . . . . . . . . . . . . . . _____ _ 
16. Attitude of the home toward school and 

toward attendance of pupil at school. . . . .. _____ _ 
17. Facilities for home study: library, maga-

zines, convenience for study. . . . . . . . . . . .. _____ _ 
lB. Plans of the parents for pupil's future. . . .. _____ _ 
19. Neighborhood conditions .... 
Other information 

b. Personal and Social Development-The cumu
lative record includes information on each pu
pil's status and development in such matters as 
the following: 
1. Special talents, achievements, and honors in 

musical, artistic, athletic, literary, dramatic, 
scientIDc, and other areas . . ... . . .. .. .. . _____ _ 

2. Participation and leadership in activities 
such as school dubs, teams, groups ..... . . . 

3. Membership and leadership in out-of-school 
clubs and groups. .. ... _____ _ 

4. Expressed educational and vocational inter-
ests and plans. . . . 

5. Fmplovrnent during out-of-school hours . 
6. Use of leisure time .... . . . . 
7. Conduct or citizenship record 
B. D;ff1culties or problems in social relation-

ships . . .. . .... .. ... . . . .... . . . . . . 
9. Teachers' ratings on personality and charac-

ter traits .. ' . . .... . . 



1957] THE EDUCATIONAL LEADER 

10. Attendance and tardiness record . ... .. . .. . 
11. Measured interests ............. . ..... . 
12. Special aptitude tests .... . .... . ..... .. . 
13. Personality tests and inventories ........ . . 

43 

Check one answer 
for each item 

Special 
cases 

Yes No only 

Other information ________________ . ______________________ ___ 

c. Scholastic Progress and Test Information--The 
cumulative record includes such information as 
the following: 
1. Names and locations of other schools at-

tended with dates of attendance ......... . 
2. Complete academic record, including 

courses, year taken, marks, and credits re-
ceived . ..... . ..... . . " .............. . 

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

4. Achievement tests results .............. . 
5. Intelligence tests results ............... . 
6. Record of subsequent entry to other educa-

tional institutions or training facilities ... . . 
7. Reason and explanation for any failure ... . 
8. Scholastic distinctions received .......... . 
Other information 

~. Maintenance and Use of Pupil Inforn1ation 
1. Distinction is made betwen data of perma

nent value and those of temporary value, 
only the former being preserved in the 
permanent cumulative record . .......... . 

2. Pupil records are so organized that data are 
periodically entered in sequential order; re
lationships and progress can be easily traced, 

3. Codes and marking systems are carefully ex
plained on each form on which they are used 
(unless entirely confidential) ......... . 

4. Graphs are used wherever appropriate to 
indicate relative progress .... . .. . .. .... . . 

5. The cumulative record of an entering or 
transfer student is examined before his en-
rollment is completed ........ . ......... . 

6. Pupil records are consulted in cases involv
ing choice of courses or vocation, attendance, 
failure, conduct, and all problems dealing 
with pupil progress .................... . 

7. Forms provide for easy and accurate re
cording of data and sources of information, 

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

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

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

Check one answer 
for each item 

Lim-
Yes No ited 
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Check one answer 
for each item 

Lim-
Yes No ited 

11. Counselors provide information from their 
~onfiden~ial mes to assist teachers in help-
mg pupils ............... . ... . ... . 

12. Unauthorized persons are not permitted ac-
cess to confidential records of pupils ..... . Comments: ______________________ _ 

B. Informational Services 
1. A me of unbound current educational and 

occupational material is maintained and filed 
for effective use. . . . . . . . . . . . . . . . . . __ _ __ 

2. Books on occupations are readily available, ____ _ 
3. Posters, charts, photographs, exhibits, and 

other means are employed to present guid-
ance materials in an attractive manner . . .. ___ _ 

4. An index of current occupational materials is 
available ..... . ... . .... . . . . . . . . . _____ _ 

5. Directories of colleges and other training 
opportunities are readily available , . . .. 

• 6. Current catalogues of various types of 
schools (business colleges, nurses training 
schools, trade schools, evening schools, and 
others), as well as colleges and universities in 
which any pupil is interested are available 
or are obtained for use when needed . . . ____ _ 

7. Current information regarding scholarships, 
loans and other financial assistance to pupils 
is maintained . ...... . .. _____ _ 

8. Current information about occupations and 
placement in the local community is avail-
able ..... . .................... . .. . ... ___ _ 

9. Local community agencies and persons who 
are willing and able to give individual pu
pils accurate occupational and training infor
mation have been identified .. . 

10. Books and pamphlets dealing with persond
ity growth and development, family rela
tionships, boy-girl relationships, and other 
materials designd tq help the adolescent un
derstand himself and his association with 
others are available to students. 

Other infomlatioDI-__________________ _ 

C. Counseling Services 
1. General Principles 

1. Counseling services are available at some time 
during the regularly scheduled school day for 
all pupils enro1led in the administrative division 
in which you are employed . . . . . . .. .. .. . 

2. Counseling time to the extent of at least one pe-

Check one 
answer for 
f'acb item 

Yes No 

riod a day for each 100 pupils enrolled is provided, __ 
3. Interviews may be either counselor initiated or 

student initiated . .. . . . . . . . . . . . . . . . . .. __ 
If NO, state whicht-__________ _ 
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4. Although assisting in decision making, counselor 
:Qlaces full responsibility for decisions on the stu-
dent and his parents .. ... ..... . ....... .. ... . 

5. Counselor actively participates in school affairs 
in order to maintain close association with pupil 
interests . .... . .. . ... . .. . .... .. . . .... . .. .. . 

6. Counselor maintains contact with outside agencies 
which influence education (e. g., civic groups, 
labor organizations) ................... . .... . 

7. Counselor is free from administrative or super
visory duties which might impair desirable rela
tions with pupils, teachers, parents, or community 
agencies ..... . ... " ....... .. . . ......... . . . 

8. Adequate office space (free from disturbance), 
equipment, and materials are provided for coun
selors (e. g., records, files, tests, and telephone) .. 

9. Clerical assistance is provided counselors ...... . 
10. Counseling services are available to handle emer-

gency situations requiring interviews ..... ..... . 

45 

Check one 
answer for 
each item 
Yes No 

Comments ____________________________________________ ___ 

2. Interviewing Principles and Procedures 
The counselor 
1. Prepares for each scheduled interview by studying 

all data pertinent to the counseling problem . . .. 
2. Recognizes problems which may involve a series 

of interviews and plans accordingly . ........ . 
3. Recognizes problems which are beyond his coun

seling skill or can be handled more effectively by 
others and refers such problems to the appropriate 
person or agency. . . . . . . . . . . . . . . . . . . . . . . . . . .. 

4. Conducts all interviews in private. . . . . . . . . . . . .. 
5. Encourages the pupil to express himself freely .. 
6. Avoids domination of the interview. . . . . 
7. Accepts the pupil as he reveals himself without 

unnecessarily expressing values on the pupil's re-
mal'ks . . . . ..... . .... ... .. . . . . .............. . 

8. Is mindful at all times that decisions reached in 
the interviews must be emotionally and intellectu-
ally acceptable to the pupil ......... . ..... . . 

9. Aims at assisting pupils in becoming increasingly 
self-reliant .. . .......... . ................ . . 

10. Keeps a written record of the interviews (though 
not necessarily made during the interview) . . . . 

11. Is careful to be professional in handling confiden-
tial information ... . . ... . .. . . .. .. . . ...... . . . 

12. Makes urovision for follow-up and assistance when 
desirable for each pupil counseled . 

Comments : 
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D. Placement Services 
The placement services 

1. Assist pupils who withdraw from school 
in obtaining additional education or training, 

2. Ass.ist gradu~t~s in obtaining additional edu-
catIOn or trrunmg. . . . . . .......... .. .... . 

S. Assist pupils in securing part-time and vaca-
tion employment ......... . 

4. Assist pupils who withdraw from school in 
obtaining suitable employment .. . .. . 

5. Assist graduates in obtaining employment 
for which they are fitted . ... ...... ... .. . 

6. Co-ordinate the school placement services 

[April 

Check one answer 
for each item 

Special 
cases 

Yes No only 

with similar community services. . . . . . . . .. ______ _ 
7. Record placement information about students 

and make it. available for cumulative records, 
8. Accumulate and organize placement informa

tion important to the improvement of the 
educational program . . . .. . ..... . ..... . 

9. Recommend changes in placement of pupils 
to facilitate better adjustment within the 
school 
Comments: ____________________ _ 

E. Follow-up and Adjustment Services 
The follow-up services 

1. Conduct periodic surveys of activities of all 

Check one answer 
for each item 

Lim-
Yes No . ited 

school-leavers including dropouts . .... ... . 
2. Secure information from school-leavers con

cerning strengths and weaknesses of the 
program of studies ........ . 

S. Secure information from school-leavers con
cerning strengths and weaknesses of the 
guidance program . ... . .. ... ... . 

4. Identify out-of-school youth who need help 
in various phases of personal adjustment and 
the development of future plans. 

5. Acquaint community and staff with results 
of follow-up studies ... .. . 
Comments : ___________ ~ ________ _ 

F. Orientation Services 
Planned activities help incoming students to become 
familiar with practices and facilities of your school and 
to adjust to your schodl by the following: 

1. Students from sending school come to your school 

Check one 
answer for 
each item 

Yes No 

prior to enrollment for "get acquainted" visit .... ___ _ 
2. Personnel from your school visit the sending schools 

to talk about opportunities and procedures in the 
higher school .......................... . ... ___ _ 

S. Student handbooks or leaflets of information about 
your school are distributed to new pupils . ___ _ 

4. Small group meetings are provided for teachers or 
upperclassmen to talk to new students and to pro
vide for question and answer period. 
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5. The homeroom is used as part of the orientation 

47 

Check one 
answer for 
each item 

Yes No 

activity program ...... . .. . .. . ... . . . ..... . .. __ 
6. Orientation activities include the assigning a "big 

brother" or "big sister" to each new student or 
groups of new students. . . . ....... ' ___ _ 

7. Orientation includes a tour of the school physical 
plant ........... . .......... . ......... . .. ___ _ 

8. Orientation includes information on passing from 
class to class . ......... . ... . .. . ... . . .. .. . .. __ _ __ 

9. Orientation includes information on participation 
in athletic and intramural programs. 

10. Orientation includes infomlation on extra-curricu-
lar offerings not included in number nine. . . . .. ___ _ 

II. Orientation includes sources of information and 
help· available to new students. ........ .... ___ _ 

12. Orientation includes information on curricular 
offerings ...... . . . . . . . . . . .. ____ _ 

IS. Provisions are made on an organized basis to help 
transfer students throughout the school year be
come acquainted with practices and facilities of 
of your school ........... . ....... . .... . 

14. Orientation is primarily a "first week of school" 
activity ............... . 

15. Orientation is considered to be a continuous activ-
ity to be carried on throughout the school year.. __ __ 
If yes, please list the activities that are carried on 
throughout the school year: ____________ _ 



APPENDIX II 
GUIDANCE SERVICES IN KANSAS PUBLIC SECONDARY 

SCHOOLS 

Questionnaire Section for Administrators 

An attempt is being made to obtain a comprehensive picture of 
the administrative bases for guidance programs in schools through
out the state. At the same time an analysis of the training and back
ground of counselors in Kansas public secondary schools will be 
undertaken and the types of services rendered will be evaluated. 

Each high school principal who listed an assigned counselor in 
his Kansas High School Principal's Organization Report is being sent 
this section of the questionnaire. The counselor will be sent another 
section of the questionnaire. 

Your assistance in completing this section will be appreciated and 
will make possible the successful completion of the study. No indi
vidual or school will be identified in the report that will be pub
lished. 
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I. GENERAL DATA ABOUT SCHOOL 
1. Official name of high school: ______________ _ 
2. Street and city address: ___________ -;-_____ _ 
S. Check the series of numbers which best represent the organizational 

plan used for entire school system: 
6-6-__ 6-S-S-2- 6-4-4__ 8-4-2-- 6-3-3 __ 
6-2-4__ 8-4-- Other (specify ) ___ ---:-_____ _ 

4. Check classification: 1st class city ___ -: 2nd class city ___ _ 
Srd class city ___ . If Srd class city, indicate legal organization: 
Community high school Common school districLt __ _ 
Rural high schoo>LI __ _ 

5. Present high school enrollmentt. _______________ _ 
6. Number of high school teachers: _____ -:--____ -;-___ ~ 
7. Number of counselors (A full-time counselor is one whose entire 

school day is assigned to guidance duties) __________ _ 
8. Number of part-time counselors (A part-time counselor is one to 

whom at least one hour of the school day is assigned to gundance 
duties with the remainder of the day assigned to teaching or other 
duties) 

9. Information in this section of the questionnaire is supplied by 

First name middle last name position 

II. REASONS FOR STARTING A GUIDANCE PROGRAM Check items 
that apply 

1. Felt need of broader serJices to students ...... .. ..... ... . . 
2. Requests from State Department of Education . .. . . ..... . . 
S. Influence of near-by public high schools ............... . 
4. Influence of teacher-training institutions. . . . . ....... . 
5. Interest of one or more teachers in local school .. . . ...... . 
6. Interest of administration. . . . . . . . . . . . . . . . . . . . .. . . .. . 
7. Public relations aspect. . .......... . 

Otherreasons: __________________ ------

III. ADMINISTRATIVE BASES FOR GUIDANCE SERVICES 
Check items 

A. Selection of Staff that apply 
1. Counselors and/or teacher-counselors (part-time coun

selors) are selected from: 
l. The regular teaching staff. . . . . . . . .. . .. .. . 
2. Persons recommended by teacher-training institu-

tions for new positions... .. . . 
3. Persons recommended by State Supervisor of Guid

ance Services when that office was active. 
4. Other reputable sources (specify) : __________ _ 

2. Counselors and/ or teacher-counselors (part-time coun
selors) are selected primarily on the basis of: 
1. Success as a classroom teacher .. .... . 
2. Expressed interest in guidance service work. . . . . 
S. Active interest in guidance service work and some 

professional training in guidance service work .... . . 
4. Active interest and an expressed willingness to com

plete professional training in gudiance service work 
required to meet minimum certification requirements, 

5. Active interest in guidance service work and the com
pletion of enough professional guidance service 
courses to meet minimum certification requirements 
in this or other states .. . . . . . ... . . 

6. Active interest, adequate professional training to meet 
minimum certification requirements, and some experi
ence in guid?nce service work 
Other (specify) : ________ . 
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B. Physical Facilities and Consumable Supplies 
1. A comprehensive record system is provided which 

meets standards of compactness, usability, and clerical 
economy ......... . ..... ... ................ . 

2. All records relevant to guidance services are readily 
accessible to counselors and others authorized to use 
them....... ... .......... . ..... . ...... . 

3. Safeguards are established to insure the security, per
manency, and privacy of guidance forms and records 
such as locked files, heavy manila folders, and other 
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items ........................................ ___ _ 
4. Testing materials are provided for the guidance pro-

gram ...... '" 
5. Provision is made for the accession of published, visual, 

an~ audio m~terials for the occupational phases of 
gUldance servIces ............................. . 

6. Clerical service is provided ......... ... ... . .... . . 
7. Files, furniture, and other items of equipment are 

supplied .... .. ........... .. ... '" ........ , ... . 
8. Each counselor has facilities for privacy during his 

interviews .. . ... . ....... . ....... .. .. . 

C. Administrative Provisions for Development and Operation 
1. Professionally trained guidance staff assumes leader-

ship for developing the guidance program. . . . . . . .. ___ _ 
2. Resources of the faculty who cannot meet certification 

are utilized by delegating appropriate duties in the 
guidance program including such things as testing and 
occupational information .. . . . . . . . . . . . . . . . . . . . . .. __ _ __ 

3. Orientation programs are used to introduce new 
groups of pupils to the school. . . . . . . . . . . . . . . . . . . . . ___ _ 

4. Provisions are made for counselors to perform their 
guidance duties during the scheduled school day. . .. ____ _ 

5. Administrative means are provided to free pupils for 
counseling interviews during the school day. . . __ _ __ 

6. The administration provides for flexibility in the 
school schedule to facilitate counseling decisions of 
pupils involving plans for part-time, try-out, and 
work experience ......................... . ..... ___ _ 

7. The administration authorizes and facilitates necessary 
out-of-school contacts for counselors. . . . . . . . . . . . .. ___ _ 

8. Support of the community is enlisted in the develop
ment of the guidance program through contacts with 
agencies and organizations which influence public 
opinion ....................... . 

9. Administrative provisions are made so that each pupil 
has a periodic interview with a counselor and other 
interviews as needed.. . . ..... . .......... ....... ___ _ 
If the answer is NO, please state which groups are 
served: 

10. Counselors are assigned administrative and super-
visory duties ............................... . .. ___ _ 
If yes, please specify: ____________ _ 
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11. In planning the school's instructional budget, the 
needs of the guidance program are specifically in-
cluded .............................. . ....... . 
Please state the approximate percentage of the total 
instructional budget that is spent tor guidance serv-
ices: ______ ~~-------------------------------

12. Please state the counselor-pupil ratio per hour of 
assigned counselor time, such as one hour assigned 
for every one hundred pupils: 

D. In-Service Training Professional Staff and Other Staff 
Members 
1. Staff members who have regularly assigned guidance 

duties are encouraged to carry out a program ot gradu
ate study in guidance appropriate to their immediate 
needs and ultimate protessional advancement ..... . 

2. In-service training in guidance services is provided 
for the entire staff through available resources in
cluding such things as a series of faculty meetings 
devoted to topics on guidance ...... . ........... . 

3. Provisions are made for continuous and periodic study 
by the entire staff of the guidance program within 
the local school. . . . . . . . .. ................ . .. 

4. Arrangements are made by which the entire staff can 
take advantage of experimentation and demonstration 
elsewhere ... . ..................... ... ..... . . 

5. Provisions are made for access to professional guid-
ance reading materials. . . . . . . . . . . . . .. . .. . 

6. A mutual understanding is developed between coun
selors and other members of the school staff as to 
their respective functions in dealing with individual 
pupils . ... . .. .... .. .. ... .. .................. . . 

7. FInancial incentives based upon additional training in
clude such things as part or all of tuition for summer 
school, extension courses, and evening campus classes, 

E. Curriculum Modification 
1. Systematic compilation and interpretation of the data 

derived from the cumulative records and community 
information are carried on ..................... . 

2. New forms of curricular offerings are studied in view 
of data revealed by the guidance services. . ..... . 

3. New courses or units in courses have been added to 
serve groups whose special needs have been identified 
by guidance services. . . . . . . . . . . . . .. . . . . . . . ..... 

4. Methods of instruction have been modified in accord
ance with the characteristics of pupils enrolled as 
revealed by the guidance servi·ces .......... . ..... . 

5. The curriculum provides opportunities for pupils to 
carry out tlie feasible decisions which they have made 
as a result of their contact with the guidance serv-
ices . .......... . ........... ... ............... . 

6. The school has modified its instructional offerings and 
schedules to include provisions for pupils with special 
abilities, handicaps, and unusual situations ........ . 

7. Specific provisions are made in the curriculum for ac
quainting all pupils with a variety of occupations, 
particularly in the local community. . . . . . . . . ... 
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8. Specific provisions are made in the curriculum for ac
quainting all pupils with a variety of training oppor-
tunities, particularly in the local community ....... . 

9. Teachers of various subjects include in their courses 
units of occupational and educational information 
related to their instructional field. 

10. Supervised occupational experience is provided, when 
desirable, through co-operation of school and employ-
ing agencies .... . . . ... .... . ....... ... ........ . 

11. Curricular offerings are broadened or supplemented 
by extra-curricular or co-curricular activities and or
ganizations to arouse avocational interests and stimu
late the development of desirable personality and 
character traits . ....... .. ..................... . 

12. There is set forth in the student or faculty handbook 
a clear-cut statement of the objectives of the guidance 
program ................................ . 
(If answer is YES, please attach the statement.) 
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