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A.

B.

PURPOSE: This report contains a complete description and a preliminary

evaluation of the three week training program for secondary guidance
center and resource center aides. It is the intent of the authors

of this report to show the conceptualization of the aides' role.

This report will also describe the preservice training program in
sufficient detail to facilitate replication and provide a basis for
an understanding of the content and procedures of the program. Since
this is an interim report, the inservice training program and final
evaluation will not be included.

RATIONALE: '"Upon the static and self-perpetuating structure of the

educational enterprise, several convergent forces~--social, educational,
and economic-~have had catalytic impact. The gap between expanding
needs for school services and the availability of professional per-
sonnel to mecet these needs reached critical proportions in the late
sixties. New dimensions in educational concepts and technology re-
quired a more complex role for teachers. Heightened awareness of the
special learning needs of disadvantaged children and of the communi-
cation blocks that often exist between middle-class professionals and
lower-class pupils called for closer linkage between school and commu-
nity. The plight of undereducated persons unable to compete in an
increasingly automated society pointed to the need for a new entry
level to careers of human service with opportunity for upward mobility

on the jobo"1




p—

Educating young people today, especially those from disadvantaged
environments, requires jinnovative approaches in curricular materials
and in guidance techniques. The schools' desire to help each individual
student to develop to his full human potential regardless of his race,
ethnic or cultural background, places increased demand upon teachers
and counsgelors for imaginative and relevant teaching and-counseling.?2

One way by which this demand can be met is to make maximum use of
present teachers and counselors. Differentiation of teachers' and
counselors' task functions indicates that many of the routine and semi-
clerical tagks, though essential, can be performed by trained auxiliarv
personnel. This has been documented in numerous studies supported by
the Ford Foundation3 and the 1967 New England Asgsessment Project on
Teacher Aides in the Classroom.

New ﬁrofeosional roles are aleo emerging for the classroom teachcr
and the school counselor, and thesc roles necessitate the introduction
of aides in the schools. Proliferation of knowledge, emerging tech-
nology, rising school enrollments, and the concern of educators to
provide quality education for all students require new approaches in
meeting the needs of students.

Serious study is needed of the conceptualization and task function
of educational resource paraprofessional personnel. Continuous study of
pre~and inservice training for such aides is vitally needed if the en-
trance of the aide is not to be met with indifference, a disabling ambig-
uity of role, and charges of lack of preparation. In an attempt to meet:
this need, a three-year pre-and inservice training program has been
launched, built on the conceptualization of three levels of resource anc

guidance center aides with specific tasks enumerated for each level. -h
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continuous program concept provides opportunity to experiment and build
back into the program lessons learned from prior experiences. The first i
year which we have now started is concerned with level I personnele The

second and third years will be involved with level II and III including

S e R A

pre~and inservice training and evaluation.

The training program has focused on the secondary school teacher and

T TR ¥ e

the counselor in their attempts to use all available instructional and

occupational materials to meet the needs of their students. The day of
utilization of the single textbook or occupational information booklet
is gone. Materials that have '"soul" and speak with meaning are often
found in widely scattered places.,4 In addition, the recent mergers of
publishing companies with leading electronic firms- also foretell the
large quantities of book and non-book materials soon becoming availableo
The matching of student need with appropriate materials to aid in
his decision-making and education require special skill and knowledge.
These skills are often left to chance and accident. Oftentimes the
utilization of occupational and instructional materials are left to

student perseverance and his home influence. The training program de-

sciribed here has attempted to attack this problem with what the authors
hope will be an effective model for pre-service and inservice training
largely coordinated end operated by a local school staff.

The training program is scen as unique because of two major factors;
first, because of its focus on resource centers and on guidance centers
being interrelated in theory and function; second, becausc cxtensive
work has been done to conceptualize and differentiate gpecific tasks
for aides on three levels. This first year training program is con=
cerned with training the beginning level I paraprofcesionals in terms

of specific tasks, There should be little doubt about what resource
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center level I aides have been prepared to do in the school setting and

what changes would be necessary in the tasks of the regular professionals

to work with those aides as a tcam.

OBJECTIVES: The ultimate objective of the training program is to enable

the school and its staff to provide timely, appropriate, and effective
resourqﬁ,materials so that individual students may extend and enrich
their learning.

Analysis of tasks indicates that the professional staff can be
freed of semi-clerical, routine fumctions that decrcase the amount of
time during which they can operate at higher, professional levels-~
carrying out those tasks for which they, and only they, are profes-
sionally trained, e.g., working with individual students and preparing
materials and programs for individual study. Also, tangentially the
parents and community will benefit (a) from the professional staff's
having more time available to consult with them and (b) from the
accessibility of an aide who can quickly locate the specific resources
needed at the moment. Summarily, in both the guidance center and
resource center (or in some cases where they might be combined into
one resource center) the aide will be of service directly to individual
students, but also to the teachers, counselors, administrators, and
parents,

CONCEPTUALIZATION 4ND TASK DELINEATION: A common base of knowledge and

skill is shared by the aides who work in either guidance centers or resource
centers. The maintenance, storage, and dissemination of either instructional
or occupational materials requires common human relations and semi-clericel
skills. Both types of aides are involved in the school setting working as

assistants to professionals. In most schcools, aides will be working in re-

-5«
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source centers separate from the guidance centers. The guidance center

will in most cases be located in guidance offices of the secondary

school.

While there are common skills, physical separation, terminology,

concern with testing, en orientation toward the future and involvement

in decision making procedures are the unique factors which must be

congsidered in the conceptualizing and delineating of different tasks

for the resource center aide and guidance center aideo

The proficiencies of the aide have been organized into three levels

based upon relationship to data, people, training, and independence of

actions.

alde.

sonnel,

Level I is the beginning aide, level 1II is the most advanced

This proposal is concerned with the training of level I per-

Six basic assumptions underlie the specific tasks for each of the

three levels of center aides.

1.

2.

3.

40

56

The person employed on each levael must be competent and will-
ing to perform tasks of lower level position, i.e. a level
11 aide would be expected to have the knowledge and skills
required for a level I position.

Misunderstanding and conflict about the role, expected func-
tion, and evaluation of new personnel in the school can be
reduced if tasks have been specifically delineated for all
parties concerned.

Each of the tasks at all levels would be undertaken at the
direction and approval of professional personnel.

The enumeration of tasks at each level is not all-inclusive
but rather a clear communication of a starting line for
training and beginning work activities.

It is assumed that appropriate use of aides will increase

teacher and counselor opportunities for contacts with

S
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students and teachers. If professionals are seeking oppore
tunities for more student and teacher contact, there are many
more suitable ways to do so than passing out resource material.
The aide has a recognized means of "moving up' from level I

to III. There is a different career route for the nrofeg=

sional: it is not sequential from level III.

It must be clearly understood that the work of each aide at what-

ever level is assigned and supervised by the professional; the differ-

ences among the levels arise from the fact that the level III worker

has had more training and more experience and therefore requires less

active, less intense supervision than the level I aide. Appendix Y

shows graphically how the three levels compare with each other in their

relationships with people, with data, with training and with autonomy

using the guidance center aide as an example.

l.

2,

People: it will be clear from Appendix Y that the level I
aide deals with information about people; the level II aide
prepares (under the supervision of the‘counselor) and dis-~
tributes a newsletter to people; the level III employee will
as a part of his duties collect information from people in
groups or from individuals.

Data: single items of data are the principal concern of the
level I aide; for example, he posts test scores in cumulative
foldersy The level II aide combines data from one or more
sources. The worker whose experience and training have brought
him to level III may act as a research assistant in conducting
comparison studies with local norms. Such studies will be

initiated and supervised by the counselor.

-7
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T 3. Training: preceding entry to a job at level I, the aide will
be trained primarily in a wide variety of basic human relations,
clerical and audio-visual skille. Level II aides through pre
and ingervice training will focus on specialized skills of
dissemination of resource materials such as newsletter, sched-

Li uling career conferences, distributing survey questionnaires,

and operation of telecvision equipment. Level II aides will

in essence be working with a wider variety of people and

«E materials than a level I aide. Level III training will be

F .3

more involved in paraprofessional team training than any other

level. Hie pre and inservice training will focus on aiding

p

the professional in collecting materials for the resource

center, organizing ficld trips, role playing job interviews,

" and placement follow-ups. Level III will also be involved

££ in gsome aspects of training level I aides.

gk 4o  Autonomy: the less training and experience an aide has, the

E; less freedom he will have in scheduling his own time and

gi planning the priorities for completing the tasks assigned

| to him, subject always to the professional directions and

Y‘ supervision. The tasks assigned to the level I aide will

E typically be in single units, normally assigned by the pro-
ﬁ fessional for short periods of time.

;E " The level II aide will have assigned to him more ongoing tasks

. than those such as maintaining a master calendar of events assigned to

:} the level I workers. Although the tasks will be supervised by the coun-

selor the aide will have a degree of flexibility in scheduling the com-

pletion of these tasks.
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The aide who has moved up to level III will, of course, have his
tasks assigned by the professional, but those tasks will be even broader
in scope than thosec of the other two levels, and the aide himself will
have greater frecedom in planning the completion of the assignments and
using resources to complete them. Typically, the assignments which the
level III worker handles will require a longer period of time fhan levels
I and II to finish. Level III aides may also be delegated scme respongie-
bility by the professional to supervisc the paraprofessional tcam.

ROLE OF GUIDANCE CENTER AIDE: Aides assist the counselor by freeing

him of the semi-clerical and routine details of his responsibilitics;

for example, the level I aide could be responsible for posting to the

cumulative folders the test scores of a large group of students, or he
could be responsible for routinely ordering new pieces of occupational
information.

The level II aide is more readily able, by rcason of hig experiencc
and training, to work with combinations of data rather than the gingle
items handled well by the level I worker. The level II worker could
combine a variety of data to develop expectancy tables; he could, in
the area of occupational placement, secek out through job listings and
employment agencies (under the counselor's direction) new opportunitics
for placement.

The ways in which the aide provides assistance to students is an
important area; the very fact that the aide is there--visible and
available--will render a service to the student in terms of getting to
him the type of occupational and/or educational information he needs,
Aides at level I will be able to locate those pieces of information to

answer specific questions raised by the individual students; level II

7
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aides will be able to provide factual information about testing terms, for
example; the level III worker might act as a group information leader
and also collect follow-up information from former counselees,

Assistance to parents by the level I aide can be in the form of
maintaining o schedule of parent appointments with the counseclors;
level II workers would provide factual information about resources for
the parents; the level III aide would be competent to describe college
expectancy tables.

It will be clear from the examples of tasks given above that aide:
at each level work under varying degrees of supervision and autonomy.
Their work assignments also reflect degrecs in the extont to which
each level functions with materials and with people. A complete de~
lineation of tasks by three levels, using the American School Counselor
Association role statement has been completed in preparation for the
three year plan to train cach of thege levels, This extensive report
1s available from the initiators. It ig not included here because of
the large number of pages. A sample of tasks and arecas of respongi-
bility of the guidance center aide are reported in Appendix Z.

ROLE OF THE AIDE IN THE RESOURCE CENTER: In its eimplest definition

@ resource center is '"space for the student to work independently at his
own rate with varied materials to stimulate his interesto“5 The equip-

ment and multimedia matericls for such a center might be housed in or ou;

of the central library complex. Moterials at the junior high level would

be of a wide spectrum, encouraging exploration. At senior high level, mrtii i

als would be directed at the more specific need for information relating, tc

subject matter areas or guidance. It is recommended that materials be organ.

-10-
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ized by qualified professionals into program units,--organized ynits of
varied materials directed at specific areas of information with sug-
gested response items from the interested student. Such organization
glves the student the opportunity to plan or 'contract" for specific
units as well ao giving him the tools for self-evaluation of his inde~
pendent study.

The role of the aide in such resource centers would be to: 1.
Aid students in an informative and systematic manner, 2. Record and
tabulate student participation, 3. Maintain the center to facilitate
utilization, and 4. Relieve the professional staff of semi~clerical
and routine tasks. The professional member in the resource center
would then give his full time to the evaluation, acquisgition and pre-
paration of materials and program units, as well ac gulding those
students who wish to innovate and design original units of indcpendent
study.

Based on the conceptualization discuzsed earlier in this chapter,
gsample tasks and areas of responsibility are listed in Appendix A4,

The preservice training program which was conducted for the pre-
paration of level I aides was based on the conceptualization developed
in this chapter. The operational procedures to implement a training
program for level I aides is deseribed in the next chapter. Chapter

I11I contains a description of the training program.




FOOTNOTES -~ CH4PTER 1

1Bowman, Garde, Klopf, Gordon J., WEW CAREERS AND ROLES IN THE AMERIC.H

SCHOOL, A STUDY OF AUXILIARY PERSONNEL IN EDUCATION, Bank 3trect
College of Education and Office of Economic Opportunity, New York.
1967, Pe 39

“Collins, Alice H., THE LONELY 4D AFRAID, New York: The Gdysacy Pros.

1969,

3Bay City, Michigen, Yale~Fairfield, Conn. Study, the Rutgers Plan

DECADE OF EXPERIMENT: 1951-1961, The Fund for the Advancement
of Education Ford Foundation, Wew York, 1961, 43167,

4Dawaon, Helaine, OW THE OUTSKIRTS OF HOPE, New York: McGraw Hill,

1968,

5sullivan, Peggy, ed. REALIZATION: THE FINAL REPORT OF THE KWAPP SCHOOL

LIBRARIES PROJECT, Chicago: American Library hssociation, 1968,
pe 281,

~11l-A-




favbans et

Ao

Bo

Co

Do

E.

Fo

Go

H.

L.

Jo

K.

Lo

CHAPTER II

OPERATIONAL PROCEDURES
PUBLICITY
SELECTION OF TRAINEES
ORIENTATION TO THE PROGRAM
FINANCIAL CONSIDERATIONS (AIDES)
FINANCIAL CONSIDERATIONS (STAFF)
SECONDARY STUDENT INVOLVMENT
CONSULTANTS
STAFFING REQUIREMENTS
STAFT RELATIONS
DISSEMINATION OF INFORMATION
EVALUAT IO

RESEARCH

-12-




OPTRATIONAL PROCEDURES

PUBLICITY: A brochure was developed immediately upon assurance

of funding. (Appendix A) This brochure proved to be an effoctive
and efficient vehicle for the dessimination of information. Includine
the Regilstration Form as a part of the brochure eliminated a mailing
for both the prospective traince and the propram director, thus sroed-
ing up the identification and acceptance process.

The Massachusetts Teacher's Association resources were utilizod
to print out gummed labels for esver secondary principal and guper-

intendent in the Massachusett's public schoola. The Zducational

Directory, published by the Massachusctts Department of Education,
served as a gource of addresses to cnable the program director to
send several copies of the brochure to every puidance director in the

Massachusetts’ public schools. The Catholiec School Guide served as

the source of addresses for principals and guidance directors for the

parochial schools throughout the state. Sargeant's Handbook of Private

Schools was the source of addressec for digtribution of the brochurs
to all private schools in the state.

A news release was distributed to approximatoly 85 newspaner s
throughout the state (Appendix B). The source of addresses for these

newgpapers was the Zditor and Publisher Yearbook. This news release

was algo distributed to several local radio stations.
Articles concerning the forthcoming program appeared in the

Massachusetts Personnel and Guidance Association Newsletter for June

1969, and in the Junc 1967 issue of Trend, a publication of the

Cooperative Schools Serviece Center at the University of Massachusetts.
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The staff made presentations to the Franklin-Hampshire County
Guidance 4ssociation, and the Berkshire County Guidance Association
during the spring prior to the program. The Massachusetts Association
of School Counselors also served as a vehicle for the dessimination
of information, with several hundred brochures being distributed at
the annual meeting held at Holy Cross College in Worcester.

Personal letters were sent to eighteen guidance directors through-
out Western Massachusetts, and telephone communications were utilized
extensively throughout the spring and summer months.

The evaluation and summary of the program will be distributed to
secondary principals, superintendants, and guidance directors through-
out the state, utilizing the same mailing lists as the pre-scssion
publicity. In addition the president of cach local teacher's associcm
tion will receive these materials, as we attempt to facilitate the
dessimination of information to those people who will be directly con-
cerned with the utilization of aides.

SELECTION OF TRAINEES: The basic qualifications for traince selection

were the dual EPDA criteria: 1. the individual cannot be presently
employed as an aide, and 2. the individual must have assurance of
employment as an aide for the 1969-70 school year. Selection by a
local school system of the particular aide was deemed sufficient to
justify acceptance into the training program. The signature of an
administrator of the employing school on the registration form was
interpreted as assurance of employment.

The potential trainees were required to list two references,
however, and to have these references indicate confidence in the
trainee. (Appendix C and D) Upon receipt of the two completed reference
forms, the trainees were notified of their acceptance into the program

with concurrent notification of the school administrator who had signed

14
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the application form by means of a copy of the acccptance letter.
(Appendix E)

The program director received many inquiries from interested
individuals, many of whom were not eligible for training due to the
lack of a job commitment for the following school year. These individ-
uals were informed that they might be able to attend the program as an
"Auditor'" if the number of fully qualified applicants was small enough
to warrsnt such acceptance, the Department of Education having indicated
that "auditors" could be accepted if they presented no extra cost to
the program. Two auditors were finally accepted, and took the complet-
program with the understanding that they were eligible for no financin-
reimbursement.

The accepted trainees numbered eighteen and were all women, rang:. -
in age from twenty-one to fifty-two. Seventeen were married and most
had children, with one the mother of nine children. A4nother, the
mother of seven children, was geparated from her husband, and was de-
pendent upon welfare to bring up her family.

The educational level ranged from grade ecleven to two years of
college, with one woman having completed nursing school and having workerl
in the field of nursing for several years. Interestingly cnough, only
two of the eightcen had not attended some type of specialized school
or courses prior to attending this program, indicating a general awarc-
ness by the group of the value of education.

All of the trainees had a record of employment, with various non-
technical and secretarial positions being the most prevalant. Their
record generally indicated a high degree of stability on the job, as

interpreted from the length of employment at cach position held.

~]l5~
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ORIENTATION TO THE PROGRAM: The acceptance letter to the trainecs

contained several items of information, designed to decrease anxiety
concerning attendance at a new program in an unfamiliar setting. Im-
mediately prior to the beginning of the program, a final letter was scrt
to each trainee. (Appendix F) This letter included a map (Appendix G)
and a simple job expectancy questionnaire (Appendix H) designed to aid
in determining any changes in job expectancy during the course of the
training programs.

All trainees were present at 8:00 AM on July 28, 1969, for an orien-
tation program conducted by the members of the staff. Mr. Leland dis-
tributed the three-week program schedule (Appendix I) and extended a
welcome and a brief description of the program. Dr. Fredrickson offercd
an enthusiastic overview of the program objectives with emphasis on the
aide as a member of the school team and a part of a new carcer position
that is being introduced into our school systems. Mrs. Singer discussed
the conceptualization of the various levels of aides. Mrs. Howes spoke
briefly concerning resource centers, complimented by Mr. Vigneault's
remarks on the subject of guidance offices. The primary aim of this
orientation session was to facilitate the adaptation of the trainees
to the program and to the individuals who comprised the training stafi.
The trainecs were asked to fill out a biographical form (Appendix I-1)
which became a part of their reccord file and facilitated the staff's
familiarization with the trainees.

The audio-visual and clerical teachers conducted their specific

orientations during afternoon scssions.

-16-
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FINANCIAL CONSIDERATIONS (AIDES): Under terms of the EPDA title, the

program was not allowed to award a uniform stipend to each trainee.
Reimbursement was allowed for babysitting and travel expenses incurred
while the trainées were attending the program. The qualified trainees
signed a weekly statement, indicating the extent of their expenses for
each week of the program. (Appendix J)

Those trainees who terminated employment in order to attend this
program were allowed - under terms of EPDA ~- to collect a financial
compensation of $75.00 for each week of the program. Trainees who
qualified were instructed to get verification from their previous
employer of the date of termination of that employment.

All financial matters were handled through the business offices
of the Amherst-Pelham Regional Schools. The program director signed
all purchase orders submitted to the business office, guaranteeing ex-
tensive control of financial matters. The official financial records
were kept in the business office, with the program director maintaining

a separate, unofficial, set of records as a convenience to himself and

other staff members. Forms pertaining to financial affairs are found

as appendix K.

FINANCIAL CONSIDERATIONS (STAFF): The program director worked out a

complete schedule of reimbursement, coordinated with‘the business office.
Final arrangements call for the four staff members who are members of
the local school system to be paid semi-monthly until June of 1970.

The members of the staff who are outside the local school system were

_paid upon presentation of a bill for services renderecd.

-l7-

A P I SR e M et e




Fo

Ho

SECONDARY STUDENT INVOLVEMENT: Secondary students were recruited to

provide a realistic practicum experience for the aide trainees. A
total of 22 students were utilized at various times for a total of 17
hours of the program, despite the fact that reimbursement of these
students was not permitted. It is rocommended that the program direce
tor live on a heavily populated street and be friendly with his neigh-
bors.

These students aided in the evaluations of the trainee's performance
as an interviewer. (Appendix L) They also served to evaluate sound-
filmstrips. (Appendix M) Various members of the staff were responsible
for these students at various times with the“director being responsible
for the overall coordination. All secondary students received letters
of appreciation for their participation in the program. (Appendix N)

CONSULTANTS: Personnel outside of the main staff were utilized cox-

tensively; a total of 22 individuals brought their specialty to the
program. All consultants received a letter outlining their tasks.
(Appendix 0) The Curriculum Specialists from the local school gystem
received a special contract. (4dppendix P) Upon completion of their

obligation to the program ecach consultant signed two copies of a re-

3
quest in order to receive reimbursement. (Appendix Q) All consultants

received letters of appreciation for their participation in the program.
(Appendix R)

STAFFING REQUIREMENTS: In addition to the five permanent members

of the staff, an experienced business education teacher and a qualified
audio~-visgual teacher were required. Two high school students were hired
as A.V. technicians. These students were vital during the human rcla-

tions portion of the program, running the televigion cameras and replay
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units. They were also of much value during the A.V. Workshops, servin-
as resource pergonnel.,

Iwo part-time secretaries have done a superior job of handling all
secretarial tasks. These girls were hired upon the recommendation of
the local business education teacher. Having high school girls as
secretaries facilitates the coordination of secretarial chores during
the school year. Having two part-time secretaries lends much flex-
ibility to the director in the assignment of tasks as he is able to
adjust their work schedule to the specific demands of ecach week.

STAFF RELATIONS: The staff for this program is highly professional.

Every member has the great ability to sublimate personal needs to meet
the needs of the staff and the program. The program director could
depend completely upon ecach member of the staff to complete cvery
assigned task. Every member of the staff proved anxious to do his
share - no one was concerned with the equity of work load for the
various members of the staff. Without such staff harmony, the admin-

istration of such a program would prove quite difficult.

DISSEMINATION OF INFORMATION: The dissemination of information for

this training project is divided into three parts - pre-~gsesgion in-
formation, description of the project in action, and post~scessicn
information. A variety of media and methods are applicagle for the
dissemination of this information.

Information concerning the completed program will be submitted to
the ERIC publications, for nationwide distribution. The Cooperative
Schools Service Center Publication Trend carried an article prior to
the program and will be utilized in the future to publicize the com-
pleted program. A descriptive article will also be submitted to the

Massachusetts Teachers'! Association publication The Masgsachusetts

Teacher.
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Descriptive articles will be submitted to the newsletter of the
Amherst~Pelham regional school system and to appropriate state educa-
tional association newsletters.

Articles including photographs, degeribing the project and identify-
ing the individuals who have taken part in the training, will be dig-
tributed to the appropriate local newspapers. Participants in the pro~
gram came from many arcas of the state: Adamg, Williamsburg, Charlemont,
Sunderland, Barre, Oakham, Worcester, Amherst, Lexington and New Bedford.
This wide geographic distribution facilitates our state-wide publicity
through the vchicle of local newspapers.

EVALUATION: Self-evaluation was scen ag the mosgt cffective means of

bringing about change in the behavior of adults, and several forms

were developed to assist the trainees in determining the valuc of the
program as it related to their particular needs, and to allow the staff
to record the observed effectiveness of the various aspects of the pro-
Gram.

A form was developed to determine the rcaction of the aides to each
day's program. (4ppendix §) This form was filled out during cach end-
of-the-day evaluation scssion. The comments on the forms were compiled
into a single report for ecach day. The staff scanned these forms at tho
end of each day as a source of fecedback. A separate form was develope!
to enable each staff member to record an evaluation of cach obgerved
activity. (Appendix T) The combination of trainee daily evaluation
sheets and staff evaluation sheets served as a constant monitor of
activities and cnabled the staff to develop a comprehensive final eval-
uation. Also incorporated into the staff final evaluation were the
riesults of the Trainees Final Evaluation Form filled out just prior to
the final exercises. (Appendix U)
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As a m2ons of assuring the validity éf the final evaluation Dr.
Mitchell Salim served as a special evaluation consultant. Dr. Salim
woo Zormerly the director of a Counselor Assistant Project at the
Uinivergity of Rochester. His evaluation ig included as a portion of
Thapter IV,

%Eﬁ?é&ﬁﬁj Data has been collected on the trainces themselves using
*he following instruments:

1.  8chool and College 4bility Test (SCAT)

2. Strong Vocational Inventory Blank (SVIDB)

3. Biographical Form
As follow up and on-the-job evaluation occurs test profiles will be
presented as corrclates to differin;; outcomes. It io not known if
conventional teoting can predict variable aide success. Nearly all
of the aides expressed verbally and manifested physically test anxiety
especially with the SCAT Form léa.

The training program did not differentiatec on proficiecncy skills
as nearly all completed the required skills for level I personncl. In
the future it may be morc advantageous for evaluation and rcscarch
purposes to ‘differentiate the degree to which a particular gkill can
be demonstrated rather than all or none. For the aides the need to
accomplish and achieve success was of critical concern; avoiding gross
"'yes'" or '"mo" seems to be an important principle during the training
program.

Research was also conducted by the training consultants for human
relations gkills. A copy of their study dealing with the efficacy of
using microcounseling techniques with the training of paraprofessional
pareonnel follows. It will be submitted for publication in an appro-

pria*e profesgional journal.

[



THE APPLICATION OF THE MICROCOUNSELING PARADIGM
TO THE TRAINING OF SUPPORT PERSONNEL IN COUNSELING
Richard F. Haase and Dominic J. DiMattia
University of Massachusetts

Even the most cursory review of the literature in counselor educa~
tion reveals a diversity of opinion regarding the appropriate training
and role function of the paraprofessional in counseling. The apparent
confusion results, not from argument surrounding the need for support
personnel, but rather with respect to the function, role definition and
role limitations placed upon the individual within the context of a
paraprofessional position.

The American Personnel and Guidance Association (1966) has proposed
several guidelines applicapable to the preparation of support personnel.
They suggest that training be specific and concrete, of limited dura-
tion and aimed toward supporting, and not usurping the responsibility
of the counselor. For example, APGA suggests that support personnel
might operate under the aegis of both direct and indirect helping rela-
tionships. Direct helping relationships would be illustrated by in-
dividual interviewing of a predominantly factual and information gatherw
ing nature, presentation of information to the counselor and follow up
of clients, and the establishment of initial client rapport with the
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counseling staff. Further, structured discussion group leadership,
obgervation and initial rapport building with a froup are seen as pos{
ble appropriate activities for support personnel by APGA. Indirect
helping relationships revolve more around paraprofessional duties suci:
as data collection and analysis, clerical tasks, preparation of informe
tional materials, etc., which might be performed adequately by the parn.
professional.

The majority of authors who have found occasion to comment upon
the training of paraprofessionals have echoed the guidelines of APGA
particularly with reference to the clarification of appropriate role
definitions for support personnel and the maintenance of counselor
responsibility and supervision (Gust, 1968; Hansen, 1965; Patterson,
1965, 1967; Wrenn, 1965).

Guidelines aside, the evidence for the effectiveness of support
personnel is equivocal. A considerable body of literature exists in
counselor education which suggests that lay personnel can be trained

to function quite adequately within the role of counselor (Carkhuff,

1969; Carkhuff & Truax, 1965; Ivey, 1968; Poser, 1966; Rioch, Elkes,
Flint, Usdansky, Newman & Silber, 1963).

The present study describes an effort to train support personnel
in three basic human relations skills which have been described in
Previous microcounseling research (Ivey, et. al., 1968; Haase, Forsyth,
Julius & Lee, 1969). Inasmuch as support personnel are required to
perform at least at a minimal level of interpersonal functioning (e.g.,
establishing rapport), it would s;em ;ﬁéortant that they possess the
behavioral skills which would maximize their effectiveness in that
role. This paper describes the evaluation of a limited, specific and

concrete training program for support personnel in the behavioral skille
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of articulation (expression of feeling), communicating understanding

(reflection of feeling) and attending behavior.

r METHOD

Subjects and the Project

The data reported were collected on a group of 16 females who had
been accepted for training as support personnel in guidance and resourc:
centers. The 8s ranged in age from 21 to 52 and only one of the trainecce
had more than a high school education. The total scope of the project
was concerned with instruction in several areas of expertise. Clerical,
library, audio-visual and guidance center skills comprised the bulk of
the program. In addition, a 12 hour workship in human relations and
communication was conducted for the trainees by the authors. It was
in the human relations aspect of the program that evaluation of the
trainee acquisition of behavioral skills wos evaluated.

The microcounseling methodology described by Ivey, et. al. (1968)

was employed in this study. Basically the paradigm included the follow-

ing steps:

ao an initial diagnostic interaction between trainee and another mem-
ber of the group was videotaped.

b. a microcounseling manual describing and illustrating the skill of
attending behavior was read by all trainees.

c. Models of both positive and negative attending behavior were shown
the trainces and discussed,

de the trainee's original tape was reviewed in a small group of
trainecs and comments and further discussion of the skill were
introjected for each trainec.

@o a second 5-minute videotaped interaction was completed by the

trainee with a different second party.
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fa the final tape was reviewed by the group and supervisor with the

aim of sharpening the behavior skill of the trainee with respect

to that skill.

The paradigm outlined above was repeated for ecach of the three
gkills. In three 4-hour segments the skills of attending behavior,
articulation and communicating understanding were taught to all 16
trainees,

Instrumentation and Raters

The thrce skills of attending behavior, communication of understand-
ing and articulation were independently rated by three judges. The
judges were three graduate students in counseling at the University of
Massachusetts who had previous experience with the rating scales employ:.
The judges had no other connection with the project or study. Scales
employed consisted of a measure of ockill acquisition for each of the
three behavioral skills as well as an overall effectiveness inventory
which has been successfully employed in other microcounseling contexts
(Ivey, Miller, Morrill, & Normington, 1968). Attending behavior was
rated on three distinct criteria: 1la) verbal following, or the extent
to which the trainee could interact with another person without jump-
ing topics, leading or imposing direction on the interview which was
not consistent with the desires of the interviewee, or being able to
"stick with! another person; b) posture: rated on a 5-point continuum
from relaxed to tense; c) eye contact: ability to maintain appropriate
levels of eye contact during the course of an interaction. 2) Expres-
sion of feeling or accurate articulation: the ability to communicate
accurately to another person the way you respond to or feel about a
given topic of discussion. 4 modified scale for the measurement of
the genuineness of the expression of feeling (Carkhuff, 1967) was

employed in this segment of rating. 3) Communication of understanding:
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5 the ability to reflect to another person the essence of what he has
communicated in an attempt to display that you have understood what he
has said, how he feels, etc. 4 modified scale for the measurement of
accurate reflection of feeling was employed to obtain a quantitative
index of this skill (Ivey, et. al., 1968). "

Interrater reliability computed amony the three raters employed in

this study were generally adequate. Coefficients included expression

of feeling, r = .72; reflection of feeling, r = .82; and within attend-

ing behavior: verbal following, r = .65; posture, r = .68; and eye
contact, r = .97,

RESULTS

Ratings of the three judges were tabulated for each S and an
average rating obtained on cach criterion measure employed. Means
and standard deviations of pre- and post-training were computed and
differences between means were analyzed by use of a t-test for correlated

samples. Results of these analyses have been summarized in Table 1,

TABLE 1

Analysis of Support Personnel Functioning
on all variables before and after training.

Pre Post t daf 2
Variable X S.D. X S.D.

1. Expression of 2,50 096 2.98 - 60 5.00 15 ol
feeling

2. Reflection of 2.83 1.54 6.21 2.84 5.04 15 001
feeling

3. Attending Behavior
A. Verbal following 2.48 o 76 3.56 292 5.68 15 001
B. Posture 2.94 071 3.81 o 14 4,14 15 .001
C. Eye contact 3,13 .63 3.56 .80 3.90 15 .01

4, Counselor 87-.21 15.25 110.06 23.70 3.73 15 .01
effectiveness '
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Inspection of pre- to post-training differences reveals that sig-
nificant increases in ability to engage in the behavioral skills taught
in this study were obtained.

DISCUSSION

The results of the present study strongly support two conclusions:
(1) the efficacy of training support personnel in human relations skill:
via the microcounseling paradigm; and (2) the generalizability of the
microcounseling methodology. The results further indicate that para-
professionals can be train¢d in counseling skills previously reserved
for individuale enrolled in extensive graduate training programs. Sig-
nigicant changes in attending behavior and reflection of feeling compare
favorably with changes found in a group of masters degree students in
counseling (Ivey, et. al., 1968). The major difference between the
present sample and the counseling students is the level of entry and
exit with respect to these two skills. The counseling students evidenced
higher levels of functioning than did the paraprofessionals. It would
be interesting to ascertain the amount of time necessary to bring para-
professionals to similar levels of functioning. These findings are
congistent with similar results presented by Carkhuff (1969) which de-
monstrate that paraprofessionals can increase in levels of interpersonal
functioning over the course of a brief training program. Again, para-
professional level of functioning was found to be beiow that of pro-
fessionals. Carkhuff observes, however, '"Overall, subprofessionals
and helpee-trainees tend to gain more in their level of functioning
over the course of brief training than professional trainees do over
years of training" (1969, p. 239).

Trainees in this study also showed significant gains in their

ability to accurately express feeling. These findings agree with those
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of an earlier study (Haase, et. al., 1969) in which clients were trained
in the expression of feeling prior to counseling.

It should be pointed out tha? the authors in no way imply that the
threce skills discussed in this study represent the sum total of human
relations. It remains for further research to identify and validate
other discrete behavioral units within the context of human reclations.

Anecdotally, the microcounseling paradigm appears to lend itself
particularly well to training settings. First, the availability of
immediate visual, as well as verbal, feedback is an important adjunct
to the learning process. In addition, it seems to provide a setting
which maintains a consistently highk level of interest among trainecs.
The philosophy underlying microcounseling-training in specific, con~
crete and digestible skills over chort periods of time-is entirely
consistent with the guidelines set forth by APGA for the training of
paraprofessionals. Such a combination would suggest that microcounsel-
ing methodologies might be employed with increasing success in the

training of support personnel in counselor education.
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PROGRAM SYMNOPSIS

nine enabling objectives were:

The 21ight basgsic units of the train-
inr prosram were:

1. Clerical sgkills
A, Human Ralationg
2. Audio-visual skills
B. Clerical sgkills and library
3. Human relations skills skille
4. Increased awarencss of human C. Audio=-visual gkillg and Grapl~ -

behaviow

Arto okillg

5. Introduction to gchool organization D. School Climat.:

6. Development of cducational termie-
nology

%. Guidance Officc Organization

F. Resourece Center Organization
7. Knowledge of current educational

igsucs G. Dxpcerienca

8. Skills connectced with resource H.. Adminigtration
materialo

9., Demonstrated use of sources

The following chart indicates in which units the various enabling
objectives were met:

Ynabling Objective Unlts meeting thisg objective

1 B

> n
Y]

3 A




OVERVIEW

The zpecific instructional objectives werc secen as enabling ob-
jectives for the schools" offectiveness in helping the student to
learn and to make occupational decisions. The training gnal was that
the aide have specific kinds of skills, developed in the pre-scrvies
and strengthened in the insorvice training programs, in order that
she would function effectively in consort with the school staff to
maintain and aid in the utilization of regource materialg.

These enabling objectives include:

1. Clerical skills: the abilities to type and to file, to usc
the duplicating machines necegsary for a guldance center or resource
center. To assure the employers and to provide a tangible gource of
self-confidence to the paraprofegsional, a checklist of the gkills
and abilities was utilized for the audio-visual and clerical areas.

2. Skills in the use of Audio-Visual equipment: ability to
operate projectors of various types, program learning advisor,
television cameras, recorders, 8mm clip machines, record players, etc.
Modorn media provide effective vehiclos allowing the individual student
to seck his own answers, to be his own instructor in areas of inquiry.
A paraprofessional trained in this arca can expedite self-instruction
with available resources and there-by allow the professional gtaff
time for counseling and preparation of materials for such centers.

3. Human relationes skills: these include developing and strength -
ening the abilities to communicate--to listen, to observe, to verbally
follow, to speak with the other people the paraprofessional mects on
the job. These skills are deemed to be of great importance to the on-

the~job success and satisfaction. Both intra- and interpersonal skille

will be enhanced. Measurement was done by students and staff using micro-

teaching and rater observations.
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4. Increased awareness of the characteristics of human behavior:
the end in view for the paraprofecssional trainses wag that they have 2
broader understanding of themgelves and the people with whom they worl:,,
The characteristics of young people's behavior, cducational and socinl
problems and the aides'ability in ndapting to these bechaviors were an
iIntegral aspect of the training program.

5. Basie introduction to schonl organization, procedurcs, policics,
curriculum and impact of institution on the individual: Those aspccte
of school law and cthics which are relevant to the paraprofessional’s
functioning within the school setting were included. Measurement wag
by ecxamination and case study procedures.

6. Development of educational terminology: thig area was concorn A
with testing terminology as wzll ag with othor terms which are narticuins
to guldance or resource centor. A glossary included eguch terms as D.G:., 7.,
percentile, program, film clip, aptitude, intorest, learning contract,
stanine, data proccasing, cataloging, ote.

7. FKnowledse of current issues in education: the trainece who
may not have had recent cxperience or contact with schools and the
variety of concepts that are being debated became aware of what some of
them are and how these ifssues and their resolution related her functions
in the school. Such issues included race, student dress conduct, self-
directed learning, evaluation of teacher performance. Measurcment was
by the ability of the trainee to discuss such topics with students and
colleagues.

8. Demonstrated ability to order, maintain, display, and disscminat:
resource materials: Measurement was by demonstration in the resourcec
center of the junior high school with secondary students providing a

realistic atmosphere. Simulation techniques were also used,
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9. Dzmonstrate use of sources: ability to aid the student (or
counsclor or teacher) in obtaining appropriate materials in a minimun
amount of time. Measurement was by raters observing demonstration in
the puldance center or resource center with actual student subjects.

Objective number nine is the unique aspect of this proposal. It
differentiated the alde trained in this program from the ugual clpsa-
room teacher aide. It builds on the theory and practice already develope”
in the Independent Study Center in Amherst and expands thig to includc
a guidance center dealing with occupational information.

Analyais of tasks indicates that the professional staff can bo
freed of semi~-clerical, routine functions that decrease the amount of
time during which they can operate at hipher, professional levelg -~
carrying out those tasks for which they, and only they, are professionally
trained, e.g. working with individual students and preparing materials
and programs for individual study. The parents and community will bencfit
tangentially (a) from the professional staff's having more time availablo
to consult with them and (b) from the accessibility of an aide who ecan
quickly locate the specific resources nceded at the moment. Summarily,
in both the guidance center and résource center (or in some cases where
they might be comwbined into one resource center) the aide will be of
service direetly to individual students, and also to teachers, coungeloers,
administrators, and parents.

The training program consisted of three parts: 1. Human relations;
2. Clerical skills and 3. Special resource center training., Rach of
these parts was devoted to assuring that the traines gained the profi-
ciency for level I paraprofessional tasks for guidance and learning
resource centers. The training program was not aimed at training seecrc-
taries, counselors, librarians, or teachers, but was directed toward thc

~36=




preparation of regource center aides. Under the supervision of a pro=-
fessional, these aides will agsist in the maintenance, storage, and
utilization of resource materials to aid in learning and ocecupationgl
decision-making.

A tone was established that the trainees are launching a significant
innovation in education. Their tasks are important and essential, The
excitement and interest each demonstrates on the job as a person will
incite each student to use the resource center repeatedly. To provide
knowledge and skills to undergird this execitement and interest, human

relations training was one major part of the training program.

A. HUMAN RELATIONS - 27 hours

OBJECTIVES: Human relations training was a major part of the training
for the level I aides. Students are quick to perceive behavior that ig
not accompanied by genuineness and empathy asg hypocritical and self-
oriented. The human relations component was concerned with the moti-
vation and intent which transcends overall behavior of the aide.
Experience in Amherst with aides indicated a need to bolster self-
images of para-professionals and other personnecl. The focus of human

relations training was on those knowledpes and skills which assist the

aide in relating to others. These included:

A. ability to communicate orally with students

B. ability to attend to another person

C. ability to listen and verbally follow what a person says

. ability to reflect feelings of another person

. knowledge of racial and social class influences in schools

. awareness of aides' own racial biasges

. ability to project, interpret, clarify, and demonstrate ease
in public reading and speaking

g

PROCUDURES: A variety of instructional techniques were utilized,
Lecture method was infrequently used except in the Black Cultural
History presentation. Television camera and video recorder were used

to enhance self-evaluation for the aide trainees. BEarly in the




pre-service training program a video tape recording was made of cach
aide relating with another aide in a simulated experience or inter-
acting with high school students. A follow up will be made of ecach

aide on the job during the school year and comparisons made.

MICRO-COUNSHLING CLINIC: Thrce basic communication skills were taught,
1) attending behavior, 2) expression of feeling, and 3) rcsponding tc
feeling. 7Tach of these skills is discdsscd in nppendix Bg, The micro-~
counseling paradigm 1s a video tape training procedure which allows

an individual to obtain a maximum amount of learning about a disercta

>
behavioral skill in a minimum of time. The procedure relies heavily
upon the concepts of social modeling and operant conditioning.

The following steps were used in the micro~counseling clinic:

1. Identification of skill.

2. Development of video taped models illustrating the particular
skills,

3. Five-minute video taped secssion between the trainee and second
person prior to training to establish a base rate of his pos-
segsion of skill being taught,

4. Training period in which the trainee was shown the pre-recorded
video models, presented with written materials and the gkill
was discussed with a gupervisor.

5. Playback of trainee's first 5 minute session with the idea of
reinforcing (vicariously) the nresence of any behaviors she
may have emitted which were consistont with the behavior be-
ing taught. :

6. Practice sessions - in which the trainez was encouraged in

a non-threatening atmosphere to actually practice the skill

being taught. The use of video tape in these practice sessiong

was seen as critical to provide the immediate feedback neeceg-
sary for optimal learning of the skill.

Strength training was included to build self-confidence and con -

sisted of a series of simulated expericnces in which the peer group
acts as a reinforcer. The primary purpose was to build a stronger
regponns repurtoire - avsilable to the aide to use in interaction

with students and in relationships with professionals.
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The question of racism was considered in two parts. 4 lecture
was used for promulgating information on information on Black His-
tory and Black Power. This was preceeded by an extensive small group
discussion period. These Interaction groups were led by three young
black students from the University of Massachugetts and werec emotion-
ally toned groups. Language values, and practices in schools and in
society were confronted., Personal feelings about inter-racial mar-

riages, jobs, housing, and personal hygiene were encountered.

Small proup leadership training congisted of each ajde selectin,
one or more of five objectivas, receiving training in that skill anc
then trying to accomplish that objective in 15 minutes with a small
group of students. Instruction was provided by regular staff members
in small groups. The trainee~aides were divided into 3 groups and
each had a group of students to work with., After the final aide had
completed her demonstration, all of the aideg and all of the students
would, with the staff, sit around a table and discuss their reactions
to each other. See Appendix CC for a detailed designation of the small

group leadership training.

MICRO-TEACHING: At the end of the first week of training, following

»
-’
the micro-counseling clinic, the aides were given an opportunity to

work with a small group of secondary school students in facilitating

the student's use of resource and guidance center. Five minute segsic-

of the aide with students were televised. Zach aide then saw the plasre
back with a staff member and suggestions were made for improvement.
Speech projection and question formation were the most common problaeme.,
The speed: curriculum was altered to meet these general needs. Sce

Appendix DD for further degeription of the procedures.
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SPEZCH - 3 hours, 4 meetings
Objectives: 1. to instruct in the gkills of voice projection, inter-
pretation, clarity and case in public reading and spcaking.

2. to demonstrate matcry of the above skills by producin~
two tape recordings of the same reading before and after instruction
and one small proup presentation demonstrating and explaining a simplo
process.

Procedures: The trainees were divided into three groups, six in a
group. At the beginning of the first session cach trainee made a
recording of a standard reading selection. The remainder of the firg:
session was spent in demonstration and exercises in voice projection.
Before the second session, the instructor reviewed ecach tape and plac:zd
a written evaluation of strencths and skills that c¢ "4 be improved.
The second session was devoted entirely to discussion and practicc in
skills, interpretation, clarity and case in public presentation.
Trainees were encouraged to direct thig instruction toward the snecific
items mentioned in the instructor’s commentary.

During the third session each trainee made a second tape recording
of the original reading, keeping both interpretations on the same tapa
for purposes of comparison. The remainder of this session was spent
in discussion and preparation for the final presentation.

As before the instructor reviewed each tape and made a written
commentary emphasizing thoge skills in which therc had been an appre-
ciable improvement. The trainees were presented the recordings at che
end of the final session.

In the fourth and final session ecach traince presented a demon-
strable skill, actually using the materials involved. FEach presenta-<
tion lasted approximately five minutes. At its conclusion all train=-oc
and the instructor discussed the presentation in terms of the speech

skills previously presented.
wlj() =




PZRSONNEL: Mrs, Billie M, Howes of the staff was the instructor in

speech gkills.,

FACILITIES AND EQUIPMINE: Training was done in a room large enough

to make the training in projection practical. A tane recorder for
each two trainecs was necessary as recording was done during the
training sessions. If it had been possible to isolate these, the

. results would have been more satisfactory.

g Since human relation skills are interwoven into how one sees

himgclf, effort was made, through clcctronic devisas to provide im-

mediate and personalized feedback. Aides were recorded individually,

allowed to see or hear themselves, and propose their own evaluations,

Their own evaluations often corrcborated staff obgervations and were

more useful in affecting change of aide behavior.

Sony DVK 2400/VCK with accessories (including porta-nack)
Sony TCV 2110 video recorder with monitor
tripod
% inch video tape
Audio tape recorder
Audio tape
B. CLVRICAL AND LIBRARY SKILLS -~ 18% hours
(Clerical Skills - 14% hours)

G\UT.S.\L\JNI—'

OBJECTIVE: to give opportunity to learn and practice clerical skills
in order to enable the trainee to recach a degree of proficiency on

£ the skill chart.

METHOD AND PROCEDURE: A series of instruction and nractice units

o

were scheduled throughout the training period. Instruction was

concerned with:
a. iInstruction and/or review of typing techniques, e.p. touch
system, speed, tabulating
& typing stencile and mimeogranh masters
operation of duplicator, mimeograph machine, calculator
. techniques of proper telephone use
. techniques of filing and indexing
t Whlle most instruction was done with the large group, practice sessiong

- Y L - -

O T

emphasized individual instruction and practice to meet individual needs,
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PERSONNEL: Mrg. Pauline M. Heffley was the instructor in clerical ghsl%s

FACILITIES: Instruction and practice tock place in the typing room
at Amherst Regional Junior Hiph School. Royal cloctric tysewritors
were used. Persgonal Typing 2nd edition by Lloyd-Hoslor was used for
the text. (Grerp) Typewriting Speed Tests issued by Gregp Test and
and Awards, Sept., 1968-June 1969 was used for copy materinle for 5
minute timed writings. Typewriting Style Manual, 20th Century Tyno-
writing, 8th edition, copy C770 was a reference bocklet riven to all
traineecs.
(Library Skills - 4 hours, 2 meetinpgs)
OBJECTIVES: 1. To acquaint the trainezs with the following library
tools: card catalogue

Dewey Decimal System

Referconce books (encyeleopedins, dictionarics,

dirnectories)
Reader's Guide to Periodical Literature
2. To provide opportunity for the aides to exolore

a modern library facility with both nrint and non-nrint medin,

METHOL8 AND PROCEDURES: The first day, two hours wer: snont in d

ot
%}

sion of library tools using overhead projectuale and such roalin

[#%2]

a
traye from the card catnlogue, commercial kits for cetaloging books.
The trainees received a hand-out 2xplaining the Dewey Decimal System,
As a part of clerical practice each trainec "processed” a new book to
make it gh:lf-ready.

The second day was a ficld trip to Crocker Farm School, s n
elementary school containing demonstration library under Title IT
sponsorship. Here the trainees were given an informal tour which
allowed for exneriencing the materials and discussing subsequent

interests.
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PERSONNEL: The main responsibility for this facet of training was

Sonracata e

; accepted by Mrs. Anne Laugher, librarian at Crocker Farm School. ?
f She was assisted by Mrg. Florence Taylcr and Mrs. Patricia Drake of ;
| the library staff of the Amherst Junior High School,

FACILITIZS: It is essential that training of this kind be done in -

library preferably one with both print and non-print mnterials. Gocl

-
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projectuals were available and helnful, but actual handling and pro-

" cessing of materials was the most effective training tool.
w
| C. AUDIO-VISUAL AND GRAPHIC ARTS (19 hours)
(Audio-visual)
A OBJECTIVES: 1. to instruct trainces in the operation and use of

selected AV equipment.

2. to give each trainee enouph practice in operating AV

equipment to incrcase confidence.
METHODS AND PROCEDURES: Demonstrations, individual instruction and

practice was given in the use of the following AV equipment:

filmstrip viewer and projector

8mm and 16mm film projectors

tape recorder

public address system

3m copier

Demonstrations were given in the use of the following AV equip -

ment
tachistoscone
controlled reader
reading pacer
various programmed teaching machines

PERSONNEL: Mr. Peter Utz was responsible for AV training. He was
assisted by two high school students.

FACILITIES: BRquirment listed was available in multi;le units in the

Amherst Junior High School. Operating Audio- Visual Equipment by

Ebock and Cochern (Science Research Associates) was issued to the

trainees as a text.
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(Graphic Arts)
OBJECTIVES: 1. to present to the trainz.s the importance of visual
arts as a communication medium and to discuss some of the basic
principles of design.
2. to demonstrate and practice the skills of lettering
and captions as well as arrangement and display.
3. to have the traineces demonstrate mastery of these

skills by preparing binders, folders, scrap books, table displars
or bulletin boards.
METHODS AND PROCEDURES: A slide filmstrip developed by the instructor
was presented to the traineecs to illustrate visual arts as n communi-
cation medium. Instruction was accomplished by demonstrations and
practice in the use of the following techniques:

cut paper letters

felt tip lettering

cutting with a knife

mounting

paper sculpture

brush lettering

steel brush and pen lettering

Zach trainee produced one praphic unit as explained in the
objectives.
PERSONNEL: Mrs. Judith Hand of the Amherst Art Department was respon-~
sible for instruction.
FACILITIES: Instruction was conducted around large work tablecs. Each
trainee was issued n portfolio of graphic tools and materials to be
used in the training period and taken to the job experience. Two book-

lets on effective use of graphics werc 1ssded to each trainece: Baited

Bulletin Boards by Koskey and E-Z Bulletin Boards by Weweloh (Fearon).
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D. §§HOOL CLIMATE -~ 8 hours

2INCTIVES ¢

AR in e P28, a3 i< et 0 U

The objective of this unit was to incrense the basc of
the traineces' information about schools and studentg. The staff
recognizzd that there had been varying periods of years since the i

individual enrollees had had elose contact with sccondary schools and

the pergonnel therein and that recent developments in cdueational
technolopgy would probably not be familiar to them. The characteristics
of young people's behavioral, educational and sceinl problems and 2

the aides' ability in adapting tg these behaviors were an intepral as-

7

pect of the training program.

To continue the concent of broadening the base of information

on which the traineces will build, the objectives of the unit included

a basic introduction to school organization, procedures, policics an!

Impact of institution on the individual as well as a knowledge of g .
current issues in education. The trainee who had not had racent
experience or contact with schools and the variety of concepts that
are being debated became aware of what some of them are and how thess
1ssues are relnted to her functions in the achool. Such issues includsd

race, student conduct, self-diractod learning and data processing equip-

ment and its usape. In short, the objective was one of demonstrating

to the enrdlees the attitudes that people 1In schools (students, teachers,

counselors and administrators) express toward each other--are they

permissive? rstricted? closely supervised? to mention only a few of the

aspects of the unit. How are rules and regulations accepted by the

students? by the staff?

PROCEDURES : The method used was primarily lecturc-discussion. Mssrs.

“ntry and Laruel spoke about the young people in secondary schools

today, their aims and goals, their attitudes and their vernacular,

5 -
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This presentation was more closely directad to the ghetto or inner~
clty schools than to the suburban or rural schools. The second part
of their presentation was a large zroup discussion of today's youth.
Mr. Fitzgerald spoke of the werth and value of aides in the scheool
system. He stressed the important contributions aides can make in the
functioning of the school and some of the problems they are apt to
encounter. He used audio=-visual aides to underscore his comments.
Mrs. Howes, Direcctor of Resource Centers, and Mrs. Sherman, who
served the project as a paraprofessional model, spoke of the young
people as they are seen in the Rescurce Center, the ways in which they
work on academic sgsignments and in which they pursue non-academic

interests as well.,

The presentation by Mr. Leland cn "Student Management'" focuscd
on a true=-false quiz and hypothetical problem situations. These wer.
discussed in the large group sctting.

Mr. Caouette followed his narrative presentation with a tour of
the Data Processing Center; the trainees were able to see how data i1s
handled by the variety of machines located there.

The presentations by Mr. Vigneault, Mrs. Singer and Dr. Fredrickson

were group discussions stressing the "team' aspzets of school personncl
and their interrelationships as well as their relationsghips with pro-
fessionals in allied fields. Points previously unade by Mr. Fitzgerald
were commented on and extended by Dr. Fredrickson, who used case studics
as an impetus to the discussion.
P IRSONNEL:. Mr. Atron Gentry and Mr. Lionel Laruel, School of Education,
Univ. of Mass., "Aliecnated Youth" and "“Adapting Education to Today's
Youth'

Mr. Ronald Fitzgerald, Superintendent of Schools, Amherst, Mass.,

""School Administration -~ School and Professional Ethics"
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Mrs. Vera Sherman, Resourcez Center Aide, Amherst, Mass. and

Mrg. Billic Marie Howes, Project Staff Member, Director of Resoure:

Centerg, "Adldes in the Resource Center'

PO

~ional

i

Mr. Arthur Leland, Projcct Director, Counselor, Amherst Re
¥ High Schocl, '"Student Management!
Mr. Kenneth Caouctte, Director, Data Processing Center, Amherst,
Mass., "Data’ Processing'

Mr. Leo Vipgneault, Project Staff Member, Counselor, Amherst Rosdi n-

al High School, and Mrs. Marilyn Singer, Project Staff Member, Counszler,
n Amherst Elementary Schonls, "Relatlonships with Profcssionals"

Dr. Ronald Fredriékson, Project Staff Member, Associnte Profesgscr,
ﬁ School of Zduecation, Univ. of Mass., "Confidentiality in the Center--
Fthics Case Studies"
FACILiITIES AND EQUIPMENT: The facilities requisite to this unit are’
arc:as for large proup discussions and/nr lecture presentations. Audis -
vigual equipment, 1.e., overhead projector, may be necessary for sor:

of the speakers.

43

. GUIDANCE OFFICE ORAGANIZATION - 7% hours

OBJECTIVES: One objective of this unit was to develop the trainees’

knowledpe and skills in assisting the counselor and students in the ar.-

of puidance office organization and function. The trainee was to lenrn

to identify and retrieve specified occujational information, education-
al information, student records, financial aid information, as well as
general school program information. Standardized test administration
9 and clerical procedure gkill development were included.

A further objective was to develop amn understanding of the role
of the counselor, his duties and responsibilities and how he relates

to the school nrogram.
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PROCEDURES : Classes were conducted by Mr. Vigneault and Mrs. Singer

at the guidance officc of the Amherst Ragional High School. This

area was large enough to place chairs in 2 formal clagsroom arranpe-~
ment within the office. All standard references in educational and
occupational information most commonly found in guldance offices were
presented. The presentation was made diguecssing ezach reference individ-
ually and giving a summary of itg context, orpanization and use to the
student and counselor. A question and angwer period followed the

dresentation with the refercnce then handed to the trainees for closer

examination and study.

References presented were as follows:

American Universities and Collepes
Lfmerican Junior Colleres

National Dircctory of Schools and Vocations
The New Amcrican Guide to Collsresg

(. Yoo

Terminal Education and Training Opportunities in Massachusettgs
Manual of Freshman Class Profilos
The Collere Handbnok
Comparative Guide to American Cclleges
The ACAC Handbook for College Admisgsion
Chronicle Guidance Publications:

Major Fields of Study

Guide to Graduate Majors

Student Aid Annual

Colle¢e Charts

Colleses Classified
Lovejoys Scholarship Guide
Hew to Win a College Scholarship
Dictionary of Occupational Titles
College Fntrance Viewdack
Admissions Search Kit

Educational information files and the college catalog library were

displayed with content and organization being explained. These files

contained primarily collepe and financial aid information.

The Collepe Entrance Viewdeck was e¥plained and demonstrated as

tc its use by students and the further value of the Admissions Sea:ch

Kit for a student in securing information.
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Time was then given for the trainees to move about the guidance 1

office to examine all materisls mor: closely and operate the equipment

discussed.

The following session presented by the Director of Guidance fer

the Amherst Regional High School, Miss Eleancor Fillmore, was concerned

with the different functions and activities carried on in the guidance

office and how this office responds te the various needs of students ;

at different levels of sotential, Individual task assipnments with l

appropriatc materials were piven to cach trainece. These assignments

were typical aide tasks., Each trainece then explained to the group the

task assigned to her and how it was carricd out, A few examples of

these tasks are as follows:

1. T am a junior boy. I don't know what I want to be yct but
I'm in the collepe course. My dad wamts to know what »ro-

grams there are at the state schoocls because we probably
can't afford a private ccellepe.

fnswer - Show him the section containing the catalogs for all
gtate colleges in Massachusotts.

2. Here is the first request for 1969 - 1970 for a college
admission officer to visit, During the year we will receive

betwean 75 and 100. Announcements to students must be
made .

#1

Write a notice to be read over the intercom one weck before
then repeated the day before the visit.

#2 Post the sign-up shect.

#3 Check student future plans chart for names of those who
might be interested. Contact them.

3. Do you have any information on Airline Hostesses?

Answer - Use the file of occupational information, Folder #352.

The above are a fow examples of a wide range of demonstrated
activities undertaken by a puidance aide under the direction of

Miss Fillmore.

~iOm




Migs Louise Forsythe, consultant in graphies, presented a work-
shop in guidance material organization and display. She stressed
the importance of technique and arrangement in achieving appeal,
attractiveness and command of attention., Each trainee was piven
materials to review andworkwith in creating bulletin board dig-
plays, news bulletins, general educational and occupational informa-~
tion displays in a guidance office.

Dr. Ronald Fredrickson exnlained and demonstrated filing system:
for occupational information, their value and use in guidance Nroces .,

The organization and use of the Dictionary of Occupational Titles ac

1t related to different types of systems was included.

Practical experience for aides in working with secondary school
students who were brought to the puidance office to simulate the scho~l
situation. Tach student presented a request to an aide for information
concerning his vocational and educational plans. The aide then
assisted the student in securing those references containing the in-
formation the student sought and explained to the student how to use
these specific references. This was done under the supervision of
Mrs. Singer and Mr. Vigneault, later discussing with cach traince
his experience and its' evaluation.

Test administration procedureg and terminology basics were
demonstrated, explained and discussed. The presentation concerned
itself primarily with the standardized tests in various arcas of
asgessment. There was some focus on interest tests and the SCAT test
since the aides had previously in the program experienced taking
these tests. The DAT was also distributgd for the purpose of explain-

ing the content and administration.

=50




The importance of uniform methods and procedurcs of administra-
tion were explained and stressed. The basic concepts and terminolopy |
in the interpretation and use of tests were explained and, where
appropriate, graphically demonstrated,
A session was held with the guidance aide trainces concerning
professional relations. A detailed job descrintion of a counsclor
was given to each trainec. The work, dutice and responsibilitics of i
the counselor were explained and discussed for the purpose of giving
the counselor aide a better understanding of the role of the merson
she would be assisting, The relationship of the counselor to the
school staff was outlined showing th2 counszlor's function within ths
school at larpc.
PERSONNEL: Dr, Ronald Fredrickson - Interviows
Louise Forsythe - Consultant in pravhics
Marilyn Singer = Counselor.
Leo Vipgneault - Counselor
“leanor Fillmore = Director of Guidanca
FACILITIES AND EQUIPMENT:
Guidance Office (with appropriate educational and
occupational refercnces)

College Viewdeck
Admissions Search Kit

F., RESOURCE CENTER = 10 hours

OBJECTIVES: 1. To experience the operation of a resource center wi -
high school students using the structure of the contract, student
regponse sheets, and student evaluation forms.

2. To demonstrate the organization of a resource center.

3. To provide a listing of effective resource materials
in the subject matter areas of ¥nglish, social studies, science and
mathematics.

4. To discuss specific resource materials with members

of the teaching staff of the Amherst Schools.
“51




PROCEDURES: Trainecs were given the opportunity to work with a studer. -
in a simulation activity in the use of resource materials. Together
the trainee and student reviewed available material in the area of

the trainees's future job responsibility, @.g. guidance, science,
social studies, etc. They then prepared a contract and proceeded to
follow this as a program in independent study. Each trainee spent

five sessgions in this activity.

One day "as cpent wor™ing 2t a team of cubjoct mhtter spechnligts.
Fneli rpeclalist made a short general presentation to the entire group
explaining how instruction in his subject natter was facilitated and
expanded by the utilization of a resource center. Each specialist
gave the trainees a listing of basic materials effective in establish-
ing a resource center in his subject matter field. Later, the trainees
chose to meet in a small group with three of these specialists discus~-
sing materials and methods in greater detail.

During the finul week of training the tralnees met with the
resource center director and her aide and discussed informally any
questions, concerns, or Interests that had been elicited by either use
of a resource center or disucssion with the subject matter specialists.
PERSONNEL: Mrs. Billie M, Howes of the staff who is director of resc-irce
centers in thn Amherst school system was responsible for this phase of
training. She was assisted by Mrs. Vera Sherman, resource center aide
and by Elwin Boyden of the science department, Richard diRafaelle of
the social studies department, Miss Rita Leverault of the mathematic
department, and Mrs, Janet Loomis of the English department.

FACILITIES AND EQUIPMENT: It is necessary to have a resource center
with appropriate equipment (tape recorders, record players, filmstrip

viewers, programmed teaching machines) and instructional materials,
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For most effective results, such a resource center should be part of,
or in class proximity to, the library of print materials, It was in
this area that the new Amherst Junior High School provided the great-
est potential for training aides in the use of resource materials.

G. EXPERIENCE - 2 hours (Addit{gnalmﬁimgﬂéggiggﬁggggﬂﬁgggg)
OBJECTIVES: The primary objective was to expose the tralnees to as
many topiég through the medium of films and demonsgtrations as posrl=-
ble within the tight schedule.
PROCEDURES: Two hours were devoted to this activity within the regu-
lar schedule and noon hours were utilized to allow the trainees to
eat lunch and view films at the same time, The topics of the films
were all guidance oriented and were related to the general theme of
each day's program,.

A demonstration was pregsented by the Fran-Tek Film Service con~
cerning the potential of audio=visual techniques. The use of a
"Cinerama" type screen was a feature of the presentation of this
topic.

A demonstration of the Interactive Learning Systems was given
to the group, Three representatives from the company explained and
demonstrated their system for the securing of educational informa-
tion on schools and colleges. There was also some discussion devoted
to their company's forthcoming service in the area of occupational
information,

A demonstration by Mr. Skinner of Electronic Futures, Inc. des-
cribed the use of the Wireless Learning Systems. The trainees saw
and used the battery powered headsets within the "loop' to listen to

one or more of the eight cartridges being played simultaneously.
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The rel~vance of these wireless systems for classrooms, resource
centers, language labs and individual instruction was stressed.

ADMINISTRATION - 13 hours

OBJECTIVES: The objectives of this unit were to: (a) orient the
enrollees to the training program; (b) administer tests and interpret
their results to the trainees for project resecarch and for increased
trainee self-knowledge; (c) work closely with the aides' prospec=-
tive employers to orient the supervisors to the program, to compare
each aide's and her supervisor's perceptions of the aide's position
in the school, and to discover weaknesses in aide training that would
provide a basis for Inservice training; (d) provide opportunity for
the staff's and the trainees' evaluation of the program on a daily
basis and an overall program evaluation by the trainecs at the end
of the training period; and (e) culminatc the program activities
with the presentation of certificates to cach aide.

PROCEDURES: Before the pre—servidb training began, each aide was
assigned to a group for follow~up by a staff member. These assign=
ments were based on a combination of the factors of Resvurce or
Guidance Center employment of the aide and the geographic location
of her school.

Methods and procedures varied with the objcctives. Orientations
for trainees and supervisors werc lectures with audio-visual aides
and opportunity for questions and discussion. A feature of the con-
tinuing orientation was the daily newsletter "Flash'" which was dis-
tributed at the end of each day. This stenciled sheet told something
about the following day's program and built anticipation and enthu-

siasm among traineecs and staff alike. (Appsndix V) Attendance among
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the trainee group was excecllent with the only exceptions being two
enrollees who were hospitalized during the training period.

Testing was carried out under standardized conditions; three
tests wern administerced during the pre-scrvice training: SCAT Form
1A, Strong Vocational Intercst Blank and the Knder Preference Record
(Vocational) . SCAT scores werc not available for interprctation to
the trainecs; these will be used by the staff for research on the
composition of the trainec group. Both the Strcag Vocational Interen:
Blank and the Kuder Preference Record were intcrpreted within small
groups of trainccs by one of the staff members, In addition cach
enrollee completed before beginning the pre-service training a Job
Description (Appendix H) indicating the extent to which she felt her
job as an aide would be related to several different groups of poople
and materials; at the end of the training period each trainee com-
pleted the same Job Description again,

Discussiong between each aide and her supervisor were conducted
by the staff member who will follow-up the aide. The staff member
was responsible for completing the Interview Form (Appendix W). Where
more than one aide will be employed by a supervisor, onec mecting was
held with the supervisor, onc or more staff members and the aides in-
volved,

Daily trainee evaluations of the program {(Appendix S) as well
as daily staff evaluations (Appendix T) were routinely written at
the close of the day., The trainces' Final Evaluation Form (Appendix U}
was completed immediately prior to the closing ceremonics. Thesc
cercmonics took the form of a lunchecon after which Mr, James Bradley
spoke to the group and certificates (Appendix X) were awarded by the
Project Dircctor and Mr, Bradley.
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PERSONNEL: Mr. Arthur L, Leland, Project Dircctor

Mrs. Billic Howes, Staff Member

Mrs, Marilyn Singer, Staff Member

Mr. Leco Vigneault, Staff Member

Dr. Ronald Fredrickson, Staff Member and

Mr. James Bradley, Massachusctts Department of Zducation.
FACILITIES AND KQUIPMENT: The facilitics and cquipment of an elemen
tary or sccondary school building are adequate for this unit, Thesc
will include space for large as well as small group prasentations
and discussions and for testing. Overhead projectors and blackboards

are optional items of equipment.
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CHAPTER IV

EVALUATION AND RECOMMENDATION

HUMAN RELATIONS

CLERICAL & LIBRARY SKILLS
LUDIO-VISUAL & GRAPHIC ARTS
SCHOOL CLIMATE

GUID4NCE OFF ICE ORGANIZATION
RESOURCE CENTER ORGANIZATION
EXPERIENCE

ADMINISTRATION
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OVERVIEW

The Daily Evaluation Form served as an ongoing control for the
total program. (4ppendix 8) The trainces were requested to indicate
those activities which had proven most valuablc that day as well as
those activities which had proven to be of least valuz that day. A
resume of each day is included in the following chart, with the numbers
in the parentheses indicating the number of trainces (out of 18) who
considered cach activity to be of the most valuc for each day.

The Daily Rating figure was compilcd from the average of ell
ratings given to cach day, with ecach trainee having rated cach day on
a scale of one to five. Following this chart 1s a compilation of rep-
resentative remarks taken from the Evaluation Forms cach day, as they
relate to the various areas of the program: Human Relations; Clcerical;
Audio~Visgual; School Climate; Guidance; Resource Center; Expericnce;
Administration.

Following the compilation of reprusentative remarks, cach arca of
the program is ’nvestigated in some depth, with appropriate cvaluation

and recommendations being included for cach of the eizht arecas.
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DAILY COMPILATION OF '"MOST VALUABLE"

Daily
Day Rating
1  Atron Gentry (10), Staff orientation (7), Films (9) 416
2 Mr. Fitzgerald (12), Mrs. Sherman (5), Clerical (5),
AV. (4) L.43
3 Microteaching (15), I.L.S. (4) 4,66
4  h.V. (10), Microteaching (9) 4.52

5 Microteaching (7), 4.V. (5), Discussion with students (4) 4.57

6 Speech (7), Graphics (7), Resource (6) 4.75
7 No choice 4033
8 Strength Training (16), Graphics (5), Speech (3) 4.88
9 Guidance Center (12), Speech (2) 3.88
10 Strength Training (11), Speech (8), Graphics (3) 4o?25
11 No choice 4,05
12 Open Labs (8), Small Group Discussion 4s13

13  Resource Center (6), Guidance Center (6), Data

Processing (3) b4ol7
14 Library Skills (6), Guidance (5), Staff Relations (2) b4o27

15 Library Skills (15), Strong Voc. Interest (5), Ethics (5) 5.00




REPRESENTATIVE COMMENTS

A. HUMAN RELATIONS

lst day - only one negative comment. It concerned ''feedback',
"correcting our errors', 'gave me more confidence than I thought I
had" One trainece felt session 'was worthwhile!" but wondered if it
"was necessary'

3rd day Microteaching 'We more than exhausted it" '"Actual con-
tacts with the children was very helpful"

Black and White Day ''most intecresting. eye opening, mind open-
ing, soul sgearching and exhausting, a great program.' '"Although I
do not agree with everything I heard today. 1 feel it was a most
valuable experience” TFive trainees found morning section of program
least valuable. '"Up setting" '"He should have answered our questions'

Strength Training "I will use all that information'" ''gave us a
boast! "Mr. Samuels was great" '"a very relaxed, realistic presente-
tion"

2nd presentation 'more useful, also not as entertaining' 'not as
well as other day"

Small Group Discussion ‘'more relaxed with the students" Two
negative comments, 'most difficult and most frustrating"

B. CLERICAL

lst day megative reaction (4 least helpful). 5 positive comments
the 2nd day. 3 negative comments on the 4th day.

5th day "Today I'm happy to announce I don't hate clerical any-
more - I typed 20 1/5 wpm today!"

Occassional negative comment usually based on individual's dig-
like of clerical duties.

Library lst day - '"would have liked to be in library" Immediate
enthusiasm when '"on the spot'" '"Getting the inside 'dope' on the
library and its functions - and being able to poke."

Ce AoVo

Most valuable experience on &4th day mentioned value of instruction
booklet. "Small group for instructions in A.V. lab better than entirc
groupe. '

D. SCHOOL CLIMATE

Atron Gentry's discussion "most helpful" first day 12 found Mro
Fitzgerald's talk most valuable. "Mrs. Sherman's discussion'
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Ethics '"very stimulating and gave us something to take home with
us,"

E. GUIDANCE
"T wish more people had a person like Miss Fillmore to advise

them." '"Trip to High School Guidance Center very well presented and
informative."

F. RESOURCE

"The curriculum specialists were most valuable; especially working
with them this afternoon was most stimulating"

Resource Discussion - '"Finding out what specific responsibilities
in Resource Center will be"

G, EXPERIENCE

High interest in I.L.S., but disappointment when machine failed
to function.

Noon hour movies well=received with one exception.

H. ADMINISTRATION

felt importance of aide program
Orientation - staff interest in each person
no condescending, no lecturing

Testing - Nine negative comments, 2nd day 'disliked'" "I hate
testg"

Those who participated in employer interviews found them most
helpful.
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The trainees Final Evaluation Form (Appendix U) was filled out
immediately prior to the final ceremony of the program. The answers
given on this form were compiled to give an overall description of the
program as seen by the trainces.

The first ten questions were rated on the bagis of weighted re-
sporises, with a "5" being the highest rating for each question. The

average response for each question was as follows:

Question Average Rating
l. Did program meet needs? 4o 70
2. Usefullnegs of training? bob7
3. Were teaching methods liked? 4,88
4o Staff casy to understand? 4.82
5. Vigiting speakers easy to understand? b4o41
6. Excited about program? 4,82
7. Overall evaluation? 4,75
8. Overall evaluation of facilities? 4o64
9. Overall evaluation of visiting speakers? 4029
10. Overall evaluation of staff members? 5.00

The remaining questions on the form have been ranked according to
the number of responses given to the various items included, and per-

tinent comments have been recorded. This compilation follows on next

pageo
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Final Evaluation (Aides)

11. Most valuable aspects # responses
A.V. Labs 11
Speech 6
Guidance 6
Resource Labs 5
Graphics 5
Micro-teaching 5
Speakers 4
Human Relations 4
Typing 4
Working w/children 2
Strength Training 2
Library Workshop o 2

"Wbﬁﬁﬁﬁabs“vwd - 1

Comments:

"feel able to be real part of the school system"

"Role as aide is more clearly defined in my own mind"

"meeting people I will be working with and seeing where I will work¥"
"having help always at hand"

"the formal introduction to subjects followed by workshops. The scope
and variety of subjects were most beneficial'

"most valuable was everything in entire program. Staff so human and
kind."

"Being able to communicate with people who listened to me. Also the
staff spoke to us in such a manner that there was no problem under-
standing."

ion in most modern medias which I'm sure

"Tremendoug exposure to educati
we would not have encountered."

afs

% An overall feeling of knowing something about the resource center
before I actually start working.
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2. Least helpful aspects # responses

Cuidance 2
Regource 2
"Not enough time allowed to do everything" 2
Alienated Youth 1
Black/White Discugsion Group 1
Films 1
E "Meeting in rooms without windows' 1
Clerical 1

Comments:

"I would have liked it if we had had a chance to discuss (a time set
aside) among our group our feelings about speakers and what they had
...ko aay such as Dr. Cortada.'

"I wish I might have been excused from training already acquired
(Clerical)oooo”

"Perhape the certificate could be changed, therefore, allowing us to
concentrate more on our own field."

"A winter meeting would be nice."

"Slight undercurrent of confusion about use of rooms, time, etc.'

13. Problems in attending # responses
Travel 4
Leaving family alone 2
Getting time off work 1
Rides to class 1
Pencils 1
Financial 1
Prefer at night or % day 1
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14, How would you change the program to make it more beneficial
Bt LIt et Sipys romma v erdytn £ g vrgwn S -l S PN ian RO BRI M S PR et gy 1 M-St e L g
to persons guch as yourselZ{  (# responses)

o

Add more time, to be used in a variety of ways 13

More groups - discuseiom, instruction b
Pre-check clerical 2
Reduce length of day and/or program 1
More specifically oriented training 1
More employer contact 1
Lights 1
Labs a.m. =l
Older children for Guidance Office 1
More outline of program 1

Comments:
"Flash good; variety between active/listening"

"Pass on the positives to our local school dept. so that more
people can and will be encouraged to attend.'

"Felt rushed first 2 weeks'

15. Individually-~how changed? # responses
Confidence~~ready for my job 10
Deeper awareness & appreciation for aims and
goals of administration and teachers, and 7
students
Increased self-awareness 3
More tolerant 2
Anxious to learn more 2
Different outlook on life 1

Rewarding to be able to absorb so much in

three weeks 1
Wiser 1
Happy to see peers in program 1
More professional 1
Better person 1
Increased knowledge of Resource Centers 1
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16.

17.

Want for In-Service

# responses

No comment or don't know 4
More info -~ Guidance 3
More info -~ bulletin boards 2
More Human Relationa 2
More info -~ College and Occupational 1
More info 1
Employer -- employee ciscugcion w/staff 1
Newslctters 1
More work with students 1
More Micro~teaching 1
Longer time on one aspect 1
Shared experiences 1
"Rapp sessionc" for those who don't have contact

with minorities. 1
Books, catalogs, kite 1
Info follow-up opportunities in field 1
Info re other towns’ use and training of aides 1

Additional commentec

Attitude of staff - favorable
Thoroughness of program ~ favorable
Contine program

Staff and/or round-robin letter

Bring students from ghetto -~ paid
More public relations toward taxpayers
Elementary school focus

Not shorter day

# responscs

6

A

"Time factor didn't permit one to be relaxed."
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HUMAN_RELATIONS

EVALUATION: Twenty-five percent (27 hours) of the training program was
devoted to human relations training. This was the largest block of
time allotted to any particular area. Human relations skills were

viewed as the common denominator for gpecific skills in a guidance

office or a resource center and a firm beginning for inservice training.

The training program was organized to provide a variety of content
and utilize different methods each day. At the end of each day students
were asked to indicate their evaluation of the training experience. On
a five point scale, the aide trainees rated the program consistently

high in all three weeks. Their ratings renged from 3.88 to 4.88 with a

mean of 4.36. The aides were also asked what had been the '"most valuable!

to them that day. A total of 247 anide~ratings were awarded to some

activity as being '"most valuable.' Human relations experiences pro-~
viding 25 percent of the curriculum received 38 percent of the "most
valuable" retings.

The amount of time spent on human relations seemed minimal. The
personncl involved carried out their tasks as prescribed and most of
the aides achieved the objectives as originally established. Pre-
liminary evaluations by the staff had indicated the need to expand
speech, which was done without difficulty. Noticeable differecnces were
observed in aide interaction among themgelves and with the staff asg
gspecific human relations skills were gained. They 'seemed anxious to
try them out,

There is need to be aware that too heavy a dose of human relationc
in one concentrated period is not wise. One day had been devoted to

the study of race relations - a highly emotional laden topic. Trainee

.07~
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reaction suggested that it chould have been gpread out over two days
with more time to integrate what they had experienced and learned.

The lecture on Black Power given by Professor Cortada was also
attended by building teachers, graduate students, and community guests.
These additional 15 people may have inhibited the anides from asking
questions which was their usual custom. The aides reacted differently
to the Black and White interaction groups and their leaders. Basically,
they Qefe negative showt the epca ended approach taken by one leader
who would arouse feelings in others but not state his own feelingo.
While many aides felt uncomfortable, it was a dramatic and effective
experience.

On Black and White Day the aides' comments included such stote-
ments as: '"most interesting, eye opening, mind opening, soul gearching
and exhausting, a great program.' ''Although I do not agree with every~
thing I heard today, I feel it was a most valuable experience.' Five
of the trainees found the interaction groups as least voluable and
"upsetting'.

The aides seemed to profit and enjoy contact with students where
they could test reality of their new skills and gain greatly neceded
gself-confidence. The five-minute video taping for replay was suffi-
cient time to make evaluations. The micro-teaching sessions were a
beneficial culmination to the micro-teaching counseling clinic and thu
three skills taught.

It was difficult to see strength training as separate from the
strength trainer Joseph Samuels. The aides were spellbound the first
day by his presence, his humor, his sense of timing, his innovative
approach and uge of personal demonstration and role playing. Even
through his classroom critical incidents revolved around ghetto schools

and classroom teachers, the experience was generalizeable to aides,
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The aides commented, "It gave me a boost.'" Mr. Samuels was great.'
Fifteen to eighteen is o maximum size for a strength training group.
The aides seemed to gain confidence as various 'crutches" were discusse
and they began to trust more of their initial reactions to situations.
Trainee reaction to the speech training was positive. The instructoe:
was able to see appreciable improvement in sixteen of the trainzes. The
other two improved less noticeanhly because their speech skille were
quite effective before training. The only negative reaction concerned

the need for more time,

RECOMMENDATIONS: The following recommendations are made for revision
of the human relations part of the Level I aide training program.
lo More time should be spent by aides working with secondary
school students. It would be better to hire and train students
so that they would be more discriminating in their evaluations of
aides in micro-teaching, small group leadership and speech. 4
different more explanatory form should be developed for student
evaluation,
2. 4 specific form should be developed for staff use in evaluating
aide performance in human relations activities.
3. The unit on Small Group Leadership should be combined with
speech and the objectives revised. Persuasive ability should be
a level II skill for aides. The ability to collect information
and record it in a small group can be incorporated into speech
classes. The ability to ask open-ended questions can also be
included with speech.
4, The Black and White interaction groups should be followed as

soon as possible by small group meetings with regular staff members
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go that aides could work out some of their personal questions and
frustrations.

5. Strength training would be more realistic if critical incidents
were focused on aides and their probable experiences. lLevel II aides
will need more time for strength training than level I rides.

6. More time should be included in the curriculum for speech and
individual counseling as needed,

7. It is recommended that the speech section of training be continucd
in the same basic pattern. It might be well to include the training in
small group discussion as the final unit in this training unit. When

approached as o separate eniity, it was more forbidding than nccesgsarw.

CLERICAL SKILLS 4ND LIBRARY SKILLS

(Clerical Skills)

EVALUATION: Trainees did not show a great amount of enthusiasm for tl..
training in clerical skills, but accepted it as a necessary part of th-’
program. They showed positive reaction upon reaching certain goals,
such as speed tests. Greatest intercst was indicated when typing
skills related directly to other training units, such as typing of
library cards.
RECOMMENDATIONS: The instructor, Mrs. Heffley, felt that two-hour
labs were more successful than units of one hour. Perbaps there should
be more opportunity for accomplished typiste to '"test out! of the
program and elect study in arecas of less experience, i.,ec. resource
materials or graphics,

(Library Skills)
EVALUATION: Trainee reaction showed a much greater response to the
second day of training which involved actual experience with the libra--

as opposed to discussion of materials and processes. Trainees indic.?
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a lack of familiarity with basic reference materials as well as the
organization of the library in a school.

RECOMMENDATIONS: This area of treining should be expanded. Since the
1ibrary.%§ the bacic learning center of aﬁy scﬁooi,'it is of first
importance that aides know basgic library organization and reference

materials. /fis much as poseible this expanded troining should be in

terms of workshop experience in a multi-media library or libraries.

Co AUDIO-VISUAL 4ND GRLPHIC LRTS

({udio-visual)

|
|

|

t EVALUATION: Trainees enjoyed working with the equipment and found the
' training interesting. Some initial uneasiness over machine operation
| wag soon overcome. ITrainees felt gsome disappointment in their lack of
time to practice the use of 4V equipment.

RECOMMENDATIONS: Both instructor and staff felt that it would be more

satisfactory to teach the usc of fewer machines with greater opportunity

for practice and mastcry of those taught.

(G;aphi; Lrts)
EVALUATION: Trainees were enthused about graphic treining. Both
ingtructor and trainees felt a need for more time. The instructor felt
that there was too little time for practice sessions.
RECOMMENDATIONS: Trainees were enthused about graphic training.
| Both instructor and trainees felt a nced for more time, ond adequate

allowance must be made for the practice and mastery of the various gkill: .
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D.SCHOOL CLIMATE

EVALUATION: The aides' response to this unit was generally very favor-

e
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able as evidenced by béggwthe daily and final evaluation sheets. It
seemed especially valuable to them to have heard Mr. Fitzgerald's
comments so early in the program. Although it wac favorably received,
the presentation on Data Processing did not receive so many comments a6
other presentations hade

Staff reaction to the unit was very good. Mrs. Sherman in her
role as Resource Center 4Lide served as a model to the trainees, and the
staff considers this a valuable feature of the program. The area of
relationships with professionals in the school system is an important
one which should be retained in the program; the discussions of ethics
and confidentiality is of similar importance.

Mr. Leland's presentation on 'Student Management'' was well received
by the trainees; staff members observed several instances of trainees’
relating Mr. Leland's questions and comments back to an earlier part of
the program (Strenmgth Training). The same 'tying-together" of ideas
previously presented by Mr. Fitzgerald was noted during Dr. Fredrickson'e

discussion of ethics and confidentiality. The staff recommends that the

program continue to offer opportunities for blending and melding the

different speakers' comments.

| RECOMMENDATIONS: The staff recommends keeping in the program a pre-
sentation on Data Processing and its implications. In addition, the
staff recommends that those level I trainees who are already proficient
in the clerical skills be given an opportunity to learn some of the

Data Processing Skills, e.g. key punching.
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GUIDANCE OFFICE'ORQANIQATION,W,WMW e
E&LLUATION 4ND RECOMMENDATIONS: Critical evaluation by trainees con-
cerning time allotment to various activities revealed that a lack of
gufficient time was a criticiosm common to most arens of the program.
Comments of this type directed at the guidence area, as expresgsed by tu
trainees, were 'mot enough time" "had a feeling of being rushed" '"had

a senee of not completing work'". It was generally recommended that
approximately three more hours be added to guidance activities; howevel,
there should be a re-evaluation of expectancies to determine a more

realistic assessment ag to how much content should be attempted.

There is some question as to attempting to convey too much information

for the trainees to absorb in a three-week program. 4 further recommen=-
dation was to consider grouping guidance periods, thus alliowing more

follow-through in activities through extended time sequences.

In terms of providing experiences for aides with students being

-

pregsent, it was suggested much of the time increase alloted would be 5
devoted to this similation activity. It was further recommended that
students be selected from high school age levels and that they be
selected in such a way that they would provide various experiences for
the aide i.e. several students hoping to go on to different types of
colleges, different types of nursing programs, several wanting the arme..
forces or going directly to work etc. It would also be recommended
that a similar format be used for the junior high school guidance office
experience for aides training for that level.
If two different buildings are to be used in future sessions,

gsome thought will have to be given to the daily schedule, blocking out

gufficient quantities of time to eliminate loss due to traveling between
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buildings. Scheduled activities tend to get ''cut short' to accomodate
traveling between buildings. If possible, we may consider moving all
necessary equipment and materials to the junior high building for the
duration of the program.

In evaluating the quality of exposure and experience to occupational
information, the formal presentations were very satisfactory. In the
area of dealing directly with the materials in the occupational area
the trainees were quite limited because of inadequate provisions for
this area. It is recommended that this area be reviewed carefully
and that more detailed planning be made to provide more adequate
techniques and materials for involving aides more broadly and directly

with occupational materials.

RESQURCE CENTER

EVALUATION: Trainees were able to demonstrate effective use of
materials in a resource center using a basic structure of organization.
They showed enthusiasm andvggked knowledgeable questions about materials
and methods of implementation. Negative reaction was concerned again
with a desire for more time in order to achieve a higher degree of
familiarity with available materials. Trainees expressed interest in
their discussions with members of the school teaching staff concerning
use of resource centers in various subject matter fields.
RECOMMENDATIONS: The students selected for this part of the training

should be of junior high age or older. Elementary students bring a

e,
ot e
R,

. different approach to resource materials which, although perfectly
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materials. In that section of training with subject matter teachers in
use of resource materials, the original presentations could be elimi-
nated, because such information was covered more effectively in the

small group discussiongs

EXPERIENCE

EVALUATION: The experience units, being primarily in the realm of
demonstration, do not as readily lend themselves to evaluation as do
those areas involving active trainee participation. Trainee response
to evaluate the demonstrations seen indicated they were generally
impressed with what they obssrved and could see the applicability to
the educational process.

RECOMMENDATIONS: The practice of showing films during the noon hour
appeared to be readily acceptable to the trainees during the fifst
week of the training session, and attendance was very good, Thereafter
the trainees evidenced a felt need for a definite break at the lunch
hour. It was felt by the staff that the highly concentrated nature of
the training program made such a break highly desireable. Future
training programs should plan to utilize the lunch hour for specific

activities intermittantly, if at all.

ADMINISTRATION

EVALUATION AND RECOMMENDATIONS: The trainees' initial and on-going
orientation to the training program was perceived by them as Very good.

The newspaper "Flash" was an excellent device.for communicating both

routine and special announcements; the trainees as a group look forward
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to each daily issue. Staff reaction to the orientation program was good;
the high level of interest and enthusiasm among the trainee group in- *
creased the staff's enthusiasm to the mutual benefit of each group.

Those few supervisors who attended their orientation program were
favorable in their comments about the training program. The staff
recognizes the difficulty of getting these professionals to attend; §
pressures of work and distence are contributing factors in some cases;
in others the supervisors were on vacation and did not send another
person from their system. The trainees who met individually with theix
supervisor and a staff member expressed the conviction that this was ¢
most helpful experience for them.

~The staff recommende that the professionals be contracted for one

day in training - that each present a statement to staff and trainee
group of the aide's position in his school - and that each be paid for
attending.

Testing was negatively received by the enrollees; nine of them
commented negatively on the daily evaluation. The staff recognizes
that the infavorable comments stemmed almost entirely from the admin=- ‘k

istration of the SCAT Form lA; the terms and questions used in this

e e i T

test were very different from those given when most of the trainee
group was in school, and that this form of the test - although it
seemed appropriate to the group in terms of educational level and the
adult norms available - in reality was not well-suited to the group.

The staff recommends that the Differential Aptitude Test Battery might ... . ..o 8

o
st bt st
e st R A

be a more appropriate instrument. The sLaff does not recommend dis-
continuing the testing because of the research material available from

it and because the traineces' experience in being tested makes them morc
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aware of the students'! feelings in 2o testing situation; both the Strong
Vocational Interest Blank and the Kuder Preference Record (Vocational)
were comfortable experiencec for fthe trainees.

The closing ceremoniesc were o highlight of the entire training
program. The comments from the trainees about the luncheon and the
presentation of certificates were very favorable and, in come cases,

quite emotional. The staff feels that removing the closing ceremonies

from the school building was appropriate and that this format for these

ceremonies be continued.

There were many advantages to the program in the facilities and
equipment of the new building. The variety of materials with which
the trainees could work offered opportunities for their exploration
into many areas. There were disadvantages connected with the new
building, too; for example, the lights were not yet turned on when the
trainees arrived the first day. The general air of not-yet-moved-in
was also seen as a disadvantage by the staff.

For this year's training program it would not have been possible
to schedule it at an earlier time in the summer because the building
was not completed. For another year, the staff recommends that the
program begin for the trainees on the Monday following the Fourth of
July holiday. In this way obstacles can be overcome: (a) the train-
ing period will not cut across calendar months; (b) the end-of-summer

return to school by teachers busy preparing for the school yggruwillwﬂ
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be avoided.

4n important recommendation concerns the time allotment to the
staff members for the preparation, presentation and evaluation of the
program. The staff spent considerably more time thaon the budgeted
amount in preparation of the program, especially during the weeks
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immediately preceding end following the actual training session.

A opecific example of the cituetion is illustrated by the director.
He was programmed for a total of ten work-~days prior to the intengive
pre~session week. The director kept specific records of time spent
on the project from the date of funding through the twelth of June.
During that period he logged a total of 108 hours, congsiderabl more
than the alloted ten days. Specific times were not recorded after the
twelth of June, but it is o point of record that the director had only
three days between June 27 and July 21 in which he did not spend any
time working on details of the program. A very conservative egtimate
would add another twenty five hours of work to the total for thig
period of time.

The entire staff experienced a similar demand on their time
throughout the planning period. /4 model of time requirements ic pre~
sented on the final page of this chapter. This model hae been devel-
oped from the experience of the staff, and indicates the time allotment
felt necessary to successfully implement this training program. In-
cluded in the model is an indication of the time requircements for four
separate time periods: 1. Preparation time during the school year;

2. Intensive preparation immediately prior to the training session;
3. The training session; 4. The post—trainingﬂintensive work period
for the description and evaluation of the training program.

In-service visitations by members of the project staff have served
to emphasize the desirability of attendance by local school personnel
at the summer training session. Situations have been noted within
local school systems where ignorance by one or more key personnel of
the role of the aide has resulted in misunderstanding and loss of job

efficiency. It is further noted that key personnel from only two
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systems (out of nine) accepted the invitation to attend a day's program
planned specifically around the attendance of such personnel.

It is strongly urged that the payment of a consultant fee to thes-
personnel be authorized, to compensate for the time which they spend
and (more importantly) for the information which they bring to the aide
trainee and program staff alike. Payment of a consultent fee should euw
able this program to obtain the services of many more local school per-
sonnel, thus increasing the chances of success of the training program

through increased underatanding of the aides' role in education.
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WEST IRONDEQUOIT CENTRAL SCHOOL DISTRICT
370 Cooper Road
Rochester, New York 14617
Telephone: (716) 342-5500

August 19, 1969

Me . Arthur Leland, Director

Training Program for Support Personnel
Amherst~Pelham Public Schools

Chestnut Street

Arherst, Massachusetts 01002

Deoar Art:

I would like to take this opportunity to offer my reactions
regarding your training program for support personnel in
guidance and in resource centers. My perceptions arc basged

on a review of Dr. Frederickson's (sic) document for prospective
ragks and levels of responsibility for support personncl in
guidance, an analysis of your program proposal, and on my
recent vigitation to your training site.

During my vicit, I was able to tour your facilities, examine
training materials and equipment, and interview cach staff
member as well as conduct a group intcrvicw with a number of
trainecs.

May we begin by examining the cmotional climate or feeling
tone of the program, It became apparcnt to me that a sup-
portive climate had been entablished by the staff which was
pervagive throughout the institute and greatly facilitated

the entire program. The typical anxiety which is so preva-
lent in most concentrated programs secmed largely abgent.

The enrollees did have anxieties prior to and during the early
course of the program, but the supportive attitude of the staff
served to extingu’sh much of the threat. The trainees felt
that the staff really carcd and the program was designed for
them. The absence of comparative evaluation and the presence
of sincere help did much to reduce the threat and free the
trainees for the process of occupational development.

The attitude of the staff toward the students was fostered
during the many months of program planning. Your procedures
for program development facilitated the process nf gtaff inter-
action, integration, and maturation, Staff needs were met
through their positive involvement with students and not at
their expense. In essence the quality of your gtaff, func-
tioning as a whole, was outstanding. They acted like and were
perceived as helpers.

~COPY~
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Mr. Leland
8/19/69
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The faeilities and cquipment were certainly impressive. The
opportunity to operate your program in a new building reflects
the interest and suppotf: of the school district board members
and a’ministrators. The availability of a wide range of
clerical and audic-visual equipment was another facilitating
factor.,

I would encourage you to retaln your selection procedures in-
cluding the necessary commitment from the support person’s
prospective superintendent, Your selectlon process was "open'
but did contain some of the guidelines provided by the
Dictionary of Occupationmal Titles. You do have the cssential
selection variablep identified; a wide variety of individual
differences can be accommodsted within your selection limits.
You will have opportunity to confirm or modify your selection
process ag you elicit reactions regarding strengths and
limitations of the support personrcl from their field super-
visors.

Any corments which you receive from school district people who
supervise support parsonnel during the coming year should be
interpreted within the socinl context of the school system.

As you develop data from the districts, be extremely careful

in drawlng categorical conclusions. Ve should always renmember
that each person has multipotentiality, and each occupation

can assimilate a wide variety of individuals. Your program is
seen by the trainces as the means for maximizing their develop~
ment and attaining a position which heretofore was unattainable.-

The system which was developed and maintained concerning trainee
feedback was excellent though probably cgo-deflating for the
gtaff at times. It is rare that students are offered the op-
portunity to react to their educational experiences on a daily
basis.. While the reaction sheets were overwhelmingly positive,-
the chance to be heard and ccnsidered was a healthy experience.
Educationally, the staff received the necessary cues from the
consumers so that the program could be constantly guided by the
needs and characteristies of the trainees, I am sure that this
procedure greatly contributed to the absence of unhealthy frus-
tration by the enrollees.

Another rarity was the willingnoss of the staff to observe each
other -and offer reactions to presentations by their peers. This
procedure, like the student reaction sheets, provided another
meagure of 'quality control."

The trainees felt satisfied with all aspeects of theiryeducational
experiences. Two items of pogitive eriticism which they offered

~COPY~
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Mr. Leland
8/19/69 (3)

were: 1) an oppertunity tn pee the’s wevl throu.. to a greater
state of ccmletirn, and 27 ocreater Zucividualization of learning
experiences. Thoy £21% thet an~-ther coigonde 7as Dlocked for them
before the current onc wes com Loted,  “evhepo the gsehedule could
be liberalirad in the fvowr-c, Tha oh-v wechlen "2 the constant
challenge of Induvidualiizins th: ode . tioaal prosiam to meet the
needs and goals of the Lo 'ﬁ?r. L et rainl that the completion
of an inctrument which woull contafin » dutailed snnlysis of the
trainec's occupational str.npths, limitations, o | goals would

serve ac a pulde “n adaptiuay specific "'“ch of hn program to

the trainec. I w-~uld cirive for >r ~tn. Grfiferentintion between
the speclfio *’a.nxno scper ants of the g"'mﬂu“c aiooe and resource
center aldes. hW'le the Lozl Can nrwgh t 1s oricnted toward

minimal entry capabilitices somc fp~w~;i; chill attainment will
be anticipated by the supervici-, puelr2eacional. Yeur progress
sheets for gkill Javelopment ware grod, but T am gsupgesting a
broader sct of expericny:s, parcicularly for the guldance aildes.

Inclusion of topics on strenpgth development, micro-~teaching, and

human relations wnre well zeecived nnd bnlunocd =he concentration
on a~v and clerical gkills.

I wonder if the very diffusenccs of the training program increased
the trainces' connurns regarding tbmi" future emoloyment? I would
recommend the incingion of integrative seminaws or discussion
groups. Staff and trainees, together. necd to explore the rele-
ance of the educational expceriences and attempt to inccorporate
them into a meaningful whole. Time should be periodically get
aside to look at what is happening awd Zts pergonal significance.
These discussion groups would encourage the traineces to voice their
concerns, but in a less structurad manner.

The major tasks for the forthcoming vear will be role implemen-
tation and inserv.ce development., The trainees will be moving from
a highly controlled and reluztively safe envircument to the realities
of the public school with all of its hierarchical problems and role
conflicts. The training staff will be challenged to provide the
critical and objective third-party parcention in the resolution

of conflicts between the support person and involved school staff.
The operational goal at stake is the psychological compatibility
between the aide and professional., This goal can be fostered
through a genuine willingness to test the concept of support per-
sonnel by both the aide and professional. Members of the training
staff can encourage the aide and professional by constantly em-
phasizing the educational intent of cupport personnel. The inter-
actional process between counsclor and aide as described in our
Counselor Assistant Projeet Report could be of agsistance in re-
solving the problems of professional~aide compatiibility and

mutual role development. I would recommend bi-weekly visits to

the schools by the training staff at lenst for the first three
months., Tha aid~r i71L ba fn a velnepavle position and help will
be needed by most if not all,

~-COPY~
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Mr. Leland
8/19/69 (4)

Your proposed inservice program should be flexible enough to meet
the needs of the aides and involved professionals as they emerge.,
Ideally, these sessions would be attended by both the aide and her
professional colleague. Some stipend plus expenses should be
prov.ded for both individuals 1f the program is not conducted on
school time. Reactions from the aides and professionals should be
sought and used in program planning.

In summary, I feel that your program was well-designed and im~
plemented, I would encrurage you to seek funding during each of
the next two years so that the trainees may progress through
Levels Two and Three. Programs like yours will increase the
educational opportunitics for pupils through a more cffective use
of professional fime and the availability of service through
support personncl. The attained well-being and anticipated job
satisfaction by the trainees 1s in keeping with our democratic
concept of equal opportunity for all of our citizens.

1f any further clarification is nceded, please contact me.

S8incerely,

MS:ak Mitchell Salim, Coordinator
Pupil Personnel Services
CC Dr. Ronald Frederickson

~COPY~
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AIDE-TRAINING PROGRAM: TIME REGUIREMENTS

(FOR PE-SERVICE FROGRALD

Admin 20 days
Tine 15 days
Total 10 days |
50 davye 5 daye
School Year  Surmexr Trahing Post-Training
Piep. Prep.,  Session Dosc. & Ewval,
STLFF 729 days
TIIE 15 days JE—
Total 19 days
45 days 5 days
{
School Yuoar Summer  Traindng Poge-Training
Prep. Prop. Scssion Desc. and Eval.

NOTE: The time requirements for the In-servieo portion of this training
progran vill Le investigated throughout the year, and recomendations will
be mads in June 1970 fotr that portion of tho programn,
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PROSPECTUS

L. COVERVIEW

LI, FOLLOW-UP VISITS
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INSERVIOE TRAINING PROSPECTUS

The inservice section of this EPLA training nroject: was developed

the following assump

10,

ions,

r-\

The aide will contribute to the accomplishment of the school

O
e

objectlves, if seen as a member of the guidance or ingZruc-

Fy

The alde and her profesgsional supervigor are the major nersons

by

in the inservice fraining and have equal responsibilicy o

participate in 1%,
¥
The beginning days on the job will be crucial for the aide

-

so that inservice training mus: begin as soon ac possible

after the work begins,

Immediaze needs for skills and inowledge should be given high
pﬁiority oniindividual basis or through group workshons.
Continuity should be maintained beiween preservice and inservice
”?awnlna so that an individualized training can be Ffollowed

and ;he‘ai35 iéuabié:t6‘see the relationship

The aide and her supervisog should be solicited for feedback for
future aide preserviée training nrojects,

The aida7s‘ﬁole is a developing one and canﬁot be viewed as s:tatic.
Role delineations of professional staff will be influenced by
the imtrodu;tion of aides and must be studied and modified,
Studert reéction attributed to aide performance is an essential
variable iﬁ inservice training and evaluation,

* 4
Inservice training should emphasize experiential methodology and

include opportunity for self-evaluation.

VO i

i
i




As a three year project, inservice training activities provide
a major source of information for improvement of future preservice
training sessions, Aides are a recent innovation in schools and
efforts will be made in the inservice training contacts to resolve
problems both in terms of aide competence and in human relations.

The ultimate purpose of the aide training project is to facilitate

through field visitations, inservice workshops, and dissemination

et

projects the effective performance of Level I tasks by the zide as .

perceived by students, teachers, school counselors, and school

B

administrators,
The remaining part of this chapter will discuss in more detail
the major activities included in inservice training,

IT., FOLLOW-UR VISITS

Each staff member will make zt lesst two follow-up visits ¢

the trainee at her school. The first of these visits will trke place
during September, 1969; the second visit will be scheduled according to
the needs expressed during the first visit end during the In-Service
worlshops. Iore than two visits to az achool site may be undertaken
at the discretion of the stzff member.

.

On each of these visits the stzff member will interview the

trainee and her supervisor separately and then jointly., The staff

member will be responsible for completing the Follow-Up Interview

Form (Appendix gg ). This interview form was designed to meke resdily
apparent the differences in the perceptions of the zide znd her super=
visor about her position; the staff member will heve noted the dis-
crepancies in the individual interviews and will use them (with the

arcas of agreement) as a basis for the joint interview, During the
(& J [
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visits the staff members may make videotzpe recordines or 35mm,
slides of the zide on the job to be used in future training PrOg Y ams
or in dissemination of information sbout this project to others--~
press, professionsgls, prospective aide-trainees, etc,

The purpose of the follow-up visits is Five-fold: (1) to
provide support for the aide in this new position; (2) to eveluate
further the pre-service training in order to moke those modifications
which will improve the trzining of level 1 zides in & future YEAT;
(3) to bring to light those areas of training which need to be
stressed in the In-Service workshops; (4) to berin planning for
training these paraprofessionals for level II; and (5) to provide
support and assistasnce to the professional in his new role zs the
supervisor of zn aide,

ITI., WORKSHO?S

Three workshops will be presented with all trainees expected

rh

to be in attendance. The first of these workshons will occur on
Dctober 19, cond the second on November 22. The date of the thir
workshop will be determined by a muturl ncreement of the staffand
trainees,

The first workshop will have the primary objective of an

interplay of ideas cmons the trninees, The aides will have been on

the job for a period of time sufficient to have developed definite

opinions about the relevance of their summer training to the position
they hold, The aides will meet in small groups with the particular
st2ff member who has been working with each group, These group

sessions should provide support for the trainees and should cssist

the project stcff in developing the program for the second workshop,

e e P
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Idecs cenerated in the first workshop will also be combined

with the felt needs indieated by the zides durine the in-service
vigsitztions to further detarmine the prograim content for the
second workshop, The socond workshop will festure the attendance
of the vorious professionzl personnel who cre connected with the
aides at ench school system., It is honed that at least one »ro-

fessional from ezch system will be in ~ttend:mcc. This workshop

will foster increassed understsnding on the pzré of the professional
for the role of the eide in educstion, both within the snecific

school system ond within the cducstion-l field s a whole., Tiith

i

-3

this increased understending should come increesed efficicney o
the zides ~nd the beeinning of z rround swell o incrense the

numbers of zides in the cducationsl framework in school systems

throushout the state,
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PURPOSE

The primary objective of this program is the sup-
port of secondary school guidance and resource cen-
ters, through the training of aides who will assist indi-
vidual students with information and materials. With
this training, aides will be able to perform many vital,
but non-professional tasks to which guidance and
resource center professionals must otherwise devote
time and attention. Public, private, or parochial school
systems, by employing these aides, will benefit from
the contributions of professionals with more time for
activities which require professional training and
experience,

The 1969 program is designed to be the first of
three summer sessions, each intended to develop a
separate level of aide proficiency. Presentation of these
succeeding programs will depend upon EPDA funding
of separate proposals by this agency for fiscal years
1970 and 1971.

TRAINING PROGRAM

The training program is divided into two time
periods — the summer program and the in-service
sessions during the 1969-1970 school year. Faculty and
participants will work together in helping the trainee
gain Level I proficiency as guidance center and
resource center aides for public or private schools in

Massachusetts. Content of the training program
includes:

1. Human Relations Skills
a. Listening
b. Observing
c. Articulating

2. Clerical Skills
Letter writing
. Telephoning procedure
Typing and duplicating
. Filing
. Operating audiovisual equipment

N o

1]

3. Specific Guidance Office or Resource Center
Skills
a. Collecting and displaying of information
b. Using specialized terminology

c. Disseminating information

d. Recording student data

During one day of the summer program, the pros-
pective employer of each trainee will help to plan a
training program which fits the employing school and
the particular professional persons whom the aide will
be assisting. Employers (professionals) will also par-
ticipate with the aides in one of the Saturday in-serv-
ice sessions to be conducted by staff members during
the school year 1969-1970.

Staff members will follow the trainees with field
visits during the school year and will conduct special
Saturday sessions for aides and their employers.

The training program will use recent educational
techniques, including proficiency goal cards, an imme-
diate video feedback and response system, simulation
and ego-supportive group procedures. The participa-
tion of secondary school students will provide a
realistic environment in which the aides will function.
Each trainee will develop a bibliography and a list of
materials which can be used to establish or supple-
ment a resource center in his local school.

DATES AND HOURS

The summer program will run from July 28 -
August 15, 1969. Sessions will be scheduled daily
(Monday through Friday) from 8 am. to 4 p.m. In-
service follow-up training is a part of the program.
The dates for these Saturday sessions will be
announced at the end of the summer.




ELIGIBILITY

Local conditions should be of prime importance in
the selection of support personnel by the school dis-
trict. The judgment of the qualifications of an appli-
cant for this training program will depend largely
upon the recommendations of the employing schools.

Neither age nor sex wil! be a barrier in the selec-
tion of trainees. The general criteria to be met by the
potential para-professional aides include: intelligence,
verbal ability, clerical perception, interest in people
and a temperament suited to working comfortably in
the school situation.

Other guidelines for selection include the follow-
ing:

Recipients of this training must agree to under-
take subsequent employment as an aide (full or
part-time) and must show a commitment from
an employer.

»a

2. Recipients of the summer training must agree
to complete the in-service training sessions dur-
ing the school year.

3. Individuals presently employed as aides will not
be considered for training if employment con-
tinues in the same school system.

The applicant must list two persons as references.
The project director will contact the individuals listed,
requesting a letter of recommendation for the applicant.

The employing school system will forward the
application form, along with its statement of intent
to employ, to the project director.

REIMBURSEMENT FOR
EXPENSES

In some cases where the trainee must give up a
job in order to participate in this program, or where
this causes him a personal hardship, the trainee may
be reimbursed for some of the expenses entailed by
his participation (e.g. mileage, babysitters’ fees). Reim-
bursement will be determined on an individual basis.

LOCATION

Amherst is located in the Connecticut River Valley
approximately 7 miles northeast of Northampton (on
Route 9) and approximately 30 miles north of Spring-
field (Routes 91 and 9).

FACILITIES

The summer training sessions will be held in the
newly-completed Amherst-Pelham Regional Junior
High School. This building will be opened for its first
students in September, 1969. Trainees will use the six
specialized resource centers and the guidance office
which are an integral part of the program of this new
school.

Television and other recording devices are located
in a television studio in the building. Trainces will
learn to operate a wide variety of machines essential
to resource centers and guidance offices.

STAFF

The following will serve as full-time staff members
during the summer and the in-service training ses-
sions:

MR. ARTHUR L. LELAND, Project Director. Mr.
Leland is a Guidance Counselor in the Amherst-
Pelham Regional High School.

DR. RONALD H. FREDRICKSON, Associate Profes-
sor of Education, University of Massachusetts.

MRS. BILLIE MARIE HOWES, Director of Resource
Centers, Amherst-Pelham Regional Junior High
School.

MRS. MARILYN G. SINGER, Teacher-Counselor,
Ambherst-Pelham Elementary Schools.

MR. LEO VIGNEAULT, Guidance Counselor, Am-
herst-Pelham Regional High School.

In addition, there will be a full-time instructor in
business education, as well as consultants in the fields
of human relations, school curriculum and evaluation.
The consultants will be available on individually
arranged schedules.
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Appendix B
"J2W$ RELGASE: lassachusetts Training Program for Resource Center Aides
and Guidance Cehter Aides (under Public Law 90-35, Part B=2).

An unusual opportunity exiots in Massachusetts for any adult, regard-
less of school background, who is intetested in working with junior or
senior high school students. Afi intensive three-week training program
will be offered in Amheraf, Madéacﬁueéita, aimed at developing the skills
of anyone who will be cnhtering the education field as a resource center
alide or guidance center aide. The program will be free of charge to the
participante, and in some cases, remuneration for travel and other expenses
will be granted.

The Massachusetts Department of Education, with federal funds from
the Education Professions Development Act (E.P.D.A.), awarded the grant
for this project to the Amherst-Pelham Regional Schools, for the purpose
of training guidance center aides and resource center aides. This train-
ing will prepare individuals to assist coungelors and other professional
staff members within the secondary school setting.

The training program will be offered in the Amherst-Pelham Regional
Junior High School, and will run from July 28 through August 15. Any
individuals, with a position as an aide waiting for them in the Fall in
a school system in which they are not currently employed as an aide, are
eligible for this training. A total of thirty applicants will be accepted
in the program.

The program includes training in human relations skills such as
listening, observing and articulating, in clerical and audio-visual
gkills, and in those specific skills required in the guidance office or
resource center such as recording data, speciclized terminology and the
dessimination of information. The project is structured as a model for
fu'ure aide-training prograyg throughcut the state.

The program curriculum includes the presentations of consultants
from several specialized fields, workshops in audio-visual and clerical
skillg, "micro-teaching'" techniques, "strength'training' group sessions,
extensive usage of television, and a number of other selected training
activities.

Application forms from lccal school superintendents and secondary
principals are available throughout the state. Application forms, and
further information, are also available from the project director: Arthur
Lo Leland, Director, Support Personnel Training Program, Amherst-Pelham

Regional High School, Amherst, Massachusetts, 01002,




Appendix C

June 18, 1969

Mrs. John Doe
201 Main Street
Springdale, Mass. 01269

Dear Mrs. Doe:

This letter is to acknowledge receipt of your application
for attendance at our training program this summer. We are
most pleased to receive your application, and you will obtain
further information from us in the near future.

Please give each of your references one copy of the
enclosed form, with the stamped envelope, and ask them to
return the form to us at their earliest convenience. The
receipt of that form by us will be the final step in your
application for training. You will hear from us concerning
your acceptance within a few days after we receive the com-
pleted forms.

Please do not hesitate to contact me if you have any
questions not answered in the brochure.

Sincerely,

Arthur L. Leland
Project Director

cms
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Appendix D.

Dear

has listed your name as a reference ot
support her application for the Support Personnel Training Program, to
be hald in Amherst this summer. This training will assist
in preparing for a position as a guidance center aide or a resource ceri~
ter aide.

These aide positions will entail close association with students,
and will demand an individual who has an interest in children, and
who has the ability to communicate with children and adults alike. An
aide will work as a subordinate to a professional in the school situation,
but will have a certain degree of responsibility for the efficient
management of the resource center or guidance center. An aide must
respect the confidential nature of certain eircurstances within the
school situation and must show discriminating good choice in her relation-
ships with both the students and school staff.

On the basis of the necessarily brief description of the type of
person required to fill the afide position, would you please indicate
whether or not you believe that is the type of individusl
you would feel confident of working in an aide position. Any supplemen-
tary comments you might like to make are welcomed, as we confirm her
suitability for this training. This letter will be kept in strict con~
fidence by the Program Director and staff.

Thank you very much for your assistance.

Sincerely,

Arthur L. Leland
Program Director

L] . L] L] L] [ L] L] L] . L L] * L] [ ] [ ] L] . . . [ ] L4 L] L] [} L] [ ] [ ] L] L L4 L] [ ] L] -

(check one)

I recommend to participate in the program.

e

I cannot recommend her to participate in the program.

1 would like to make the fallowing comments: (optional)




Appendix E

June 25, 1969

Mrs. John Doe
201 Main Street
Springdale, Mass. 01269

Dear Mrg. Doe:

We are pleased to announce your acceptance into our training pro-
gram this summer, and look forward to meeting you on Monday, July 28th,
at 8:00 a.m. Listed below are a few items which we hope will make your
training period as pleasant and profitable as possible.

l.

We recommend that you bring a lunch, rather than depending
upon local facilities. The facilities are fine, but we
anticipate that many interesting activities will occur
during the lunch hours, and a quick lunch will leave you
free to benefit from the program.

You will be given a weekly schedule on the first day, list-
ing all activities to take place.

Please plan to wear informal attire.
The program will run from 8 a.m. to 4 p.me. every day.

The telephone number of the junior high school will be 1=
549-3690. The number of the high school (where I may be
reached until the first of July) is 1-253-3408.

If you are paying a babysitter during the program, please
have an estimate of those expenses ready for the first day.

I1f you have left another job to take this training, please
obtain a letter to that effect from that employer, stating

the datz on which you terminated your servicese. Please

note your mileage to the program. We may be able to reimburse
partially for some travel.

look forward to seeing you.

Sincerely yours,

Arthur L. Leland
Program Director
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Appendix F

July 24, 1969

Mrs. John Doe
201 Main Street
Springdale, Mags. 01269

Dear Mrs. Doe:

The enclosed map should enable you to find the
program with a minimum of difficulty. The junior
high school is a brand new building. There will be
signs to direct you to the proper rooms inside the
building. Our initial meeting will take place in
the Curriculum Center, located on the second floor.

I am enclosing a job description sheet for you
to fill out before you arrive next Monday. Probably
you do not know exactly what your duties will be on
your job next year -.and that is quite understgndable-
but please complete the form as best you can. We
want to know what you think your duties will be. Be
as specific as possible at this time. This form will
not be "graded,' so there will be no need to consult
with any school person; just let us know what you
think your job will be like.

We are lookihg forward to seeing you on Monday,
July 28, at 8:00 AM: We will collect this form at
that time.

Sincerely,

Arthur L., Leland
Program Director

cms
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} Appendix H

JOB DESCRIPTION

g What position are you training for (or what position interest you

the most?)
Guidance Center Aide Teacher Aide
Resource Center Aide Other

To what extent do you believe you will be working with the following
people? Please mark with an '"X", .

’w ~ 4‘ Alw - I?—"‘Q .l

Teachers Students Guidance Counselors
3. always _a. always a. always
., b freqpeqtly « frequently b. frequently
. sometimes c. sometimes c. sometimes
E do Geldom ™ Seldom do Seldom
b e. never e. never e. Never
} Librarians Principals Parents
a. always a. always a. always
A b. frequently o frequently b. frequently
] c. sometimes « sometimes c. sometimes
d. seldom d. seldom de seldom
} ——_C. never e. never e. never
J To what extent do you believe you will be working with the following
kinds of equipment or material?
]
l Typewriter Duplicating Mechines Movie Projectors
a. always . .a. always a. always
| b. frequently __be. frequently b. frequently
c. sometimes . __Co sometimes c. gometimes
" d. seldom . seldom d. seldom
E e. ever __e. never e. never
! Books Tape Recorders Record Players
p a. always ~__a. always a. always
b. frequently - b. frequently b. frequently
. c. sometimes — Co sometimes c. sometimes
E « 8seldom . ds seldom d. seldom
Co never Co never ‘ o never
B Telephones Bulletin Boards and Displays Filing Syetems
| a. always . a. always a. always
| b. frequently « frequently ~__b. frequently
» Co sopetimes: C. sometimes c. sometines
d. seldom . seldom ___d. seldom
} e Never Ce never Qo never
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EPDA Suppott'Pe}éonnel Training Program
For
Guidance Offices and Resource Centers
Amherst = Pelham Regional Schools
Amherst, Massachusetts
T 609-69-202
BIOGRAPHICAL QUESTIONNAIRE
PLEASE PRINT OR WRITE LEGIBLY - '
Miss
Mrs,
l. Name: Mr, S
(lagt) (first) (ri " g

2. Home Address:

PR ied sl aude

Geity)  (otate) i

3. Telephone No: U
4e _ Sex: M __F 5, Marital Status: __ . L 6. Date of Birth

. Neme of Spouse (if applicable) . . . ... -

Employer of Spouse: . _ . ... _. S

What does he or she do: =~ e+ e o £ e

8. Children (if applicable)

Name 77 Present age
Name T Present age 7T
Name Present age ™
Name Present age
Name Present asc
9. Educational Experience: - B
Neme of School Last grade compin=nd

Special schools attended, title of program or course:




.

Appendix I-1

10. Work Experience:

dwitbifil
3 oLt

E Employer end Address Job Description ““Dates

Ed Employer and Address Job Description Dates

P Employer and Address Job Descriptidﬁ* Dates
Employer and Address | Job Description Dates

il. Clubs and organizations to which you belong or did belong:

l Name Dates

I ae

. b. -
l

| Ce . AT

l

{ d‘

i

a .

12. List any hobbies you enjoy:

Ao

be

Wt e . VT R R 4

Ce

d.

E 13. What activities did you participate in during high school or elementary

school? —




 Suewm— R Som— D S——

T e

Appendix I-1
-3 -
14. What is your job goal in the future: . e
e v wen DI AEN A pramverpe-=Tomt DAl S A s L .;...Jom«- e o

15,

16.

17.

18.

If for.some reason vou could not pursue this job goal, what would
be your second and third choices:

W e e v L
a -y .

[}

> TS W per ms e -

b . e —— ‘. - N."‘M":hww.-'zg ‘ S =y . e L T mmn ey ot
What magazines do you regularly read®

ae b, —
T P
What television programs do you watch?

a. e srmem s At et vom Y e 5 .+ e b . -

L Y « e

e. . - fo

s . T £ o 4 i ot

What American figures (past or present) do you most admire?

TR - PO . e

Coe e d ; —
19. What do you think about young people today? . .. ... .. .. ____
20. Do you have a library card? Yes No




Appendix Is1

ol

21. How did you learn about the Amherst Support Training Program?

o

L4 A .
P ey N
m TP -
Nob bt Mre-wio whor ar & sor

S me————;

2, Whé‘wi:ibﬁe your employer (the one you will be working with) this fall?

Name ‘ ,cgdol' Address

=

23, To what extent do you feel mechan‘cally inclined?

"

Very much

o v rrm—_——
- e T - A 0

Somewhat

B A

o a—

Not particularly successful . . —

Avoid mechanical things

Qi e S

24, Do you type? Yes , . No

1f yes, the words per minute you .ast typed--wpm
B e e e S s SR e m - e e e =~ o my———— r = ITTermwe e v

B

- s

——— =
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Appendix J

Date

I hereby apply for reimbursement for expenses connected with
my attendance at the Support Personnel Training Pregram during the

dates of to

-f

inclusive. The amounts and calculations are as follows:

1. Babysitting o « o o - o o Amount

Calculated on the basis of

at the rate of per hour.

b .
2. Mileage « ¢« « « o« o o o o Amount

Calculated on the basis of

at .the rate of ten cents per mile.

30 Totaloooao
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Appendix K,

Date,

This 1# to certify that . is

! due reimbursement in the amcunt of $75,00, for her participation in the

Support Personnel Training Program dufing the week of

through ___________ ___, inclusive,

Arthur L, Leland
Program Director

TO: Business Manager
Amherst-Pelham Regional Schools

FROM: Director
Support Personnel Training Program

This 1s to certify that is due a reimburse=-

ment in the amount of — for her participation in the Support

g

Personnel Training Program for the week of through

; inglusgive.

Arthur L, Leland-
Program Director
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Your age

Appendix L

EPDA Support Personnel Training Program
Amherst-Pelham Regional Schools
Amherst, Massachusetts
609-69-202

High School Student Reaction Form

Sex B G

dedededode de ek ekl e devedh ke Seddede dedko RS ledeke dek Koo Rk dekk ke dekedkehdedeokdekededeokdedelode ek e deie e

Name of Interviewer

Team No,
l. Did you
ao
b.
2. Did you
a.
b
3.

be

feel free to discuss your ideas with the interviewer?

very much c. slightly e. not at all
definitely d. very little

feel comfortable with the interviewer?

very much c. slightly _.co not at all

definitely d. very little

What were the strengths of the person as a good interviewer?

How might the interviewer improve in working with students?
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Appendix M

EPDA Support Personnel Training Program
Amherst-Pelham Schools
Amherst, Massachusetts
609-69~202

SOUND~FILMSTRIP EVALUATION

YOUR AGE BOY OR GIRL ——— GRADZ

l. This filmstrip was: Great Very good_ Fair Lousy__

T .

2. The subject of the filmstrip was: Very interesting )

w—

Interesting

Boring

3. The filmstrip: Taught me something taught me nothing

P e i Rl at ]

4. Would this filmstrip be useful for other people in your grade?

Yes Why?

No Why?

5. Do you have any comments about the filmstrip?

The name of this filmstrip was:
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Appendix N

August 19, 1969

Dear

This letter is to thank you for helping us out
on our program. We appreciate very much the fact
that you were willing to take so much time away from
your vacation. We hope that you enjoyed yourself a

little bit, and weren't too bored with the time you
spent with us.

Thank you once again. Maybe we can do the same
thing apgain next year.

Sincerely yours,

Arthur L. Leland
Program Director

Imt
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Appendix O

June 2, 1969

Dear

This is to confirm Ronald Fredrickson's conversation with
you in your consulting role in human relation training for the
EPDA Support Perconnel Training Project on July 30, 31, and
Aupust 1, 1969. You will be in charge of the instruction from
8 a.m. to 12 noon each of those mornings. One hundred dollars
for ecach day is provided to use as you see fit for your reim-
bursement, prrsonncl Assistance, extra equipment, or materials.
Following the training on the four designated human relation
skills, please send us a letter indicating how the money is
to be dispensed.

An outline of your presentation indicating aims, methods,
evaluation, and schedule should be forwankd -o me by July 1, 1969,
The four training manuals need to be sent to us as soon as your
training project has been completed.

We are looking forward to working with you.

Sincerely yours,

Arthur L, Leland
Program Director

Imt




Appendix P

EPDA Training Program For Support Personnel
Amherst-Pelham Regional Schools
Amherst, Massachusetts 01002
k 6092-69-202

18 June 1969

TO: Arthur L, Leland
Director, Support Personnel Training Program

| This is to confirm my participation in the Short Term Training
| Project for Resource Center Afdes and Guidance Aides, in the role of

the Curriculum Specialist. The datée of this participation does not
, conflict with or odcur concurrently with any other contractual obli-
gations to the Amherst-Pelham Regional School District.

1. The date of my participation will be August 11, 1969.
2. My participation will consist of:
| a. 20-30 ninute precentations between 10 a.m. and 12 noon.

b. Presentation of three workshops between 1 p.m. and 4 p.m.

3. I will present bibliographies, supply lists, and source lists,
for éach of three budgets: $1,000, $2,000, and $3,000. These
will be forwarded to you prior to the llth of August, to enable
you to duplicate the materials for use in the workshops.

4. 1 understand that my reimbursement for these services will be
in the amount of $50.00. I will present a bill for services

rendered on the 1lth of August, and will receive payment on
30 August 1969.

SIGNED: . -

i CURRICULUM FIELD:

f DATE :

SIGN AND RETURN ONE COPY




Appendix Q

DATE @

T0: Arthur L. Leland, Director
Support Personnzl Training Program
PL 90-35 (2000 A-2)

I request reimbursement for consultant services for the Support

Personnel Traininpg Program performed on e .

As previously agreed, this reimbursement will be in the amount

of , .

SIGNED:

ADDRTSS :
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Appendix R

August 18, 1969

Dear :

We certainly thank you for your participation
in out training program. The project has apparently
been extremely successful, and we gratefully ac-
knowledge thatycur portion of the program played
a significant part in our overall success.

We would appreciate any comments you might
have concerning any part of the program which you
observed. We hope to present the sage program, or
a refinement of the program, next year, and all
constructive eriticism is gratefully accepted.

Thank you once again.

Sincerely yours,

Arthur L. Leland
Program Director

lmt
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Appendix S

]

EPDA Support Personnel Training Program
Amherst~Pelham Regional School
Amherst, Massachusetts

==

609-69-202
Daily Student Evaluation Form Date:
I ——Guldance Center Aide —Teacher Aide
| Resource Center Aide —__Other

1. What aspects of the program were most valuable to you today?

2., What parts of the program were least helpful to you today?

(%)

How would you rate today?

Really terrific Interesting Okay

Fw‘, s

Dull-boring Terrible

|




Appendix T

EPDA SUPPORT PERSONNEL TRAINING PROGRAM
AMHERST-PELHAM REGIONAL SCHOOLS
AMHERST, MASSACHUSETTS 01002

Daily Staff Evaluation Form Staff member
Date _
l
; ; - Curriculum
Perjiod | Activity Area Evaluation® Comments
1 H.Rel. | 5 T e
i AaVo 4
3 B.E. . 3
G.C, 2
R.Co _ 1 Not obsecrved -
TR 5 ——e—
AQVO 4
9 B.Eo 3
G.Cs 2
RoCc 1
|
10 ; |
i
i N
11 f
1
2

Evaluation refers to the staff member's judgment as to the degree of valuc

=
- o wn A 2 emant ey
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Appendix U/

EPDA SUPPORT PERSONNEL TRAINING PROGRAM
AMHERST~-PELHAM REGIONAL SCHOOLS
AMHERST, MASSACHUSETTS 01002

Trainees' Final Evaluation Form Date

Guidance Center Aide

4

Recource Center Aide

Teacher Aide i

Other e

/

Instructipné

The. staff is eager to find out your evaluation of the total program. Your
honest comments will be most helpful in improving the program in the future.
It is not necessary to put your name on this form.

1. How well did the program meet your needs*
a. Very well
b. Fairly well
"« c. Adequately
d. Not very well
e. -, Very poorly

2. To what extent did you learn anything you expect to use on your job¥
a. Very much
b, A great deal
c. S8lightly
d. Very little
2. Not at all

3. How did you like the teaching methods used:
a. Very much ' '
b. A great deal
c. Slightly
d. Very little
e. Not at all

4, How easy was it for you to understand wha: the staff members were ex-
plaining?/
a. Very easy
b. Fairly easy
c. No problems
d. Fairly difficult
e. Very difficult

5, How easy was it for you to understand what the visiting speakers were
explaining? .
a. Very easy




Adsad

=

9.

10.

110

120

To what
ao
b.
Co
d.
€o

What is

What is
ao
b,
Co
d.
Co

What is
ao
b,
Co
d.
eo

Appendix U

Trainces!' Final Evaluation For.
Page 2

degree have you felt excited or enthusiastic about the progran’
Very much

A grecat deal
Slightly
Very little
Not at all

your overall evaluation of the program?
Superior

Very good
Adequate
Fairly poor
Very poor

your overall evaluation of the facilities?
Superior
Very good
Adequate
Fairly poor
Very poor

your overall evaluation of the visiting speakers?
Superior

Very good
Adequate
Fairly poor
Very poor

your overall evaluationof the staff members?
Superior

Very good

Adequate

Fairly poor

Very poor

.
t

What aspects of the program were most valuable to you?

What parts of the program were least helpful to you?

What pl'()h] oms, if my, diAd yern havea in nttendiang thea training P

ARV




Trainees' Final Evaluation Forﬁ
Page 3

14,. How would you change the program to meke it more beneficial to persons
such as yourself?

!u 15. In what general ways has the program changed you asg a person?

16. . What‘additional'infdrmation, materials and/or experiences would jyou
like as a part of In-Service training?

Ldditional comments? H

1
l

-y
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July 30, 1969

Wy, PERSONALITY PROFILE:

bo

DR. RICHARD HAASE - Dr. Hease is a Counseling Peychologist at the
Counseling Center, Whitmore Hall, University of Maesachusetts.

MRS . MARY DUNNINGTON MITCHELL - Mrs. Mitchecll is a Counsclor in the
Concord~Carlisle Regional High School. She¢ will be assisting
in the Intecractive Learning Systems workshops today.

. MR. TERRY KOTAS ~ Mr. Kotas is a Program Consultant for the Interactive

Learning Systems in Boston, and will be lcading the workshops.
SCHEDULE CHANGES TODAY:

NONE
REMINDERS:

a. The photographer will be at work during the I.L.S. workshop
today. He will make these pictures available to you a little
later in the program, in addition to other pictures he will be
taking throughout the program.

b Please turn in Strong Vocational Interest booklets and answer
shcets first thing Wedncsday morning.

SPECIAL, PROGRAMS:

Two movies will be available during the noon hour today. '"Ways
of Learning'", an eleven-minute film, cxamires individual study
and group study. ‘'Individual differences', a 29-minute film,
has a self-explanatory title.

COMMENTS :

The cliche for today shall be: "It isn’t in the budget!'.
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August 6, 1969

PERSONALITY PROFILE:

DR. RAFAEL CORTADA, Tuesday's speaker, is the new Director of the
Smith College Afro-American Studies Program.

CHUCK KEARNEY AND JOE SAMUELS have tieveloped techniques in training
teachers in urban-ghetto schools. It is a simulation process in
which they build self-confidence in the prospective teacher. You
will have an opportunity rolee-play and learn how to deal with
difficult student reactions. Both Mr. Kearney and Mr. Samuels are
graduate students in the School of Education at the University of
Massachugetts.

Mr. T. E. Skinner will be demonstrating the tape system developed
by his company = the Electronic Futures, Inc.

SCHEDULE CHANGES:
NONE (Whew!)
REMINDERS ;

NONE

SPECIAL PROGRAMS:

Today's noon-time movie is entitled "Body and Soul', a two-part
look at the Negro athlete and the music of the negro.

SPECIAL COMMENTS:

Now it's your turn. How about bringing in an appropriate comment
that would have fit the kind of day this one has been!
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August 13, 1969

PERSONALITY PROFILE:

Mr. Kenneth Caouette is the Data Procesoing Director for the
Amherst Regional System,

SCHEDULE CHANGES:

None

REMINDERS:

None

SPECIAL PROGRAMS:

You can work with T.V. during the noon hour.

Dr. Robert J. Gaulker, clinical assistant professor of psychiatry
at Temple University Medical Center, will speak at Smith College
at 7:30 p.m. Wednesday (Aug. 13).

His lecture, '"How to Keep Your Cool,'" will focus on the psychology

of adolescence., Dr. Gaulker will speak before a session of the

Smith College Social Work in Wright Hall. The lecture will ''question
the nature of the 'generation gap,! with its featurcs of scapegoating
the adolescent and the guilt reactions of the older generations."

The lecture is open to the public.

SPECTIAL COMMENTS:

The cake was delicioug~-the spirit, wonderful.




Appendix W

EPDA SUPPORY PERSONNEL TRAINING PROGRAM
Amherst-Pellkiam Regzional Schools
Amherst, Massachusetts 01002

\ Eggloxer-Aide Interview Form Date!

Staff member conducting the ihterview with the employer and support
person will complete this form.

l. Name of Employer

School

Address

Telephone number

2. Name of Aide

3. Type of Aide Position
Resource Center Teacher Aide

Guidance Office Other

4, Tasks of the Aide as the employer sees them:

g

5. Tasks of the Aide as the Aide sees them:

o S

gy PG = ——

6. If difference in #4 or #5, please list them and efforts made

toward resolution.

—_ o

-

7. What special training is sought by the employer?

Audio-Visual Skills
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Clerical Skills

| Human Relations

Personal Characteristics

School Procedures

Other

8. What will be the physical setting of the aide? May he or she use
the faculty lounge? etc.

9. Scheduled date for on-site visit:

10. Comments:
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Appendix z (1)

Tasks and Areas of Responsibility for Guidance Center Aides

AREAS OF
RESPONSIBILITY

Planning and
Development of
the Guidance °
Program

Counsgeling

LEVEL T
TASKS

Check supplies of
standard forms a-

gainst the quantity
required,

Fill out routine
orders for supplies
for the coun:relor'!s
approval,

File materials of
various kinds for
the counselor.

Prepare notices to .
teachers concerning
dates of groups test-
ing and other guid-
ance activities which
may interrupt
classes,

Type completed case
summaries,

Check student free
periods to schedule
regular appointments
for counselor,

Obtain for the guid=-
ance office informa-
tion requested by
the counselor from

student's cumulative
folder.

List achievement
test results for the
pupils whom counselor

sees; post to cumula-"’

tive and/or guidance
office records.

Distribute test data
returned from scoring
service to counselor
and/or teachers,

LEVEL II
TASKS

LEVEL III
TASKS

Be familiar with per- Discuss with coun-

ipheral equipment
used in electronic

selox suggestions
and problems brought

data processing, e.g.,up at regular meet-

key punch, sorter.

Daily check master

calendar to identify
items to be included

in next day's no-
tices and send them
to the main offices.

Acr as recorder in
small group discus-
sions under gsuper-
viaion .0f counselor,

Provide counselor
with factual nota-
tions about student
contacts in dissem~
inating information.

Informally provide
information and sup-
port to former coun-
selees,

ings of parapro=-
fessional stalf,

Assign tasks to
clerical or other
skilled personnel.

Under instructions

of counselor ob-
serve verbal and non-
verbal interaction
in groups, following
pre-determined cues
and procedures for
making observations.

Act as information
resource person in
small group by ap-
proval and prior
planning with coun-
selor,

Participate in in-
formal social con-
versation in small
group of counselees

to help put them at
ease and to establish
the beginning of help=-
ing relationships.
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AREAS OF
RESFONSIBILITY

Pupil Appraisal

Educational and
Occupational
Planning

Appendix 7 (2)

LEVEL I
TASKS

Maintain file of
test booklets,

Check dates of large
groups testing a-
gainst school cnl-
endar,

HMonitor test rooms,

Collect test answer
sheets., Pack then
for mailing,

Collect, count and
store re~usable
test booklets,

Check all scores

of teets as request~
ed by counselor to
identify a particular
population,

Prepare notices
of meetings and
prepare name cards.

Tabulate student
responses as to the
occupations they
would like to have
more information
about.

Remove from file

of occupational Lt~
erature all publica-
tions more than five
years old; give these
to the counselor to
evaluate,

Maintain a chart of
post-high school
plans for seniors:
college acceptances,
armed forces, jobs
accepted,

LEVEL IT
TASKS

Contact various
gourees {or needed
records and related
inforiation relevant
to counscling,i.e.,
previous schools Zfor
transfer students,

Score routine stan-
dardized tests and
other appraisal in~
strumente,

Profile routince
standardized tests
and appraical in-
struments,

Make surveys of
student summcr
activities,

Maintain for the
counsclor a list
or card file of cou-~

TS

LEVEL III
TASKS

Secure informaticn
from an intayviarac
by means of a semi~
structured ovr
structured intor-
view schedule; the
information clicited
would tend to be
factual and linited
in sc ne,

Collect roucine in-
formation from col-
lege representa-
tives.

Assist students to
obtain information

panies which have hired on financial aid.

former studanis., QCro
index by occupation,

Search for new place-
ment resources that
may be useful to the
counsclor and to
counsclees,

Be able to use D.O.T.

Malntain a library of
vocational literature
for counscleces,

Establish schedule
for prevwiding nrees-
sary information to
students about tests,
e.g.; college boards
and national merit.

Make surveys of
placement conditions
end trends as re-
quested by counselor,

Telophone job sites,
industries for the
possibility of field
trips, Discuss pre-
ferred times and num-
bers they can accon-
modate,

Demonstrate for stu-
dents prenaring for
joba by usine 7
playing techniques
in job inquirins
and intervicws.




AREAS OF
RESPONSIBILLITY

54 Referral Work

6, Placement

74 Parent Help

e

-

Staff Consulte
ing

Appendix Z (3)

LEVEL I
TASKS

Type completed case
summaries,

Count and distribute
test forms to teachw
ers or to counselor,

Identify students
who might benefit
from summer school
by review of achicve-
ment record.

Send notices to gtus
dents concerning
summer school,

S¢hedule for parcnts
appointments with
college representa-
tives,

LEVEL IX
TASKS

IEVEL III
TASKS

Fill out request forms Aid individuals

for wmedical records,

Give information pre-
pared in advance and

approved by the coun-
selor to the referral
agency, Such infor~

mation would be fac-

tual rather than in-

terpretive,

Provide to counselces
and their parents
factual explanationg
of testing terms

(not interpretation).

Tell parents how and
where to request nced-
ed resources,

Distribute o neya-
tetter to marents,.

Use a library or chedsUse a library or

out. systern to locate

checkout system to

in making con-
tact with refer-
ral agencies by
coll .ting fac~=
tual data for
completion of
forms,

Describe stailf

and material
available in the
counselor's office,
ag an informacion
resource person,

Organize and com-
pose material for
parent newsletter
subject to coun=-

selor's approval.

Inform parents on
titles of tests used
in testing program
from materials pre-
pared by counselcr,

Be available to talk
with teachers when

materials and supplieslocate filem filmstrip counselor is not
and recording materialsimmediately avail-

loaned to teachers.

Maintain a libreary of
professional litera-
ture,

Telephone school per®
sonnel and others to

make appointments for
the counselor,

able to see them;

be able to direct them
to immediate resources
in emergency situa-
tions,




R AREAS OF
RESPONSIBILITY
9. Local Research

10,
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LEVEL I
TASKS

Prepare standardized
reports of contacts

with follow-up agen-
cies and persons.

=

Public Relations In social contacts

away from the guid-

ance office, explain
wha ha

>
LT T 3 funn *1 ons ef Wb

guidance office to
potential counselees
and their parents.

LEVEL II
TASKS

Perform routine col-
lecting and analyti-
cal statistical opera-
tions as a research
assistant,

Secure follow-up in-
formation of a routine
nature according to a
general follow=-up
plan.

Prepare regular ncws-
letters to be distri-
buted to students,

tesachers and ot

[=% 'od
A S &

interested persons,
regarding such iteis
as announcements of
tests, occupational

Act as guide to guid-information, inter-
ance office visitors.views and other per-

Assist the counselor
by interpreting the
community in which
you live, its lang-

uage and its customs.

tinent material.

LEVEL II1
TASKS

Make a follow-up
survey of drop-outs
and graduates to
compiete their re-
cords,

Assist counselor in
naking statistical
analysis of test
scores.

Establish expectancy
tables for student
achievement in school
and projected success
at various colleges
commonly attended by
this school's grade-
uates.

Prepare for the coun-
selor's approval stane
dardized press releases

N
tc be sent

St
to tne

local newspapers or the
school newspaper.
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AREAS OF
RESPONSIBILITY

General
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LEVEL I
TASKS

Be able to use type-
writer and duplicating
machines,

Check packing siip™
against order on
incoming supplies.

Be able to operate A/V
equipment,

LEVEL II
TASKS

Write letters of in-

LEVEL IIT
TASKS

Plan and des? -

quiry for audio=-visual regular bull.: .
catalogs and materials, board displev -

Direct students to ap-
propriate student per-
sonnel or reference
materials when student
makes contact with
guidance office scek-
ing help.

Operate technical com-
munications media in-
volving printed and
electronic processes
of a visual-auditory
nature for the coun-
selee's benefit,
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Tasks and Areas of Responsibility for the Resource Center Aides

ARFAS OF LEVEL I LEVEL II LEVEL III
NLS20MSIDILITY TASKS TASKS TASKS
e Clerical Skills Typing response Iyping yearly report”
Typing sheets
. Typing yearly budget
ﬂk Typing newsletters requests
1,
Typing Correspondence Typing orders for
allocated budget
items
Filing Filing students'
contracts and
response sheets
Filing catalogues
and other sources of

materials

Filing materials
for student use

Filing cards in card
catalogue

Equipment Operating all

equipment

Maintaining Checking supplies
Supplies of response sheets,

contraczts, student
report form, etec,

Running off copies
as needs arise,

Simple book- Checking and recording:

l-Attendance
2=Circulation
3=Contracts

Tabulate any scores
for report card or
permanent record.
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AREAS OF LEVEL 1 LEVEL II LEVEL III
LuSPONSIBILITY TASKS TASKS TASKS
2. Daily Operation Keeping materials in Supervising general Supervising, coozl.a-
of Center order, supervising student use of mat~ ting and assignin-
proper use of equip- erials and equipment. tasks to clerical ot
ment. other skilled pa2-:-
sonnel,

d.  Acquisition and Checking packing slip Setting up preview Composing other chun

Zreparation of against order for and return schedule standard letters ol
Material processing of new of materials. request,
materials.

Recording catalogue
information for
center or key punch-

ing.
4, Organization of Setting up files of
Materials in materials for student
Center use,

Setting up files for
source material,

5. Student, Faculty Directing students Assisting students Assisting profes-

and Public Rela= in factual and organ- in preparation of sional staff in
-ions izational manner. original programs. orientation of
students in use

Preparing news- equipment and

letter for students materials in resourcc

and faculty describ- centers.

ing new or topical

materials, Make telephone ox
correspondence v~
rangements for use
of community re-
source people,




AREAS OF
RESPONSIBILITY
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LEVEL I LEVEL II
TASKS TASKS

Directing worlk of
student assistants,

LEVEL III
TASKS

Acting as coordinator
on requests fror su'i~
ject matter deprri-
ments with the
librarian(s).

Scheduling meetins
betyeen media
specialigt and

subject matter teachers,

Scheduling, meeting
and guiding visitors
to the center,

Attending staff
meetings of Instruc~
tional Materials Dept.

Assisting in pre-
paration of yearly
reports,
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TRAINING SXILL NO, 1: TRAINING IN ATTENDING BEHAVIOR (Trainee Instructions)

The training you are to recnaiva is designed to make vou mor-z
attentiv: to the student with whom you are taliing., This attentivenzss
on your part will help you to learn about the student, and will alsc
communicate your attituds of interest to the student, Ynur attentiveness
1s a powerful tocl; it can contribute to the self-respect, and sense
of security that the student talking with vou has, and it can also garve
as a powerful wveinfercer and facilitator of communication. Your practicing
of this skill «ill help you in developing gecod relationships with stulzants,
and wor2 generally, may contwitute “aneficially to any -:lationship in
which vou take part,

There are three key idess ¢ ~ecp in mind, 28 you are learning tha
ckill of attending behavior. The fiest of these, although it may sound
strange, is to relax physically. Ynu will find that if vou arz2 seated
in a comfortable, relaxed position, you will be more able to listen
to the person with whom vou are talking, than if you ars overly stiff
Or temse, Also, if you are relaxed physically, your posture and movements
will be natural, and you will have a sense of "baing yourzelf" as you talk.
This feeling of comfortableness will help vou in heing fr:2 to attend, and
will communicate to the other person your rz2adinzss to do so.

Secondly, uge Zye contact, to help vou to focus upon the othor
person and to communicate to the other person that you arc listening.
You nzed not gaze fixedly, or with undue intensity;

a varied use of eye contact will be most zffectiva. . . that 1s, at
times you may glance down as you think about gomething the oth-r p2rson
1s saying, and then return your gaze, ~tc,

Thirdly, set for yourself thz task of "following" what the cther
person is saying. Fit your comments or questions into thz context being
provided. Stay with thon topic that is introduced by the oth .r person,
and help him to develop it, rather than "topic jumping" from subject
to subject, As you take cuez from the person with whanlyou are talking,
and pursue topics, both the content of what you arec saying and your voice
quality can communicatz to that person that you are '"with him" as the two
of you talk,

In summary, your goal is to listen attentively, and to communicate
this attentiveness through a relaxed posture, use of eye contact, and
verbal responses which indicate to the other person that you undersand
what he is communicat ing. Specific behaviors which you may want to
utilize are:

1. Relax physically; feel the pruesence of the chair as you are
sitting in it.

2, Let your posture be comfortable and your movements natural; for
example, if you usually move and gesture a good deal, feel frec
to do so at this time also.

3. Use eye contact, by looking at the person with whom you are
talking. Vary your gaze rather than staring fixedly.
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4y PFcllow™ vhat the other person is seying, by taking your cues
! from Lim, Stay with the tonic that is introduced, rather than
jumning from subject to subject,

; 5, Let your “csponsas indicate to the other person that you are

"with him" as he talks., Try to "get insidc his shoes” and let
hin e ~hat vou undersstand what he is experiencing and feeling.

TRAYTING SKILL No. 2¢ EXPRESSION OF FEELING (Traince Instructions)

" ——

Pow can you get th~ most out communicating with anothir porson?

=1

rhere are probably several things that comtyibute to a satisfactory

} experience whon interacting with anothow povenn,  Youvr intcractions
i are depindent upon a pvncess of communication. That is, the better you and
the other person can talk with cach other, and share feslings with one an-
[] othzer, the better the chances that your intaractions will be rewarding
and fruitful,

One thing that has been found to be very beneficial to the communica-
* tion process is the expression of feoeling, Accurate expression of one's
Zeelings often facilitates communication with another person.
The rxpression of feelinge is appropriate at any timc, This also
applies to the kind of feelings that might be expressad, i.ec., positive,
ﬁl negative, ambivalent, ctc,
The training you will reccive today will focus on helping vyou to
accurately express your foelings with another person. There are two
l! major aspects that we would like to help you learn. First is the
difference between expressing content (what you are saying to the other
person) and the expression of feelings (the emotional reactions you
experience about what you are saying). The second aspect is designed
i! to teach you to pay attention to the way you fecl, Although you
cxperience feelings about whataver you talk about with another person,
‘! you may have to really pay attention tc the feelings you are experiencing

at the moment,

Although the expression of how you feel is a very important part
of interpersonal interactions, it is often very e@asy to overlook,
Often an individual is so involvad in telling the other person the content
of what conecerns him, he ingnores the underlying feelings, or perhaps is
not aware oI '‘them. To illustrate this, loc™ at the two cxamples of an
individual's statements to another presented below:

Example la: "I think I could do a bettcy job 1f I only had enough
F materizl and supplies. No one cver explains anything o
i

me, I don't really care if everyone thinks I'm not doing
the job. It doesn't affcct me."

| Exemple 2a: "I'm really worried about trying to do a good job. I would
o like someone to show me around until I can get used to the

routine. I hope cveryone likes me and is satisfied with my
work. I feel lost and no one scems tc realizec it,"
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Notice the major differcnces between the individual's comments in
the first and second examples, In the first example the individual is
communicating the content of his concern, but only partially expresses
his feelings ahout the problem. In the second example the individual
not only conveys the content of what concerns him, but he has actively
described the underlying feelings that go along with that concern, The
second statement which expressces the cssence of his feelings of doubt
about his new job, concerns about being liked, and his loneclncss is the
type of communication which makes it easiecr for one individual to undcr-
stand another during interpersonal interactions.

An important point to rcmember is that what you say to an individuzl
is only part of the message being communicated. How you say it and how
you communicare the falings that g, along with what you are saying is
extremely important., See if you can pick out the main differences betwecn
Example 2a and 2b,

Example 2a: "Ever since I came to work at this job I really haven't
been able to make many friends., I had lots of fricends at
my last job, but it just szcm@ like the pcople herc aren't
very friendly."

Example 2b: "Since I've been at this job I just haven't been able to
make friends. I used to have lots of fricands at my last
job. I don'i know what is wrong, but I am very lomely here.
I really feel out of things and all alone."

You have probably been able to identify the main differcnce between
cxamples 2a and 2b. In example 2a, the individual states the facts about
what is bothering him, but only implics the fecelings he has becausze of
thésc facts. 1In example 2b, the individual has been able to look into
himself and discover that the main fecling he has, and can express, is
the feeling of lonliness and being left out of things.

Examples 2a and 2b illustrate two things. First, our previous idea
of communicating the feclings that go along with a topic as well as the
topic itself; the individual in example 2b was ablec to cxpreses his feelings
as well as communicate the situation im which they occur. A second important
feature to remember is that fadings are very fwuch a part of the persomn.

It becomes important for you to actively pay attention to the way you are
feeling, Often you may have a vague idea that you foel a certain way
about what you are expressing, but can't quitc put the finger on what it
is. At points such as this, it can be helpful to stop, reflect a moment
on yourself--pay attention to yourself and try to experience and label
what you are feeling. Onge you are able to do this, you can translate
your feelings into words and actively express these feelings to another
person,

In summary, here are the important points to remember and things
you may want to practice:

1. Remember that mercly talking about a topic does not always describe
the way you feel about it or the fcelings you are experiencing. The
message you communicate to another person includes not only what
you are saying, but also how you fecl about what you ' are saying.

Sl 5 A, AR AR A R e rbet ) 270 4 o
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2. Pay attention to the way you feel as well as what you are saying. You
may have to stop occasionally and raflect upon yourself and what you
are cxperiencing. This can be very helpful in helping you identify
your feelinas and thon translating them into verbal statements,

3. Concentrate on vhat the other person snys,

TRAINING SKILL NO. 3: RESPONDING TO FEELING (Trairce Instructions)

How can you help anothar person to expruss the central concorns that
he is expericncirz. Onc excellent vay is to listen for, ~nd rnspond to
the feelinps of the person, By cormunicating "I can accurately sense the
world ~g you arc fecling and perceiving it," you can facilitate the
person's movement toward mote complete self-awareness and sclf~understanding.

Being alert to, and responding to the feeling being cxpressed, rather
than attending solely to the content of what tho person says is the skill
with which we arc presently concerned. What the persoin is saving is the
content portion of the message being communicated, One must also liston
to how the person says what he dous. For cxamplc, the person may speak
more quickly when communicating enthusiasm, more slowly when communicating
discouragement, etc. It is thig fealing portion of th: communication to
which you are to pay particular sttention.

Being alert to, and responding to the foeling being expressed
is a okill which is appropriate at any time, regardless of the noture
of the feeling (positive, negative, or embivalent) and
regardless of the direction of expression (toward sclf, othurs, the
counselor and counseling situation, ctc,).

In the examples below, you will have an opportunity to sclect :he
alternative which indicates that you understond the person’s fecelings,
the situation as it appears to the person--the alternmative which if
spoken to th> person would be most likely to evoke a responsc of, "That's
right! ",

Example 1

"So I'm wondering if you can help me to find a new job.'" (Pause)
"I suppose if I did find onc, I'd just bunglc things again . . ."

1. Are you sure that it is neccssary to leave the job you are now in?
2. You feel that it's pretty futile to try again.
3. What jobs havz you b:zen considering?

In the first example, responses one and three sca2k additional infor-
mation from the person, without giving adequate recognition to persons
feclings. Response two accurately refleets the fecling being cxpressed,

[T
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Example 2

'"What do you think I ought to do~-~jump off a bridge, or look for
another college to flunk out of?"

1. Therc just doesn't scem to be any way out,

2, Have you applicd to other schools?

3. Have you thought about trying a junior college whore ther:
would be a litile less competition?

In this cxample, rcsponsc one accurately rceflects the person's feeling,
whercas responses two end three provide suggestions ag to what the person
might do without giving ad.quatc recogniftion to the fooling of discourage-
ment which thc person is experiencing,

Ryamnle 3

"You know, it's a funny thing, Sut whon I tal’ with somcone, I just
feel shaky all over!" M"It's the silliest thing!" "Why should I do that?”

1. Arc you an anxious person in many situations?
2. How shaky do you bacomc?
3. This reation puzzles and concerns you!

Herc, responscs one and two sack additional information, vhereas in
response three, the gist of the person's expression is caught, and «c-
phrasc in fresh words,

Behaviors You llay Want to Try:

(1) Listening for feeling

Remember that what the person is snying is only part of the message
being communicated to you., How he says what he says is cxtremely important.
A change in breathing or in the specd of talk, a sigh, 2 %lush, a stammer,
an extra emphasis upon a particular word--any of these can ba important cues
as to feelings of the pecrson,

(2) Timing Your Comments

Do not try to respond to ecvery comment by the person. You may simply
want to smile, nod say "Mm Mhm", ctc., until there is an occasional
opportunity to reflect the feclings of the person,

(3) Reflecting Feeling

As you listen for, and find, instances of person cxpression of
feeling, reflect this feeling by restating what the person is cxperiencing,
in your won words. If the porson should say, "I wish I could talk to my
dad about things like this, but I never seem to get up the nerve," you
might respond, "You arc a little bit afraid of your dad?"

Your goal is to understand what the person is experiencing, and to
communicate to the porson that "I am with you--I can accurately sense the
world as you are fecling and perceiving it."




«ppendix CC

EPDA Support Personnel Training Program
Amherst~Pelham Regional Schools
Amherst, Massachusetts 01002

Small Group Leadership Training

Objectives:
l. Collect information
2. Maintain notes on information collected
3. Disseminate information
4. Demonstrate ability to ask open ended questions

5. Persuade group members in particular thought or action

Procedures:
1, Trainees will be divided into four groups

2. Each trainee group will have assigned to it a group of 4~5
secondary school students with which to demonstrate objectives
of lesson.

3. Trainees will determine with staff member the particular
objective they wish to achieve.

4. Each trainee will work with student group on rotation schedule
so each aide has an opportunity for 15 minutes to accomplish
designated objectives. (It is not necessary that each aide
take any objectives.)

5. At end of training period students will join trainee group
and discuss their recactions to group leaders.

6. Staff member will facilitate feedback from trainees and
maintain discussion within trainee group.

Discussion:
l. Collecting and Recording Information

If information is to be of value, it must of course be
accurate, timely, and relevant to the question at hand. It is
important not to lead the respondent, but permit sufficient time
for complete response. The group participant should feel free
to express himself openly in a frank manner. Explanations
should be sought if the group leader does not understand a
response given or its relationship to the question asked.
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The group leader needs to feel comfortable recording information
as well as soliciting it. It is impossible to remember all of the
information provided. The trainee should maintain an outline of
the source and kind of information collected, The notes may be
brief but should form the nucleus for later expansion. The trainec
should be able to explain to the group why he is taking notes and
take them in an unobtrusive manner.

Suggested topics to be used in Collecting and Recording Informatio:n
8. How could we improve your school?

b. How can you find the right vocation to entcr?

c. What value do standardized tests have for students?

doe What is their favorite aubject and why?

es If they were euddenly 80 years old, what would they liked to
have personally accomplished in their lifetime?

fo Do they believe in the generation gep? Why?

8. If the students were free to study a particular topic in
depth what would it be?

2, Disseminate Information

Small and large groups provide an efficient and effective
method by which to pass out information. Also questions asked
in a group setting will provide feedback on how the leader is
coming across. Information to be disseminated during a short
period will have to be narrowly defined and within realistic
limits of comprehensiveness. The trainee should feel the
information is important and present it in a way that it is
retained. The material presented should be logical and
illustrations given if necessary.

Suggested topics for dissemination

a. The role of the aide in the resource center or guidance
office as I see it.

b. Important principles in rearing a family based upon my
experience.

¢. The advantages of being a good student in school.
de What I like most about this summer training program.

€. Explain why a young girl should or should not plan for a
career during high school.

f. Explain how a piece of equipment in the Juidance or resource
center works.




Appendix CC (3)

3. Question Techniques

The question is a basic tool for teaching as well as gencral
communication. It is probably the most effective and subtle way
to squelch inquiry but it is also the most readily available way
to stimulate learning and growth in a student. Two of the bingest
enemies of effective group leadership is the closed question and
the bombardment of questions -~ like Russion roullette.

Of course there are times when the closed question is appro-
priate, such az - '"What time is it?" 'How old are you?"

The open question communicates a respect for the person asked,
It invites the student to be more explorative, express his own views
rather than other's. The open question will widen contact and
divulge possible areas for study at another time. The open-cnded
question permits the student to try out his own context and per-
vonal views. He tends to respond on more controversial topics
because he perceives the questioner as more open as well. Open
ended questions should be used whenever appropriate in the sessions.

Here are examples of open and closed questions

a. Open How did you feel after the test?
Closed - That test was awful, wasn't 1it?

b. Open What do you like most about this school?
Closed -~ This school is really great, isn't it?

Open What would you like most to do with your life?
Closed - Do you all want to be good citizens?

Open How did you feel about George after you kit him?
Closed ~ You really were tired and upset when yot hit George,
weren't you?

Open Why do you seem to have so much trouble in the
resource center?
Ciosed - You are a trouble-maker, aren't you?

4., Persuasion

Often times it is necessary to not only inform but to encourage
certain thought and action. For many students the resgurce center
or guidance office is a new world of operation and they may need
some encouragement to take advantage of its services. The tech-
niques of persuasion, whether they be logical argument, examples,

a low key friendly conversatfon or a rewards and punishmeny
lecture, can be used effectively if the persuader is sensitive,
znows the student, and is able tc adopt the appropriate method.
Self-confidence and projection are important characteristices of
a successful persuader.
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Suggested topics for persuasion

ae

be

Why

Why
his

Why
Why
Why
Why

Why

a student should use the resource center.

a student should visit the guidance office to explore
career choice or discuss a personal problem.

students should study harder in school.

students should not experiment with drugs.

students should try to understand the older generation.
students can become better persons by reading widely.

students should not destroy or damage school property and

report others if they see destruction being done.

Why

junior high school students (7-9) should or should not

dateo
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Lppendix DD

APDi. Support Personnel Training Program
Jnherat~Pelham Schools
inherst, Massachusetts
609-69-202

Learniug Facglgyation Skills in the Resource and Guidance Center
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Objectiver:

Lo

Methods:

1

Ao O

2.

3.
4o

5.

E¥press confidence in being with individual students or

small groupg.

Be able to pass information to a small group or an individual.
Be ehle to respond to questions from group members using
reptilen as proecribed.

Be able tc assist students in locating information in explora-
tion of a particular topic.

Micro~teaching tecniques will be utilized with video

recording equipmen*.

Small grouns of high school students will be used as practice
groupa.

Participants will be trained in pairs but televised separately
Progress in atteining the objectives will be assessed by the
trainee herself, the students, and the supervisor.

Prior to the micro-teaching sessions, the participants will
have fomiliarized themselves with materials in the resource

or guidance center. Trainees will be instructed to perform

as 1f they are presently employed in that particular center

and to aid the high school students who come to them for asuis-
tance. Students will be free to ask a variety of questions.
Staff Instructor will coach and support the trainee in responding
to the students verbally and in terms of useful information.
Trainees will be urged to help the students in a friendly

and expeditiouns manner.

Equipment: Sony TV, port-a-pack, recorder, and tripod

Facilities: Two rooms will be used; one with 5-6 students, where

the trainee will be instructed in a particular skill

in working with groups. The second room will be the
resource or guidance center with 5-6 different students,
where the aide-in-training will practice for 5 minutes
what he or she has been taught. This latter session

will be recorded by television cameras with a supervised
playback period immediately following. The aide will

be rerouted through the two rooms again if the particular
objective is not demonstrated,

Time needed: 15-20 minute training periods

Q

15 for instruction
5 for video recording

6-10 minute break periods

Total time needed: 6 hours
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Appendix EE

EPDA Support Personnel Training Program
Amherst-Pelham Regional Schools
Amherst, Massachusetts 01002
609-69-202

Follow-up Interview Form Date:
Overall:
Favorabdle _ Unfavorable

This form is to be completed by the staff member conducting separate and
joint interviews with the aide and her supervisor.

l. Name of staff member:

2. Name of Employer:

School:

Address:

Telephone number:

3. Name of Aide:

L, Type of Aide Position

Regsource Center Teacher Aide

Guidance Center Other (specify)

Aide and Supervisor Interviewed Separately: (include summary of content
and stated or implied feelings)

5. Aide response 6. Supervisor response

Workload
(tasks)

Hours

Setting

Financial

Compensation

(include
amount)
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Immediate Supervisor

Other Staff Members

Students

Pre-Service Training

Human Relations

Clerical

Audio-Visual

School Procedures

Other

Training Required "On the

Job"

Human Relations

Aide response

Supervisor response

L
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Alde Response Supervisor Response

Clerical
1
u Audio-Visual

School Procedures

Other

, - T ——
In-Service Training Needs

Human Relations

Clerical

Audio-Vigual B

School Procedures

Other




8.

9.
10.

Summary of Joint Interview (Staff Member, Aide and Supervisor): (If
there are differences between aspects of #5 and #6, star them above
and cite efforts made toward resolution)

Other Staff Members Interviewed: (include name and poeition with summary
of content)

Schedule date for next on-site visit:

Comments:
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