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FORWARD

The Personnel Services Review is an ongoing publication
Series which has been developed by CAPS to inform person-—
nel workers about new developments in a number of per-
sonnel services areas. There will be several different
series of the Personnel Services Review. Each series
will focus on a broad area of personnel work practice.
Within each series there will be a number of specific
issues (varying from five to ten depending on the series).
Each of these issues will concentrate on a specific
practice, procedure or method. The goal of these publi-
cations is to enable the reader to: (1) become aware

of a practice, procedure or method; (2) learn about the
ways in which this practice has been applied by others;
(3) understand the underlying theory behind the practice;
(4) consider possible applications of the practice in a
variety of settings; and (5) consider ways that the prac-
tice might be implemented in his own personnel work pro-
gram.

This particular Personnel Service Review Series is enti-
tled "Human Resources in the Guidance Program." The
series will contain about five issues. Each issue will
focus on people who are available to participate with
the counselor in the school guidance program. I :-agram
models for involving families, students, teackn:-z,
paraprofessionals, and other community members in guidance
and counseling activities will be considered. The
series is intended to suggest ways that counselors and
student personnel workers on the elementary, secondary,
and/or college level may expand their activities and
develop new programs through communicating, and

actively working with other significant people.




SUPPORT PERSONNEL IN GUIDANCE PROGRAMS

DO YOU RECOGNIZE THESE CONCERNS?

Is there a gap between the need for services and the
professional personnel available to provide such ser-
vices?

Is there a need to link the school and community more
cilosely and to establish more communication between the
two institutions?

Would the use of more adults, selected on the basis of
their concern for children, offer increased opportunity
for lmnovative programs and increased time for more
counseling activities by professionals?

Are members of the counseling staff spending too high a
proportion of their time on duties which could be per-
formed by staff with special skills, but less training?

WHO ARE SUPPORT PERSONNEL?

Support personnel include all non-professionals who as-
sist in the guidance program. Such terms as subprofes-
sional, paraprofessional, aide, and assistant may also
be used with tlie same meauing, but often denote differ-
ences in educational level or tasks performed. Support
personnel, as used in this review, covers the various
levels of assistants, not including secretarial staff.

MODELS OF PRACTICE vice meetings per month, and a professional
seminar once a month at the University of

Counselor Assistant Project (Rochester, N.Y.) Rochester. These meetings were to provide

As one part of a larger project assessing
guidance program status and needs, the Coun-
selor Assistant Project took place in three
school districts in 1966-67. The goal of
the project was to train personnel in an
auxiliary role and to develop activities ap-
propriate for a counselor assistant in a
secondary school. Three trainees were hired
on the basis of criteria established with
the approval of each cooperating school dis-
trict. All three assistants had previously
worked as secretaries, two within the guid-
ance offices. Training consisted of on-the-
job activities under the supervision of the
assigned counselor, and cornference time and
instruction with the project director's
staff. The instructional time included one-
half day per week in conference, two in-ser-
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professional information and a broad under-
standing of the field of guidance as well as
interpersonal contacts with counselors and
consultants. The assistant's daily activi-
ties included working with groups on orien-
tation, vocational planning, and post high
aschool planning; participating in various
agpects of the school testing program; oper-—
ating audio visual equipment and conducting
screening interviews (Salim and Vogan, 1968).

Guidance Assistant Project (Deerfield, Il1l1.)

Twelve guidance assistants were hired to
work in the elementary schools after careful
screening of applicants by a multi-discipline
committee which included the school psycholo-
gist, the project director, the mental health

"clinic administrator, the guidance director,



and the school principa.. Applicants were
required to have a B.A. degree and to pos-
sess traits which were deemed important for
working in such a capacity. The assistants
were given an orientation prior to the
opening of school which covered background,
procedure, and expectations. Training dur-
ing the school year was primarily the re-
sponsibility of the school psychologist and
school social worker. This additional
training included in-service instruction
and a graduate cours2 which emphasized spe-
cific activities such as cace studies to be
carried out on the job. The daily activi-
ties of the assistants included participa-
tion in the testing program; observation
and data gathering; serving as resource

persons; and working directly with children.

The work with the children was in small
groups and included classroom group guid-
ance, screening for kindergarten and first
grade, and making referrals. Evaluation
of the first year of the project indicated
success in many areas (Results of Pilot
Activities, 1968).

Volunteer Activities (Winnetka, I11.)

A program of volunteer work in the schools
by senior citizens has been in existence
in Winnetka for a number of years. 1In the
past three years, the program has received
funding and has been initiated in six other
communities which differ in socioeconomic
level. The volunteers are recruited
through publicity and contacts with com-
munity organizations. After interviews to
determine their experience, interests and
availability, the volunteers are considered
part of a "talent pool" from which the ap-
pointed school coordinators can draw. The
volunteers have served in the schools as
curriculum resource consultants, special
lecturers, teacher aides, tutors for indi-
viduals and small groups, and in programs
to meet the needs of special children such
as underachievers, gifted, handicapped, or
bilingual. The coordinator of the program
assumes responsibility for placements, su-
pervision, and evaluation of the volunteers
as well as maintaining communication be-
tween school personnzl and the volunteers
to make the program effective. An exten-

sive manual for such a coordinator is avail-

able from Winnetka schools (Feeund, 1968).

Baker's Dozen Community Mental Health Cen-
ter for Adolescents (Howard University,
Washington, D.C.)
As part of a larger program of training the
nonprofessional for new careers in the hu-
man services, this program trained youth as
mental health aides for work with neighbor-
hood children. Eight youths, ranging in
age from 17 to 21, were selected and given
three months of training. The training
goi}s included development of personal mo-
©
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tivation, values, and identity; basic social
and interpersonal skills; and knowledge
about working with groups and individuals.
Under professional supervision, the aides
acted as group leaders for ten children in
each of two groups. The groups provided a
series of activities designed for ego-
strengthening and therapeutic benefits. The
aides also participated in program planning,
behavior observation, interviews with group
members, and individual and group supervi-
sion (Mitchell in Grosser, Henry, and Kelly,
1969).

Hot Springs Rehabilitation Center (Arkansas)
In an on-going study, the Rehabilitation
Center has used counselor-aides under three
experimental conditions. The aides were re-
cruited as secretaries and given no addi-
tional training beyond on-the-job activities.
The experimental design evaluated (1) coun-
selors working alone in the traditional man-
ner; (2) counselor aides assisting a coun-
selor under maximal supervision; and (3)
counselor aides functioning in the complete
role of counselor with daily supervision. The
clients were randomly assigned to the three
counselor situations for regular individual
and weekly group counseling sessions. All
supervision was conducted in a one-to-one
relationship between counselor and aide.

The criteria established to measure progress
of the clients indicated that the aide work-
ing on his own case load with daily super-
vision by the professional counselor was
most successful. Tentative findings in this
study suggest interpersonal warmth and high
motivation on the part of the aide working
with his own clients resulted in greater
client benefit. This suggests consideration
of a role for support personnel different
from that proposed by professional organi-
zations, i.e., an aide has his own case load
rather than the aide assistinag the profes-
sional counselor with one case load (Truax,
1968).

GENERALIZATIONS

1. There are numerous activities within the
guidance program which can be effective-
ly undertaken by support personnel.

2. Up to this time, the primary use in the
schools of support personnel has been
as teacher aides. There is now a grow-
ing interest in other possibilities for
such people.

3. The addition of aides or paraprofession-
als may be the catalyst for role and
function evaluation by all school per-
sonnel.

4. In-service training and orientation is



needed for all school personnel when
support people are introduced to the
staff structure.

state departments of education, and school
counselors.

In one appendix of the report, activities

5. The introduction of support personnel are suggested for support personnel based on
can cause defensiveness and resistance three levels of resporsibility as outlined
among some members of the school staff. in the ASCA role statement. Tasks appro-
This may be an indifcation of the pro- priate to support personnel are enumerated
fessional's job insecurity, and his under eleven common activity areas in a guid-
view of support personnel lowering the ance department. The following are examples
standards of the profession. taken from the report (Zimpfer, et al., 1970,

Appendix B).

6. The introduction of support personnel
may set the climate for change within 1. Planning and development of the guidance
the institution or department. program:

7. The creation of roles for guidance Level I. Check supplies of standard

forms and f£ill out routine
aides and assistants may be viewed as orders for supplies
strengthening the department and also PP )
a3 creating entry-level jobs for mem- Level II. Be familiar with equipment
bers of the community. used in electronic data pro-
cessing.

8. Cg?mu:ity me:be;shmiy be isliStfd as 1- Level III, Supervise and coordinate the
e tzzr ve Sciootio: pers 1ioug1ia void activities of clerical or
un 1ti organiza » as well as in pa other skilled personnel under
positions. the general supervision of

i lor,

9. Certain support personnel, if indigent the counselor
to the surrounding community, may be 2, Counseling:
more effective with the hard-to-reach
families and students than the profes- Level I. Iype reports of case confer

) ences.
sional counselor. They are z2pt to be
more in tune with the clients' life Level II. Act as a recorder in sm=11
style and to meet fewer defemsive bar- group discussion or cowmisel-
riers. ing sessions.

10. ‘the many =spects of support personnel Level TTT. Observe verbal and non-verbal

: many =8P PP P interaction in groups or act
programs need to be carefully consid- ai fon lead 1
ered, especially such areas as job ad- as a discussion .eacer In

> small groups with approval of

vancement, relationship to other staff
the counselor.

members, place in professional organi-

zations, and training and supervision. 3. Pupil appraisal:

11. A"basic commitment to the worth of such Level I. Iype reports of case confer-

ences.

a program 1s needed so problems can be

met effectively. Level II. Identify students whose school

ACTION POSSIBILITIES

Since the use of support persomnel in pupil
services is a relatively new concept, spe-
cific roles and functions are not clearly

achievement and test records
show discrepancies.

Level III. Secure factual information
from a client through use of
a structured interview sche-
dule.

defined. There is, however, increasing pro- 4,
fessional interest in clarifying the various
ways in which such personnel can be utilized
to strengthen existing services. One such
effort is the work of the ACES Committee on
Support Personnel for Guidance in the Schools.
This Committee has recently released a re-
port which is now available through ERIC.

The report offers a detailed discussion of
issues to comsider in using support person-
nel. This discussion is based upon a survey
of existing programs and the attitudes of
1:I<j}:‘personnel, guidance supervisors in

s 3

Educational and occupational planning:

Level 1. Maintain a file of occupation-

al literature.

Level II. Secure follow-up infovmation
of a routine nature according

to a general follow-up plan.

Level III. Assist students to obtain in-
formation on financial aid.
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IMPLEMENTATION

Arnold Schmais (1967) prescuts a general
overview of points to consider in any pro-
gram which utilizes nonprofessionals or
support personnel. Many of the following
points have been taken from his discussion
and are explored more fully by him.

1. The objectives and goals of the pro-
gram using support personnel must be
clearly stated and understood by all
persons involved. A conception of
suppart personnel which is acceptable
to the total staff needs to be stated.

2. Resources which allow for a commit-
ment to the particular program desired
would include adequate funding, ade-
quate staff time, and opportunities
for training and advancement.

3. The role and duties of the aide or
support person must be defined and de-
scribed. This would include appraisal
of existing tasks to be assumed and

- new services which he could help pro-

vide. Here, the ACES Committee descrip-

tion of three levels may be helpful.

In it, program planners discuss whether
more than one level of support person-
nel is desirable. The opportunities
for occupational mobility and advance-
ment in salary, status, or task oppor—
tunf ties should also be considered.

4. Recruitment of appropriate people is
an important part of the process and
should invelve as many of the profes-
wional staff members as possible.

O
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Formal and informal community organi-
zations are one means of finding parti-
cipants. Also, community meetings to
explain the program, neighborhoed com-
mittees to make referrals and publi-
cize tha program, and public announce-
ments are means of recruiting a wide
group of applicants.

Screening and selection of the appli-
cants must be basci on pre-established
criteria in line with the program
goals. Departmental interviews with
all professional staff participating
in the selection will make for a more
well-accepted staff of support person-
nel.

Training would include orientation in
the role and functions to be assigned,
core or on-the-job skill training, ard
continuing in-service education for
all staff involved in the program.

Supervision of support personnel may
fall to one individual who coordinates
the entire program or be on a one-to-
one basis of the professional and the
aide. The supervisor needs to be aware
of the problems and doubts which the
support person may encounter as his
role develops in the school.

Evaluation must be an on-going process
of both the persvonnel's performance
and progress, and the program--its
stated goals, working elements, and
effect upon the school and the profes-
sional staff.
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SERIES. New York: New York University, Center for Study of Unemployed Youth, 1967. (ED 018 648
MF-$0.50 HC-$4.60 90P.)
Specific processes for utilizing nonprofessional employees in human services are presented.
The background, current status, and problems are discussed.

Thomas, Hadley A. THE TEACHER AIDE PROGRAM. Tuba City, Ariz.: Tuba City Elementary School, 1968.
(ED 027 996 MF-$0.25 HC-$1.10 20P.) '
The Tuba City Elementary School, located in a Bureau of Indian Affairs Sub-agency Headquarters
on the Navajo Reservation in Arizona, has conducted a teacher aide program since August 1965.
Teacher aides are used in ungraded primary grades, in intermediate grades, and to assist
nurses, librarians, and home visitation officers.

Thomson, Henry. INSTRUCTIONAL AIDE PROGRAM. Seattle, Wash.: Shoreline Community College, 1969.
(ED 027 882 MF-$0.25 HC-$0.25 3P.)
The Instructional Aide Frogram is a flexible curriculum designed to prepare students to meet
the paraprofessional needs of several kinds of imnstitutions.

Tomlinson, T.M.; and Others. PSYCHOTHERAPY AND THE NONPROFESSIONAL THERAPIST: RESPONSES OF NAIVE
THERAPISTS TO "THERAPEUTIC'" CONTACT WITH CHRONIC SCHIZOPHRENICS. (ED 021 297 MF-$0.25 HC-$0.80
18P.)
The question is asked about the advisability of engaging naive students in the task of "help-
ing" patients who are unlikely to exhibit identifiable behavior or persomality change. Bio-
graphical and rating scale data from untrained student therapists are examined, and the con-
clusion is reached that in most instances the experience has a positive outcome.

Truax, Charles B. THE USE OF SUPPORTIVE PERSONNEL IN REHABILITATION COUNSELING: PROCESS AND OUT-
COME. Fayetteville: Arkansas State Rehabilitation Research and Training Center; Evanston, Ill:
Association of Rehabilitation Centers, Inc., No date. (7D 022 217 MF-$0.25 HC-$2.05 39P.)
The following issues are discussed in relation to counseling and vocational rehabilitatiom: (1)
the process and outcome of counseling and therapeutic practice; -(2)selection of effective coun-
selors; (3) effective counselor training; (4) the role of untrained supportive personnel in the
role of counselor aides; and (5) discusses the most effective use of supportive personmel in
rehabilitation counseling.

Wickens, Elaine. DISCUSSION GUIDE FOR FILM STRIP: "I AM A TEACHER AIDE." New York: Bank Street
College of Education, 1969. (ED 031 441 Not available from EDRS. Available from Mr. Michael Neben,
Bureau of Educational Personnel Development, U.S. Office of Education, 400 Maryland Avenue SW,
Washington, D.C. 20202, 15P.)
Designed to accompany a film ("I Am a Teacher Aide") used by trainers for enhancing team inter-
action between teachers and teacher aides, this discussion guide opens with an introduction
on the uses of audiovisual materials and a list of specific resource available on team inter-
action training.

Zimpfer, David; Fredrickson, Ronald; Salim Mitchell; and Alpheus, Sanford. SUPPORT PERSONNEL IN
SCHOOL GUIDANCE PROGRAMS. Washington, D.C.: Association for Counselor Education and Supervision,
1970. (ED 042 066 MF-$0.75 HC-59.80 194P,)
A detailed report by an ACES committee on the use of support personnel with guides for program
development.
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Since these series have been 8o popular, we no longer
have copiee available for distribution from ERIC/CAPS.
However, they are available in photo copy (HC) or mi-
erofiche (MF) form from EDRS. Prices are given below.

To order, eee the EDRS instructione ineide the back cover
of this publication.

SERIES 1 - INNOVATIONS IN THE TRAINING AND SUPERViSION
OF COUNSELORS

ED 036 671 Simulation Gaming. MF-$0.25 HC-$0.60.
ED 036 672 Micro-Counseling. MF-$0.25 HC-$0.65
ED 036 673 Co-Counseling. MF-$0.25 HC-$0.55

SERIES 2 - PERSPECTIVES ON TRAINING THE DISADVANTAGED —
THE HARD TO EMPLOY

ED 038 559 The Hard to Employ—Who Are They? MF-$0.25 HC-$0.55
ED 038 560 Recruiting the Hard to Employ. MF-$0.25 HC-$0.55
ED 038 561 Approachee to Selection and Hiring. MF-$0.25 HC-$0.60

ED 038 562 Prevocational Training for the Hard to Employ—A Syetems
Approach. MF-$0.25 HC-$0.60

ED 038 563 Retention of the Hard to Employ. MF-$0.25 HC-$0.60
SERIES 3 - HUMAN RESCURCES IN THE GUIDANCE PROGRAMS

ED 036 674 Family Counseling. MF-$0.25 HC-$0.75
ED 036 675 Studente in Helping Rolee. MF-$0.25 HC-$0.60

Another senies will soon be available. ..

SERIES 4 - NEW PRACTICES IN STUDENT ORIENTATION

Innovations in Freshman Orientaticn

Orientation and the Culturally Distinct
Orientation in the Community College

Transfer Orientation and the Four-Year College
Parent Orientation Programe in Higher Education

Thie geriee will be available in December 1870.

Wateh for the announcement in our CAPS Capsule newsletter!
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