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LETTER OF TRANSMITTAL
DEPARTMENT OF THZ INTERIOR,

OFFICE OF EDUCATION,
Washington, D. C., May, 1933.

SIR: Within a period of 30 years the high-school enroll-
ment has increased from a little over 10 per cent of the
population of high-school age to more than 50 per cent of that
population. This enrollment is so unusual for a secondary
school that it has attracted the attention of Europe, where
only 8 to 10 per cent attend secondary schools. Many
European educators have said that we are educating too
many people. I believe, however, that the people of the
United States are now getting a new conception of education.
They are coming to look upon education as a preparation for
citizenship and for daily life rather than for the money return
which comes from it. They are looking upon the high school
as a place for their boys and girls to profit at a period when
they are not yet acceptable to industry.

In order that we may know where stand in secondary
education, the membership of the IN'ort 'Central Associatipn
of Colleges and Secondary Schools four years ago
lead in urging a studi-..--It seemed to them that it was' e
for such a study to be made by the Government of the United
States rather than by a pri.vate foundation, for if such an
akency studied secondary education it might be accused,
either rightly or wrongly, of a bias toward a special interest.
When the members of a committee of this association ap-
peared before the Bureau of the Iludget in 1928, they received
a very °courteous hearing. It Nos impossible, so the Chief of
the Biidget Bureau thought, to obtain all the money which
the commission felt desirable; with, the money which was
obtained, $225,000, to be expended over a 3-year period, it
was found impossible to do ali the things that the committee
had in inind. It was possible, however, to study those things
which pertained strictly to spcondary education; that is, its
organization; ita curriculum, including some of the more
fundamental subjecta, and particularly those subjects on
which a comparison could be made between the present and

v
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LETTER OF TRANSMITTAL

earlier periods; its extracurriculum, which is almost entirely
new in the past 30 years, the pupil population; and adminis-
trative and supervisory problems, personnel, and activities.

The handling of this Survey was intrusted to Dr. Leonard
V. Koos, of the University of Chicago. With great skill he
has, wwking on a full-time basis during his free quarters from
the University of Chicago and part time during other quarters,
brought it to a conclusion.

This manuscript was prepared by Dr. William C. Reavis,
of the University of Chicago, who was employed on the
study on part-time basis. After a careful study of guidance
service he undertook to visit the more important places
where good guidance programs were in effect. Ten places
are picked out for description in this mottograph including
some 4 township high schools in the State of Illinois. In
addition to these there will be found a description of the
guidance work in the five cities of Boston, Chicago, Provi-
dence, Cincinnati, Milwaukee, and in the independent
Milwaukee Vocational Sc

The educational and vocational guidance given in individual
high schools in each of these cities is described fully. In some
places the service has been attached to the city government.
In other places it was from the beginning more closely con-
nected to the school system. There ig ge e :rally a marked
tendency for it to be found in the schools. some of these
sc400ls there seems to be no distinction made between the
work in administration and the functions in guidance. For
instance, they are closely connectid in the.New Trier Town-
ship High School. In the Joliet Township High School, on
the other hand, they are clearly differentiated: The last
chapter summarizes four main types of guidance activities
'and describes guidance in a small rural school in California.
The conclusion is that guidance may exist in schools of any
size if its necessity is fully understood by the principal and
faculty of the school.

I recommend the publication of this manuscript as part
of the National Survey of Secondary Education.

Respectfully,
WM. JOHN COOPER,

COMM
The SECRETARY OF THE INTERIOR.
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PROGRAMS OF GUIDANCE

CHAPTER I : THE NEED, STATUS, AND MEANING
OF GUIDANCE

The need of guidance in secondary schools.- Guidance
services on the part of the secondary school are renciered
necessary by at least four conditions, namely: (1) The
character of the demands for modern secondary education,
(2) the changes in the social and economic order to which
the secondary-school pupil must adjust himself, (3) .the
needa of the adolescent for counsel and guidance, and (4)
the necessity of avoidini waste in the process of education.

Demand for modern secondary eduration.The secondary
school of a generation ago had a narrow curriculum, de-
signed chiefly to prepare young people for college. The
decision to send or not to send a youth to high school was
at that time usually made by the family. The individual
who preserited himself for admission to a secondary school
generally knew what he was seeking. After admission the
individual was primarily responsible for his own failure or
success. He knew in advance the nature of the opportu-
nities offered by the school and successful accomplishment
on his part vei.ras assumed. If he failed to' meet the require-
ments of the school, he either tried again or voluntarily
withdrew. It was taken for granted by the individual that
the family sacrifice should not be made in vain and that the
secondary school was not maintained for those who could not
profit from the academic opportunities provided.

To-day the situation described in the preceding paragraph
has been greatly changed. In most States pupils are re-
quired to attend school until 15, 16, or 17 years of age. In
many communities public sentiment for secondary education
is so strong that virtually all children under 18 years of age
are enrolled in the secondary school. As a result the school

[11



NATIONAL SURVEY OF SECONDARY EDUCATION

has had to make marked changes in orgatization in 6 at-
tempt to meet the needs ofits varied personnel. Instead of
a required curriculum- designed to prepare chiefly for ad-
mission to college,Inany curriculums are now offered from
which the pupils may select. The extent of the change is
shown by Van Dyke ' in a comparative study of the curricu-
lums of 35 secondary schools for the periods 1906-1911 and
1929-1930. In the first period, 53 different courses were
offered in all the subject fields, a total of 828 courses and an
average of 23.7 courses to a school, in the second period,
306 different courses were offered, a total of 1,683 courses
and an average of 48.1 to a school. The expansion and
enrichment of the program of studies in this period of ap-
proximately 25 years can not be explained solely on the
ground of increased enrollment, for the populátion of the
school districts studied increased only 66.5 per cent in the
period, while the number of different courses increased 477

1

per cent. The increase in course offerings represents an
effort on the part of the secondary schools to meet the
various needs of their pupil personnel.

Changes in the economic and 80Cial order.The adjustment
of pupils of high-school age to the complex world in which
they live is no simple matter. The individual's world to-day
is vastly larger and more complex than it was a generation
ago. Important changes in the social and economic struc-
ture render both social and vocational adjustments difficult.
The rapid shifting of population from rural to urban life has
complicated the processes of social and economic adjustment.
As a result, the individual at the threshold of his entrance
into college or industry and adult community life is frequently
overwhelmed by experiences which he does not fully under-
stand and can not clearly interpret. Since the home is
usulilly unable to provide the guidance needed in the inter-
pretation of many experiences encountered by the youth;
the secondary school isilompelled to assume a portion of the
f A ction formerly discharged by the home. If the school
fail:. to assume this function, the individual is apt to flounder
for w : it of guidance and may fail to find himself with re-
spect to his interests and capacity or to take full adva.ntage

Van Dyke, G. B. Thad. in the Development of the Ingb-edsool Offerings, II. School
Review, 39 : 738, December Mt.
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PROGRAMS OF GUIDANCE

of the opportunities offered in school and society for his
growth and development.

The needs of adolescents for guidance.The needs of the
youth of high-school age for guidance are boat many and
varied. On account of the stage in his development, physi-
cal, mental, and social changes may occur which baffle his
understanding. The high-school age is commonly regarded
as a period of great importance in the life of the youth because
of the adjustments which must be made. Problems that have
to do with the intellectual and physical development, choice
of companions, social activities, and the formation of right
social attitudes must be met and solved. The school is required
to understand theneeds of its young people and to provide
the guidance service which.the pupils as individuals .require.

Waste in the processes of secondary ed iTs ion.That many
schools have not met successfully the responsibilities imposed
by the guidance function is evidenced by high percentages of
withdrawal in each succeeding year of the secondary school dw

and by high percentages of failure in different subject-matter
fields. Recent evidence of withdrawals in secondary schools
is furnished in the survey of public schools of Chicago, Ill.,
in which the remarkable holding power of 98 per cent was
founVor the ninth grade. The percentage drops to 78 for
the tenth grade, 49 for the eleventh, and 34 for the twelfth.
For the same secondary schools the percentage of pupils
failing in their work for the semester ending January, 1931,
was 12, and June, 1931, 11.1. The range of the different
schools for the semester ending June, 1931, was from 6.4
per cent to 17.5. Data concerning failures in secondary
schools elsewhere reveal percentages both greater and less
than those cited for Chicago: However, irrespective of
.amount, failure involves waste in the process of secondary
education which can and should be reduced and as far as
possible prevented through the effective guidance of pupils.

Status of guijance in secondary schoots.--d-Data collected
in 1927 ' from a sample group of 522 secondary schools in 41
States ranging in enrollment from 4 pupils to 6,500 show that,

Ire
I Strayer, O. D. Report of the Survey of the %boob ot Chicago, Ill., 1982. Secondary

Education in Chicago, Vol. U, p. 149.
Rear* W. C., owl Wodhur, R. C. Ofilon Portion in &Noonday School*, pp. 190-197.

Chicago, Lakilaw Bros., 1910.
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NATIONAL SURVEY OF SECONDARY EDUCATION

according to the judgment of the principals, educational
guidance was provided in 87 per cent of the schools, personal
guidance in 83 per cent of the schools, and vocational guid-
ance in 74 per cent of the schools. The findings of the sampo.

ling indicate that the activities involved in the three general
types of guidance specified are carried on in the large majority
of secondary schools. The small schools enrolling 100

pupils and fewer give &rnsiderably less attention to education-
al and vocational guidance than the schools in the larger
enrollment groups, which vary only slightly in the relative
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emphasis given to the three types. The data show that for
schools of all sizes vocational guidance receives somewhat less
attention than educational and personal &dance. (Fig. 1.)

Other data 4 collected regarding specific phases of guidance
during the same year from 336 secondary schools in 44 States
ranging in enrollment from 47 to 4,072 show that a median of
24.9 activities in guidance with a range of 51 activities (5 to
56) were reported by the principals to be carriedia in their

4 Yooa, Leonard V., self Yalanver, Otayson N. Guidance In Sesondary &book, pp. 811-613
N. York, The Macmillan Co., Mt
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PROGRAMS OF GUIDANCE

schools. Among the leading activities through which guidance
opportunities were provided in the different schools were disci-
pline in 72.2 per tent of the schools oversight of conduct, 74.6 per
cent; guidance concerning quality of work, 63.5 per cent curricu-
lum guidance, 60.8 per cent; vocational guidance, 37.7 per cent;
placement, 20.4 per cent, and follow-up service, 13.5 per cent.

The variation in the percentages of the two investigations
cited is accounted for in part by the vagueness of the term
"guidance." To some persons the term "guidance" is very
general and is virtually synonymous with the process of
education. An individual with this conception might con-
sider that curriculum guidance is educational, personal, and
vocational in character when evaluating guidance activities
according to the three general categories, but as curriculum
guidance only and not vocational or personal when evaluating
guidance according to specific categories.

The diverse meaning of the term "guidance."The foregoing
facts indicate that guidance in some form or other (general or
specific) is a well-established function in most secondary
schools. The activities carried on in secondary schools under
the caption are, however, extremely varied. In some schools
guidance probably means whatever principal or teachers do
for pupils in the way of personal council or advice. In other
schools guidance activities are roughly differentiated -into
types, such as educational, personal, vocational, social, moral,
and the like. Still other schools analyze guidance into spe-
cific activities, such as providing assistance to pupils in choos-
ing curriculums, overcoming deficiencies, developing special
talents, and cultivating intellectual interests, or imparting
occupational information, advking regarding the choice of
an occupation, assisting in securing employment, helping in
the choice of a college, and giving supervisory oversight to an
individual aftsr employment.

Both general and specific activities of the sort enumerated
in the foregoing paragraph are evidently carried on in many
secondary schools. In some schools the activities are carried
on only informally and incidentally by the regular school
officersprincipal, deans, and teachers. In other schools
they are carried on formally and systematically under the
direction of persons specially selectded for the purpose and

[ 51



NATIONAL SURVEY OF SECONDARY EDUCATION

definitely charged with the responsibility of serving pupils
through the types of specific activities enumerated.

Scope of this monograph.This monograph deals with guid-
ance programs in secondary schools. The nature, status, and
meaning of guidance have been presented. Consideration is
given in Chapter II to the guidance functionaries found in
sample groups of secondary schools, and in Chapter III to
the more important guidance activities observed in the schools
visited by the author of this monograph. The treatment of
functionaries and activities in Chapters II and III is intro-
duced to provide the background for the case reports on

guidance programs presented in the subsequent chapters.
Case reports of five school systems and five individual schools
reputed to have outstanding programs of guidance are pre-
sented in Chapters IV to XIII. All of these, except one,'
were visited by the author, who observed the workings of the
guidance programs and conferred with the guidance funca

ries. Other school systems and individual schools with
ating programs of guidance were also visited, but case

reports of these are not included because of limitation of space
and the fact that the reports presented are believed to be
adequately representative, although they can not be assumed
to include anything like all the outstanding programs of

guidance in the country. The greater number of reports on

programs in the Mid-West is explained by their proximity to
the base of operations of the investigator.

Chapter XIV contains an overview of the guidance pro-
grams presented in Chapters IV to XIII and a supplementary
analysis of a guidance program in a small secondary school as

described by Proctor. Small secondary schools were not
studied in the present investigation, for the reason that they
are the subject of special inquiry reported in Monograph
No. 6.7 Chapter IX of Monograph Nb. 6 includes description
of guidance practices in a number of small schools as a group
and also cites unusual practices in several individual schools.

O This school was visited and reported by G. IC. Van Dyke, who also prepared the reports
for two other schools.

6 Proctor, W. M. Guidance Program of a Rural High Selma in California. Junior-801M
High School Clawing House, & 14-16, September 1930.

I Perrin, Binary N., Q... ;' vomits, W. H., end Brammdl, P. Roy. Tbe Smaller Secondary
Schools. National Survey of Secondary Zdoogioe. Office of Education Bulletin, 1932,
No. 17, Monograph No, 6, Washington, D.C., Government Printing Office.
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CHAPTER II : GUIDANCE FUNCTIONARIES IN
SECONDARY SCHOOLS

The guidance functionaries found. The functionary found
responsible most frequently for the assumption of guidance
duties in a sampling of 522 schools is the school principal.
In 77 per cent of the schools this officer provides guidance
for boys and in 56 per cent for girls. The assistant princi-
pals are assigned the responsibility for boys in 32 per cent of
the schools and for girls in 26 per cent. .Counselors for boys
and deans for girls are employed for the purpose in 21 and
50 per cent of the schools, respectively. The guidance
functions are deli,: ated to other officers whose titles were not
specified in approximately one-sixth of the schools.

Other data of a more specific character reveal a tendency
in secondary schools to develop programs of counseling and
guidance around different guidance functionaries. (Fig. 2.)
The data show that guidance activities of some sort are
carried on in the large majority of schools, both small and
large. The principal is the most prevalent guidance officer
found in the small schools and the home-room adviser, dean
of girls, and dean of boys in the large schools. However, a
noticeable difference in the extent of use of the specialist in
counseling, namely, the counselor, is observed in the large
schools when compared with the small schools (28 per cent
as compared to 2.7 per cent).

The principal aa a guidance functionary principal is
chiefly responsible for the guidance activities in the majority
of the schools with enrollments of fewer than 200. His
different relations to the guidance program are revealed by
the data presented in Figure 3. The findings show that he
personally carries on guidance work for all the pupils in
approximately two-thirds of the small schools. That

I Rams, W. o, and Wafter, R. C., op. oft., pp. 191-497.

Koos, Lsoawd V., fed Ketsuvor, Grayson N., op. oft., pp. 116-617.
I Midi, pp. $7$4111.
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NATIONAL SURVEY OF SECONDARY EDUCATION

guidance organizations are lacking in the majority of the
schools with enrollments of fewer than 200 is shown by the
facts (1) that the principal heads the guidance work or serves
as one of a group of advisers in only a few schools (8.1 per
cent), (2) that he acts as cliairman of the guidance com-

mittee in only 5.4 per cent of the schools, and (3) that he is
responsible for developing home-room programs in only 10.8
per cent of the schools. In some'of the schools (29.7 per cent)

he serves either as adviser of boys or assumes advisory respon-
sibility with boys as one of the guidance duties which he

FURCTIONARItS

25 50 100

Principal

Dean of girls

Dean of boy

Rome-room adviser

Teachers

Counselor

Guidance committee

Visiting teacher

64.9
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1.5.2
21.6
88.2
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2.7
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20.
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CD Schools under 200
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noun 2.Pereentaires of functionaries specified as performing guidance duties in schools

with enrollments of fewer than 200 and more than 1,000

personally performs. Ile reports recommending pupils to
college in about half the schools, and maidng studies to
improve the basis of guidance in about a tenth of the schools.
The work of the principal as a guidance functionary in the
schools with enrollments of fewer than 200 is obviously very
general in character, and probably belongs more properly
in the field of administration than in guidance.

In the schools with enrollments in excess of 1,000 the rel
tions of the principal to the guidance program vary
the practices found in the smaller schools in the folio
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PROGRAMS OF GUIDANCE

respects: In approximately two-thirds of the schools he heads
the work in a general way, a fact which suggests the more
frequent wdstence of guidance organizations in the larger
schools. He serves as one of a group of advisers, as chairman,
and as member of a guidance committee, and is responsible
for developing the home-room program in a larger percentage
of the schools enrolling more than 1,000 than in those enrolling
fewer than 200. On the contrary, the principals of the
larger schools personally carry on the guidance work and
serve as advisers of the boys much less frequently than in the

landau= C/P *PRINCIPAL
TO OIIIDANC1 MORA* rim cm

25 so 100

Needs work in general way

Personally carries on guid-
ance work

Serves as adviser 'of bOis

4. Serves as one of a group
of advisers

I. chairs= of guidons
committee

4,

I. member of guildanse coo-
mittee

Is responsible for develop-
ing bow-woos program

Rakes studies to improve
basis of guldens*

Recommends pupils to Col-
lege

8.1
68.8

64.9
29.0

29.7
471.2

e.1
12.9

2 45
0.0
7.5

lo.8
17.2

lo.8
8.6

46.o
43.o

/roe

0,0

EZ1 Dow too Over 1,000

noun 3.Paresatagas ot guidance duties specified which were performed by principals in
schools of font than NO and more than 1,000

smaller schools. In making studies designed to imp?ove the
basis of the guidance work and in recommending pupils to
college the percentages of frequency for the two types of
schools are about the same.

In the schools which develop their guidance programs
around general officers, guidance activities are
often subordinated to other administrative duties. Further-
more, id dealing both with individuals and with groups the
administrative officer is sometimes inhibited in the per-
formance of a guidance activity by the urgency of prior
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NATIONAL SURVEY OF SECONDARY EDUCATION

performance of some nonguidance administrative activity.
In practice administration may interfere iith guidance and
guidancy may interfere with administration. This relation
often renders guidance difficult by officeis whose primary
responsibility is administration.

The dean of girls and dean of boys a 8guulance functionaries.
In recent years, especially in large secondary schools, the
principal has utilized the services of the dean of girls and the
dean of boys in the administration of the pupil personnel.
These officers generally teach part time, devoting the re-

DUTIZ3 DRAM OF BOYS
AID DUI OF GIRLS

PEI CENT

1. Discipline

2. Oversight of social conduct

Supervision of extra-curriculum
activities

4. fontrol of attendance

5. Guidance concerning quality of
work

6. Curriculum guidance

Vocational guidance

Placement servic

Follow-up work

751:1

67.2
85.o

66.7
73. 4

47.6
41.6

44.8
31.8

eimionsammar----1
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23.8
15.6

Doan of boys Doan of girls
Ammomovrim

Flouts 4.Peroentages of duties specified which were performed by the dean of boys and
the dean of girls In MI6 secondary schools

I.

maiming time to the specific personnel duties assigned. In

some of the large schools they devote full time to personnel
duties.4

Analysig of the ties5 of these officers (Fig. 4) shows that
their four chief functibns are administrative in character.
Five important duties fall more clearly within the field of

guidance, but these duties are performed less frequently
than the administrative duties. The dean of boys is charged

Ream* W. C., and Woellusr, R. C., op cit., p.
Koos, Leonard V., sod Kefauver, Grayson N., op oft-, p.
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PROGRAMS OF GUIDANCE

with guidance duties to a greater extent than the dean of
girls. The data show the deans have been utilized by the prin-
cipals of secondary schools in the capacity of administrative
officers to a greater extent than in the capacity of counselors.

Home-room ravisers as guidance functionaries.In many
schools the home room is utilized as the unit of the guidance
program. This is especially true of the larger secondary
schools in which the home room may have previously existed
as a unit for carrying on certain routine administrative
activities. Approximately seven;eighths of the schools
studied by Koos and Kefauver with enrollments in excess of
1,000 employed the home-room organization in the develop-
ment of guidance programs. Since the same investigators
found that home rooms were utilized in only one-fifth of the
schools enrolling fewer than 200 pupils; the conclusion is
warranted that the home-room organization is characteristic
of the larger secondary schools.

The home toom is usually organized as the school home
of a group of pupils whether the group be small or large.
Usually it is required to care for from 30 to 40 pupils, although
in some school systems large assembly rooms make possible
the organization of the school into " houses" or home rooms
with from 200 to 400 members.

The home-room plan of organization makes possible .the
segregation of pupils in groups under the leadership of a
regular teacher whose responsibility for the home-room group
is sponsorship rather than instruction. The plan enables the
sponsor and pupils to establish cooperative relotions as a
_means of realizing the purposes for which the type of organi-
zatibn exists. Whether the home-room group remains with
the adviser for a semester, term, or during the membership
of the group in the school does not matter greatly, provided
the purposes of the organization are clearly conceived.

Broadly speaking, the chief purpose of the home room is
guidance, and the specific activities carried on in it should
come largely under that category. To this end it should be
organized as guidance laboratory and not as another
classroom. The atmosphere of the room should be demo-
cratic and shoukt be conducive to self-discovery and self-
revelation. To serve the _members of the home-room group

nese-46---.1) 11 )
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the adviser must know them as individuals and as members
of a primary group.

The mere organization of a school for guidance purposes
into home-room groups does not guarantee that guidance
activities will be better performed by home-room advisers
than by administrative officers. Unless home-room advisers
are trained for guidance work their activities will very likely

resemble either the activities of the teacher or of the minor
administrative officer. It is difficult to indicate to what
extent training has been provided for home-room advisers in
schools that have adopted the h e-room plan as a guidance
program. Data from the sampling of 336 schools 6 (Fig. 5)
show that home-room advisers give more attention to non-

guidance administrative duties than to guidance. It is, of
course, possible that guidance.may be rendered through the
performance of administrative duties, such its discipline

WTI= PERFORM BY
MOMB400M ADVISERS

25 50 15 100

Discipline

Oversight of social conduct.

Direction of special none-
room activities

Ouidance concerning quality
of work

Curriculum guidance

Vocational guidance

69.o

65.5

74.8

61.9

61.3

29.2

nouns 5.Percentages of duties specified which were performed by home-room advisers in
338 seoondary schools

oversight of social conduct, and direction of special home-
room activities. However, since the duties are general

rather than specific, the guidance values are likely to be only

incidental. Nearly two-thirds of the home-room advisers

give guidance concerning the choice of curriculums and the
quality of classroom work. Only about a third of the
advisers give vocational guidance. The findings do not indi-

cate the breadth of guidance service totbe dosired, although

the guidance activities carried on compare favorably with

o Koos, Leonard V., and Ketauver, Grayson N., op. cit., p 546.

1121

s
:¡f

.

1

6.

b

CEIT

MD

.se



PROGRAMS OF GUIDANCE

those of administrative officers in schOols in which the
home-room organization is not employed.

Certain schools ,have introduced class directors, class
guides, class supervisors, and class principals to organize and
direct the work of the home-room advisers and to unify the
guidance activities for the different class gioups. These
directors supply a type of special service to the home-room
work which widens the scope and gives balance to the guid-
ance activities.

Teachers a8 advisers.The data presented in Figure 2
showed that teachers were utilized as advisers in approxi-
mately a fifth of the schools with enrollments of fewer than
200 and a thirteenth of the schools with enrollments of more
than 1,000. The practige of' utilizing teachers in large pro-
portions as guidance functionaries is followed chiefly by the
smaller schools and signifies usually the absence of a guidance
organization, although many of the duties carried on by ad-
ministrative officers and home-room advisers are assumed by
the tefichers in the capacity of guidance functionaries.
With PI-oper training for the performance of guidance activi-
ties, teachers may in the course of time become skilled home-
room advisers or special counselors, but as a rule their
guidance activities are more or less general.

Trained counsekrs as guidance functionariis.Whether the
emphasis is placed on the vocational, educational, or personal
aspects of guidance, certain schools have conceived of the
activkies of counseling and guidance as involving knowledge
and technical skill beyond that possessed by the teacher and
general administrative officer. Such schools regard &dance
as an act of skill, which requires for its successful execution
training of a technical charactet. Accordingly, in these
schools guidance becomes the responsibility. of the specialist,
who may be developed from the staff through special training
or be added to the staff for the specific purpose.

To develop a satisfactory program of guidance through
special counselors requires that the counselors become
members of the school's staff and that the duties to be per-
formed be defined and relations to staff members clearly
established. The use of the specialist in guidance does not
render unnecessary the assumption of certain general guid-

( 13)
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NATIONAL SURVEY OF SECONDARY EDUCATION

ance responsibilities by teachers and administrittive officers.
It merely requires a differentiation of duties with the special-
jst and the generalist accepting responsibility for the activ-
ities each can most successfully perform. If the time of the
specialist is used in the performance of duties that properly
belong to the generalist or the generalist undertakes to
perform the duties re. quiring special training and skill, the
guidance program will fail because of faulty organization.

The development of the guidance program around the
counselorin the local school makes possible a type of guidance
often slighted in schools, which depend chiefly on the adminis-
trative officer's plus tire services of outside specialists available
only on call. However, the zuccess of the plan will depend
on the limitations imposed. If the counselor is overloaded
with pupils or is expeaed to divert energy to other adminis-
trative work, the results accomplished may vary only slightly
from those obtained through other plans.

Objective data 7' for schools which emphasize the teacher-
adviser and the special-counselor plans show that the advisers
perform administritive duties related to guictance, such as dis-
cipline, oversight of social conduct, and counseling concerning
the quality of work to a greater extent than the counselors.
(Fig. 6.) On the contrary, the counselors surpass the advi-
sers in the frequency of performance of the more specialized
types of guidance, such as curriculum guidance, vocational
guidance, placement advisement, and follow-up service.
Mille the differences in the distribution of time of the differ-
ent types of duties indicated are not large, they are, neverthe-
less, significant. As a result it can be concluded that the
adoption of the special-counselor plan increases the perform-
ance of the specialized guidance activities by counselors and
decreases those that are partly administrative in character.

Guidance committee s.In about a fifth (20.4 per cent) of
the schools with enrollments of more than 1,000, committees
of teachers carry on the guidance work. These functionaries
are usually released from some teaching duties or are paid a
fixed amount for the responsibilities assumed. . The plan
enables a principal to select from his staff teachers best
qualiOed for guidance work, to establish standards of training

lima, Leonard V., mkt Ketsum, Orly's= N., op. cit., pp. 50-684.
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PROGRAMS OF GUIDANCE

for the advisory committee, and to effect a continuing organiza-
tion for the guidance service. The committee organization rep-
resents a stage between thehome-room or teacher-adviser organ-
ization and the special-counselor plan. The members of guid-
ance ceommittees as a rule are not specialists in guidance work,
although they may be looked upon as potential specialists.

The guidance committee is seldom found in the smallschools with enrollments of fewer than 200, the percentage
of frequency in the sampling of 336 schools 8 being only 2.7.

The risiting teacher..The visiting teache.r is utilized as aguidance functionary in the large school; with enrollments in

DMUS ?MOUND

25

mot cur

50 75 100

1. Discipline

2. Oversight of social conduct

31 Guidance concerning qualityof work

Curriculum guidance

5. Vocational guidance

6. Plooamsat empiric.

7. Tcalow-up service

69 .7
41.7
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43.8

"52.1.3 MEMBERSEMIN''I
47.o
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43.8 somaismacm
10.6

lo.6
29.2

Teacher W.I.-sere Special Counselors

Mum 6.Percentages of teacher advisers and special counselors carrying on the guidance
. activities specified in 336 secondary schoolswe

excess of 1,000 to about the same extent as the guidance
committee. She is often a trained social worker, and in
some instances a psychiatric social worker. The trainihg is
seldom the same at§ that of a special counselor, although the
work of the visiting teacher is indispensable in pupil counsel-
ing. In some schools the visiting teacher has superse4led the
attendance officer, and as a result is responsible for both
attendance and home adjustments, both of which are essen-
tial .to guidance work. Only a small percentage (5.4) of the
336 schools studied by Koos and Kefauver ° were found to
possess this functionary, a fact accounted for chiefly by the
special character of the visiting teacher's work.

Koos Lebeard V., and Kamm, Grayson N., op eft., p. 516.
Ibid., p. 616.
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CHAPTER III : GUIDANCE ACTIVITIES IN
SECONDARY SCHOOLS

Th,e type8 of guidance actirities carried on.The guidance
activities carried on in secondary schools are numeróus and
varied. Analysis of the activities of guidance functionaries
made by French as a part of the Commonwealth Study of
Teacher Training resulted in a master list of 180 specific
activities which were considered to relate to guidance in
secondary schools. An evaluation of these activities by
counselors and by experts in education provides classified
lists arranged in order of frequency of performance and in
order of importance. The correlations between frequency of
performance of activities and their relative importance as
determined by counselors reveal certain strengths and weak-
nesses in the guidance activities carried on by the principal
and his assistants in the secondary schools. In activities
which involved advising with parents, counseling with in-
dividual pupils, and advising with pupils in groups the cor-
relations are high, being 0.767, 0.742, and 0.728, respectively
in activities pertaining to cooperation with community
agencies and with teachers the correlations are medium
(0.404 and 0.316) ; in activities involving the collecting and
recording of data and assisting in extracurriculum activities
the correlations are low (0.265 and 0.113).

In the school systems and individual schools visited by
the members of the survey stag a great variety of activities
in guidance were being carried on. Certain of the more
frequent and significant ones will be described in the follow-
ing paragraphs.

(1) Instructing pupils regarding occupations most
common method of informing pupils regarding occupations
is the course in occupations. Some incidental information

French, Fannie. An Analysis of Activities Involved in Pupil Guidance, pp. 30-41. Un-
published muter's thesis, Department of Sduoation, University of Chicago, 1926.
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regarding occupations is no doubt secured by pupils from
the teachers of the various school subjects. Such informa-
tion is unorganized and frequently inaccurate. These con-
ditions make systematic instruction in occupations necessary
if the pupil is to secure a knowledge of opportunities in occu-
pations and to develop some degree of understanding of the
work of the world.

Not all schools provide courses in occupations. A recent
sampling study 2 of 208 secondary schools in New Jersey
showed that only 60, or 31.9 per cent, offered courses in oc-
cupations. Data presented by Koos and liefauver3 show
that the courses in occupations are offered in all grades of
the secondary school (7-12), although the dominance of
practice favors the ninth grade.

The occupations selected for study in some of the courses
are local in character, while in others the occupations are
general. In some schools a general textbook on occupations
is used; a number of such textbooks are now available for
general courses in occupations. The prevailing practice is
to offer the courses five hours per week for one semester or
three hours per week for two semesters.' In some of the
schools the pupil is required to prepare a career book of some
occupation in which he is interested. The purpose of the
career book is to induce intensive study of an occupation in
contrast with the extensive study of the occupations con-
sidered in the occupation course.

The practice of providing instruction in occupations is in
harmony with the purposes of guidance from its beginning.
The failure of the practice to obtain a stronger place among
the guidance activities of the schools is probably due to the
inability of regular teachers and administrative officers to
meet the responsibility successfullya fact which, if true,
argues strongly for the staikard adopted by the National
Vocational Guidance Association, namely, that vocational
guidance ghoul(' be offered only by qualified persons.

(2) Carrying on occupational re8earch.Interest in occupa-
tions is enhanced by current information regarding occu-

Onnliffe, Res B. Guidance Practice in New Jersey, p. 6. Studies in Education, No. 2.Rutgers University, School of gducation, New Brunswick, N. J.
s Guidance in Secondary Schools, p. 93. New York, Macmillan Co., i982.
6 Ibid., p. 96.

[171

;-

I



6

NATIONAL SURVEY OF SECONDARY EDUCATION

Pations and. by reliable recent information regarding local
occupations and their demands for workers. Such informa-
tion is rarely obtainable in organized form. It must be
collécted, organized, and interpreted. This is the task of the
instructor of courses in occupations or the department of
guidance. The activity is fundamental to vocational guid--
ance in a school or system óf schools.

Occupational research is a more conspicuous feature of the
guidance work in the large city school systems than in the
individual schools studied in this investigation. Perhaps it is
more necessary in the large city systems than in the individual
schools in the smaller communities. In the latter, occupational
information is secured to a greater extent by incidental means
than in the larger commanities. However, information
secured incidentally can not be an adequate substitute for
information secured systematically as-a result of occupational
research.

Examples of occupational research are given in the case
studies of Chicago, Cincinnati, and Providence reported in
Chapters IV, V, and VI. The occupational information
made available through research in these systems contributes
very materially to occupational guidance in their individual
schools.

(3) Rendering placement 8errice.In the large school sys-
tems placement service is rendered through the bureau of
guidance, a division of the bureau of guidance, the counselors
in the local schools, or the instructors in vocational schools.
In the ikdividual secondary schools in the smaller cities the
service Arendered through the director of guidance or the
administrative officers. Placement service is desired by
pupils who leave school before graduation or who enter upon
a life pursuit immediately after graduation.

The services which can be rendered by the school in occu-
pational placement are finding positions for pupils, directing
the pupils in their search for employment, answering requests
of employers for information regarding pupils applying for
employment, and assisting pupils in making adjustments
after securing employment. These services require exten-
sive knowledge of both pupils and employment conditions.

(18]
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On accountyf the technical character of placement services
many schools neglect the responsib4¡ty. The sampling
data collected by Cunliffe 'in New Jersey show that only 14.9
per cent of the secondary schools investigated assume respon-
sibility for placement. These fmdings are qiiite at variance
with an earlier study by Edgerton and Herr for 256 senior
high schools, 379 junior:.-high schools, and 178 part-time
schools,' in which it was found that 69 per cent of the schools
offered vocational placement service for part-time and full-
time employment. The difference may in part be accounted
for by the fact that the latter sampling consisted chiefly of
large schoo4, while the former consisted largely of small
schools in villages, towns, and small cities.

(4) Making follow-up investigations.Two of the school
systems studied in this project carry on systematic follow-up
investigations of graduates at intervals up to five years. The
other systems and individual schools neglect this type of
investigation, restricting their efforts to the follow-up of
pupils who have withdrawn from school to enter upon employ-
ment. Both types of follow-up investigations are important.
The latter possesses the greater value to the individual pupil
concerned, but the former is essential in planing programs
of studies, in the reorganization of curriculums, and in project-
ing programs of guidance.

The follow-up investigation may be carried on as a project
of the central bureau after the method of occupational research
discussed in section 2 of this chapter, or as a project of the
class counselor as described by Allen. The latter method is
superior in that it is carried on by the person who is both
immediately anpi personally interested in the findings of such
Investigations.

(5) Effecting adjustmenIsletween employees and employer.
A guidance service to part-time workers, and in some instances
to pupils who have withdrawn from school to enter full-time
employment, is rendered by counselors and placement officers
in effecting adjustmenta between the young employees and
their employers. In businesses and industries which maintain

seunliffe, Rea B., op. cit., p. &
Edgerton, A. H., and Herr, L. A. Present Status of Guidance Activities in Secondary

Schools. Tbe Twenty-third Yearbook, Part II, p, National Society for the Study of
Education, 19114.

`k.s: I Allen, Richard D. The Continuous Follow-up Survey in the.Benior High School. Junior-
Senke High School Clearing House, 7: 4440, September, 11111
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personnel directors the adjustment of the workers is often
regarded as a mutual responsibility of employer and school.
In institutions which do not maintain personnel directors
the adjustment of the young worker presents a difficult
problem, which places great responsibility on the guidance
department of the school, if the welfare of the former pupil
is regarded as a matter of school concern.

The study by Edgerton and Herr° showed that approxi-
mately a third (34.3 per cent) of the counselors in 115 senior
high schools, 154 junior high schools, and 66 part-time schbols
cooperated with employers' associations, personnel managers,
labor organizations, etc., in promoting the welfare of young
people transferring to business or industry from school. The
data indicate that school functionaries are not strongly
inclined to carry their guidance activities beyond the portals
of the school.

(6) Visiting homes of pupiis.In the schools with coun-
selors or visiting teachers the homes of pupils are visited
when it is considered necessary to secures the cooperation of
parents and to gather case data regarding the family history
and environmental background of pupils. These visits
usually yield better results when made by trained counselorq,
visiting teachers, and psychiatric social workers than when
made by home-room teachers and administrative officers.
The service is important in guidance work and frequently
results in the better adjustment of pupils to school and in a
wiser choice of occupation.

Data are not available to show the extent of home visita-
tion by the different guidance functionaries. In the case of
home-room advisers in the khools studied by Koos and
Kefauver,9 it is disclosed that home visitation is a little more
frequent in junior high schools than in the senior and 4-yeár
high schools, and that the homes of problem cases and failing
pupils are visited more frequently than the homes of other
pupils. The practice of visiting.thé homes of all pupils by
the home-room advisers was followed in 13.3 per cent of the
junior high schools and 7.2 per cent of the senior and 4year
high schools.

1 Zdisrton, A. H., and Harr, L. A., op. cit., p. U.
I Koos, Leonard V., sod Kotsuver, Orayson N., op. cit., p. ê.
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(7) Compiling ease histories of pupils.--On account òf the
labor involved in the collection, analysis, interpretation, and
writing of case reports, the case history is usually compiled
only for problem pupils. ,It is not possible to compile case
histories of pupils generally in the majority of secondary
schools since complete data are not assembled for all pupils.
Only 38.1 per cent of the 522 schools studied by Reavis and
Noellner'° reported the use of cumulative folders for the
filing of case data regarding pupils. Most schools (89.7 per
cent), however, were found to keep cumulative records of
the progress of individual pupils, thus making possible the
compilation of case histories when supplemented by informa-
tion collected through guidance activities.

Case histories of problem pupils were available in the files
of most of the school systems and individual schools visited
by the members of the survey staff investigating guidance
programs. Evidently tbe practice is encouraged in the
schools which have well-developed programs of guidance.
The use of the method presupposes the keeping of adequate
records, the careful study of cumulative data, and the pur-
suit of the cases until their culmination.

(8) Administering tests to pupils.Data secured from tests
of mental ability, achievement in the school subjects, and
nonintellectual qualities are considered essential in guidance.
Some of these tests may. be given by administrative officers
and teachers in connection with admission, classification,
and diagnostic and remedial instruction. Others must be
administered by the guidance functionaries of the schools to
pupils as individuals or in groups for the purpose of securing
data needed in counseling.

Approximately half (52.1 per cent) of the secondary schools
studied in New Jersey by Cunliffe" considered the test pro-
gram as a guidance activity. Whether the tests are admin-
istered by guidance functionaries, teachers, or administra-
tive officers is not specified, but the implication is clear,
namely, that the activities involved in the collection of test
data belong in the field of guidance. That some of the tests
employed in guidance are administered by guidance func-
tionaries can not be doubted in the light of the information

Cantina,
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supplied by Koos and Kefauver" regarding types of tests
used in guidance and the frequency of their use.

In school systems with bureaus of guidance the administra-
tion of tests for purposes of guidance is regarded as a special-
ized function to be carried onby a department of the bureau.
In individual schools the activity is usually performed
by the counselor. In either case the purpose of the activity is
the collection of information for use in counseling and guidance.

(9) Preparing guidance bulletim.Bulletins If informa-
tion, such as pamphlets on occupations, news notes of current
developments in occupations, bulletins on programs of studies,
circulars on college entrance, school handbooks, guidance
issues of the school paper, and selected lists of books on
occupations, are prepared in many secondary schools for the
guidance of pupils. While some or all of these publications
may be prepared by committees of teachers and pupils,
much of the information must be supplied by guidancfunc-
tionaries. The collection of information suitable for publica-
tion and the editorial preparation of the information are con-
sidered important guidance activities in certain schools.

In large cities having guidance bureaus a considerable por-
tion of the guidance functionaries' time may be consumed
and no small portion of the guidance budget used in this
activity. Examples of such utilization tf time and money
will be found in the case studies of Chicago and Cincinri.

(10) Giving information to pupils in groups.Guidance
functionaries in the schools studied in this investigation ob-
serve the practice of giving information to pupils át the time
of admission to the secondary school regarding the selection of
a secondary school in the large school systems and regarding
the choice of curriculums or subjects in the school to which
admission is sought. A guidance functionary frequently
visits the elementary schools from which the pupils 'come and
provides the pupils with the information needed or me«ets the
pupils in groups at the receiving secondary school. Thb
service it intended as an aid to pupils and parents in maldng a
selection of the opportunities offered by secondary schools.
Evidence is presented in at least one of the schools studied
to show the value of the service to pupils.

ts Koos, Leonard V., and Kefauver, Grayson N., op. oft., p. 283.
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Information is also given to pupils in groups early in the
high-school course regarding colleges and entrance require-
ments in order that the pupils looking forward to college
may be duly informed of admission conditions. Some schools
provide individual conferences with pupils or parents on
request, but in general the individual conference is not con-
sidered necessary.

The plan of giving information to pupils in groups makes for
economy in guidance, provided that the information is cor-
rect and is effectively presented.

(11) Counseling individual pupils.Advising with indi-
vidual pupils in need of counsel is an important activity in
any guidance program. The interview may be sought vol-
untarily by the pupil or at the request of parent, teacker,
or administrative officer. In some schools interviews with
individual pupils are scheduled by counselors as a means of
providing every pupil wiih the opportunity to secure indi-
vidual guidance.

Individual counseling to be successful requires technical
knowledge and skill scarcely to be epected in some of the
functionaries who undertake to render guidance services in
secondary schools. As a result some of the individual
counseling is little more than perfunctory interviewing. A
background of personal knowledge of the pupil is required by
the counselor as a basis for the interview. This involves
cumulative records, the results of tests, personality ratings,
and current reports of school progress. Even with adequate
information the counselor may defeat the purpose of the
individual interview. unless the technique of interviewing is
thoroughly understood and skillfully practiced. Adequate
follow-up must then be planned to check the results of the
interview and to provide further counsel when considered
necessary. .

In an extensive survey involving 8,594 secondary schools,
Billed 3 finds that 28 distinct methods are employed for
meeting the individual differences of pupils, such as variation
in the number of subjects a pupil is permitted to carry, special
coaching of slow pupils, special dupes for pupils who have
failed, adjustment classes or rooms, remedial classes or rooms,

11 Mott, Roy O. What the High Schools are Doing for tin Individual. School Life,
16: 87, January,
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differentited assignments to pupils
.

in the same class or sec-
tion, and the like. The effective use of any of these plans of
providing for individual differences in pupils presupposes indi-
vidual counseling both in making the diagnosis of individual
differences and in enlisting the cooperation of the pupil in
improving the ability of the individual or in compensating
for the disability found to exist.

In the schools and school systems described in later chapters
of the present report, individual counseling is found to occupy
a prominent place in the guidance programs. Marked differ-
ences are found, however, both in the character of individual
counseling practiced and in the emphasis given to this phase
of school guidance.

(12) Holding case conferences with groups.The sheer
magnitude of the guidance problem in large school systems
and in large secondary schools requires that guidance func-
tionaries deal with pupils in groups. The method is not con-
sidered an adequate substitute for individual counseling,
yet it offers promise of good results if correct techniques are
employed. At times the entire pupil body of the school may
be instructed and advised in the school assembly, or class
groups in class meetings. School or class opinion may thus
be directed and attitudes and ideals formed.

A method considered effective for class groups is the case
conference. Case material is placed before the group and
the conference is carried on under the direction of the guid-
ance functionary somewhat similar to case instruction in
schools of law. With proper material and desirable con-
ference technique supérior results may be obtained. How-
ever, with poor material and poor technique such counseling
may prove worse than none because of the potential dangers
of developing undesirable attitudes and ideals on the part of
the pupils.

The method is used only to a limited extent in the schools
studied by the investigators, but it appears to merit experi-
mental study and wider application than is now received.

(13) Sponsoring pupil activities.Guidance functionaries
as a rule should not be used as regular sponsors of pupil ac-
tivities. However, certain activities may offer such large
opportunities for guidance that the assignment of a guidance

[24]
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PROGRAMS OF GUIDANCE

functionary to sponsorship of an activity is highly desirable.
Examples of such sponsorship are found in leadership clubs,
pupil-government organizations, and alumni organiations.

(14) Conferring with teachers and 8ponsor8 regarding indi-
vidual pupils.The relation of guidance functionaries to
teachers and sponsors is usually consultative rather than
supervisory or executive. Hence, conferences between guid-
ance functionaries and teachers or sponsors should be re-
garded in a spirit of mutuality of interest and concern for
the welfare of the pupil about whom the conference is held.
The conference may be initiated by guidance functionary or
by tocher or sponsor. In either case the purpose is virtually
the same, namely, to furnish or to receive information and
under certain conditions adviceregarding an individual pupil.

Lack of articulation and coordination between guidance
functionaries on the one hand and teachers and sponsors on
the other have hindered the guidance service in many schools.
The articulation desired is furthered by proper administrative
organization and by the cultivation on the part of the entire
staff of a vital interest in the welfare of the individual pupil.
The definition of the relations of guidance functionaries to
teachers and sponsors should do much to promote articulation
and to coordinate the activitiei of counseling with the general
program of education.

(15) Serving on committees of ieachers to develop material:for
try-out cour8e8.The guidance value of try-out courses is
enhanced if the materials of the course are produced by com-
mittee action of the teachers involved and the guidance func-
tionaries. A sense of personal responsibility for the course
on the part of the teacher is combined with the technical
coqtribution of the guidance functionaries. Furthermore,
through cooperative effort, mutual understanding of the pur-
poses of guidance and the use of try-out materials as a means
to the desired end is secured.

Satisfactory service on committees for the- development of
try-out courses may lead to similar service in the develop-
ment of orientation couises find to couries i subject-matter
departments. Examples were found in some ,6f the schools
studied of such usefulnesson the part of guidano functionaries.

4
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(16) Conducting guidance clinic clinics for the
diagnosis of certain types of problem cases were promoted by
the guidance functionaries in some of the schools represented
in this project. The guidance functionary may ,participate
in the work of-the clinic or aCt as executive secretary in seèur-
ing the services of specialists and in the preparation of case
reports. The purpose of the clinics is to secure for an indi-
vidual pupil a type of service without which the efforts of the
school and the pupil fail to secure satisfactory results. The
guidance clinic appears to be as necessary as a clinic for
orthopedic defects, speech disabilities, or other organic c.ondi-
tions. It may be the means of correcting behavior difficul-
ties in pupils or in solving learning problems.

(17) Making reports of activities to administrative officers.--=
Reports of activities by guidance functionaries to adminiA.
trativp officers constitute a valuable test of worth of the
guidance services. Critical reactions of administrative offi-
cers to the activities engaged in by the guidance function-
aries, self-criticism resulting from analysis of activities in the
preparation of reports, justification of activities in terms of
budget costs, and the use of guidance data in the develop-
ment of school policies and curriculum and extracurriculum
work should result in the improvement of guidance activities.

Mechanical recounting of activities, such as number of
parents interviewed, number of bulletins distributed, and
number of pupils advised, is of little consequence. Case
reports, bulletins prepared, follow-up data secured, failing
pupils salvaged, and the like afford evidence of guidance
activities which concern administrative officers and teachers
as well as the guidance functionaries.

(18) Miscellawous activitie8.--Other activities closely re-
lated to those described in the foregoing paragraphs were also

obse'rved in the school syritems and schools visited by the
inv-estigators of the survey staff. Howevèr, the 17 types of
activities discussed are believed to be sufficiently representa-
tive of the more important duties of guidance functionaries
to render the discussion of other activities unnecessary,
especially since numerous aspects of counseling and guidance
are considered in the case reports of guidance programs in

most of the remaining chapters of this monograph.
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CHAPTER IV : CASE REPORT ON BOSTON

The beginning ofguidance in Boston.The schools of Boston
are thought to be the first in the United States to provide
organized vocational guidance for pupils. in 1910 the schotol
committee accepted the plan of a special committee, com-
posed of masters and a representative of the Vocation Bureau
established two years previously at the Civic Service House
in Boston, that a teacher be designated in each elementary
and secondary school of the city to act as vocational coun-
selor. Vocational guidance thus became a regular feature of
the school system in Boston and has continued to the
present time.

The organization of a department of vocational guidance.
The Department of Vocational Guidance was organized in
1915 with an acting director of vocational guidance in charge.
During the previous yeai.. this o r gave half time as
director of vocational Counselors an head of the division of
assignments and records at the Continuation School, and the
other half was in charge of the Bciston Placement Burdau,
with which she had been associated since its establishment
in 1912.

In 1916 the appointment of this same officer as director was
confirmed and responsibility for guidance and placement and
follow-up, as well as direction of the school counselors, was
placed in the new department. The organization developed
for the department is showu in Figure 7.

At the present time the personnel of the department con-
sists of the director, 6 vocational instructors (men), 11
vocational assistants (women), and 2 clerks. This staff of
workers is responsible Or guidance, placement, and follow-up
service in the' city schools. Nearly all the vocational in-
structors and assistants are assigned to part-time service in
the high schools (four give ftill time). One gives part time
in three interinediate schools. The others spend the re-
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mainder of their time in carrying on guidance, placement,
and follow-up duties at the departmental office.

Boston School Committee

Superintendent of Schools

I

Assistant Superintendent in Charge 1

Director of Vocational Ouidance

Vbcational Counselor
Elementary
Intermediate
High

Counselors' Meetings
Information
Discussion

Vocational Assistants
(Women)

Vocational Instructors
(Men)

Central Office

Public and Parochial Schools
Elementary
Intermediate
High

Guidance

Health
Thrift
Vocational Interest
Information concerning:

Educational oppor-
tunities

Vocational oppor-
tunities

Local industrie

Further Education

j

Vocational Assistants
in Special Schools

1Trade
schools

Continu-tion
School

Practices...
Arts

Placement
Readjustment
Temporary:

Summer
Part-time
After school'
Saturday

Commerce

Follow-Up

Repor ts
Letters from:

Pup i I s
Employers
Higher Institutions

In person at office
hour

Telephone
Visits to:

Homes, Employers,
Schools, Social
Agencies

Citizenship

Employment

naval 7.Organizat1on and ftinctions of the Vocational Guidance Department, Boston,
Mass.

The objectives of the department. The objectives of the
Department of Vocational Guidance as stated by the director
are the following:

I. Educational and vocational guidance:
1. To assist pupils to a knowledge of education-al and voca-

tkonal posaibilities.
2. To assist pupils to a knowledge of the common occupa-

tions and an understanding of the problems of the
occupational world so that they may prepare more
fully for lives of usefulness in the community. Voca-
tional and political citizenship must go hand in hand.
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PROGRAMS OF GUIDANCE

3. To obtain for each pupil, as far as possible, every
opportunity which it is the duty of the public schools
to provide.

4. To aid pupils to realize their educational or vocational
aims.

IL Placement:
1. To assist graduates and undergraduates, who must

leave school to work, in finding suitable positions.
Physical and mental fitness, school preparation. and
vocational interests are the determining factors in
placement.

2. To aid those who need readjustment in their work.
3. To aid those who, in order to continue their school

work, must have after-school work, Saturday or
summer viork.

III. Follow-up:
1. To help young workers to a better understanding of their

relationships to other workers' in their own and other
occupations and to society.

2. To insure better cooperation between the public schools
on one hand and the higher educational institutions on
the various commercial and industrial pursuits on the
other hand, in order that there may be no gap between
the groups.

3. To make scientific studies of the information gathered
for the benefit( of the child, the school, the employer,
and society.

4. -To assist in adapting the schools to the needs of the
pupils and the community, through providing the
information needed for the modification of currictilum
materials.

Duties of the director.The director is the chief officer of
the Department of Vocational Guidance responsible to the
superintendent of schools through an assistant superin-
tendent. The director is responsible.for the policies of the
department, maldng the budget, and directing the general
supervision of the department staff. In the individual schools
the director is a staff officer, acting as a consultant to the
principal in coairying on the guidance activities desired
through the school counselor. Exectnive authority is not

. exercised in individual schools by the directOr.
Continuity has been given to the policies and activities of the

Department óf Vocational Guidance by the fact that the
present director, Miss Susan J. Ginn, has served as head ofthe d6artment frem ita establishment 'hi 1915.

[29]
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Main of instructors and aseistants. The duties of the
vocational instructors and assistants are functional in char-
acter and are assigned by the director of the department. At
the request of a principal, an instructor or assistant may be
assigned to part-time or full-time duties in a given school.
The duties usually consist of personal interviews at the
request of pupils or principal, registration and personal int,er-
views of the entire freshman and senior classes and of junior
and sophomore classes when time permits, instruction in
occupations, placement, and follow-up investigations. The
program of the instructors and assistants is not rigidly
standardizea, but is subject to modification in the light of the
needs of a school.

The office duties of the instructors and assistants are partly
departmental and partly functional. For example, each in-
structor and assistant may be responsible for the guidance,
placement, and follow-up work in a given group of schools.
In addition, certain functional assignments may be given to
each, such as maintenance of evening office hours twice per
month, conduct of a particular follow-up investigation, prep-
aration of reports, and the like.

Thi tin of school courvelors.The counselors A represent-
atives of the Department of Vocational Guidance in the in-
dividual schools. They are teachers, submastem, or masters'
assistants and usually carry a full teaching load, although
they may be released from teaching duties for counseling by
by the principals

The duties of the counselors are:

1. To be the representative of the Department of Vocational Guid-
ance in the district.

2. To attend all meetings of counselors called bY the Director of
Vocational Guidance.

3. To be responsible for all material sent out to the school by the
Department of Vocational Guidance.

4. .To gather and keep on file occupational information.
5. To arrange with the local branch librarians about shelves of

books bearing upon educational and vocational guidance.
6. To recommend that teachers show the relationship of their work

to occupational problems.'
7. To interview ptipils in grades 6 and above who are failing, attempt

to find the reason, and suggest remedy.
8. To make use of the cumulative record card when advising children.
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9. To consult records of intelligence tests when advising children.
10. To make a careful study with grades 7 and 8 of the bulletin Guide

to the Choice of a Secondary School.
11. To urge children to remain in school.
12. To recommend conferences with parents of children who are

failing or leaving school.
13. To interview and check cards of all children leaving school,

making clear to them the requirements for obtaining working certifi-
cates.

14. To be responsible for filling in the applications of pupils for em-
ployment certificates and communicating, with mmendations, to
the Department of Vocational Guidance.

The quality of service rendered by a counselor in a given
school will naturally vary with the factors which condition
it, such as the attitude of the principal toward guidance, the
training of the teachers for guidance responsibility, and the
time of the individual counseloi available for guidance duties.
However, the presence of representatives of the Department
of Vocational Guidance in all high schools of the city and a few
of the intermediate schools makes for unification of the guid-
ance work and acts as a centripetal force for a centralized
organization.

Inter8chool and curriculum guidance .The selection of
schools and the choice of curriculum offerings by a pupil in
a system of the size and complicated organization of Boston
is no easy task. Choices of intermediate schools in many
districts must be made at the end of the sixth grade. Since
the intermediate schools have multiple curriculums and pre-
vocational training, occupational guidance is needed bY the
pupil prior to admission and during his residence in the inter-
mediate school. Selection of a senior high school at the end
of the ninth grade or regular high school at the end of the
eighth grade requirés vocational choice on the part of the
pupil, inasmuch as the offerings of the MAC schools are
somewhat specialized in character.

As an aid to the pupils in choosing a secondary school, a
bulletin has been prepared by the Department of Vocational
Guidance. This bulletin is distributed through the school
counselors to pupils and parents, and conferences are held
with the pupils both in groups and individually by the coun:-
selors during supervised study periods. Effort is put forth
by the counselors to aid the pupils in making an intelligent

( 31 )
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choice of a secondary school and courses within the school.
The choice requires a consideration of occupations.

In the general high schools the work of counselor is taken
over partly or wholly by the vocational instructors or assist-
ants. After admission the pupil is advised regarding his
school progress, part-time work in vacation periods, selection
of extracurriculum activities, and is counseled regarding
placement, if withdrawal from school is found necAsary. In
the special high schools in which choice of vocation has been
made prior to admission, .the counselor 'or vocational instruc-
tor or assistant is expected to be reponsible for the adjust-
ment of the pupil to his school work, assistance to the pupil
in self-analysis of abilities and the selection of phases of the
occupation chosen in which the abilities possessed offer
greatest promise of success, the choice of higher schools,
assistance in the placement of the pupil for part-time or full-
time employment, and the follow-up of the pupil in case of
withdrawal and after graduation.

Successful guidance of the types described requires training
and release from teaching responsibility on the part of
counselors. The Department of Vocational Guidance under-
takes to supply general training for counseling, but the work
in some of the intermediate schools and special high schools
requires technical training and ability frequently not pos-
sessed by the school counselors. In such instances the
dirèctor of the' department, at the request of the principal,
has assigned a staff member to the school in question for
part-time service and in some cases full-time service.

Counseling and guidanee .From the beginning in Boston
the emphasis of the Department of Vocational Guidance has
been placed on educational and occupational counseling and
guidance. This does not mean that the other aspects of
guidance, often referred to as ethical, social, personal, physi-
cal guidance, etc., are neglected or altogether overlooked.
The concept, vocational guidance, is used by the department
in a broad sense. It includes all sbrvices in counseling which
may ultimately lead an individual to a successful choice of
an occupation. For example, the intelligent choice of a
secondary school requires occupational information and
tentative choice of vocation. The counseling of an individual

( 32 )
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with respect to his choice of school involves careful considera-
tion of his educational progress, abilities, disabilities, interests,
and economic conditions. These aspects of guidance thus
become means to the end of occupational guidance.

The services within the school commonly designated as
pupil adjustment are responsibilities of teachers and prin-
cipal as well as of the guidance department, although in
schools enjoying the services of vocational instructors or
assistants of the department, aid in effecting educational
adjustments is usually rendered. Broadly spea

educational
, the

work of the department is to give and .upa-
tional information and to counsel pupils with respect to
adjustments in school-as well as to vocations.

In the seventh, eighth, and ninth grades one hour each
week has been set aside in the schedule for group instruction
in educational and vocational guidance. A tentative plan
for the use of the time has been prepared by a committee of
five representing the intermediate schools and the Depart-
ment of Vocational Guidance. The plan consists of flexible
units designed to aid Pupils in discovering their interests and
aptitudes and to give information that will aid them in
choosing wisely not only for the present but for their future
work.

Placement service.Placement service in Boston has been a
responsibility of the Department of Vocational Guidance
from the dine the services of the Placement Bureau were
available. This bureau was completely absorbed by the
department in 1917. The importance of the service is
indicated by data furnished by the department sh8wing
that appro tely 60 per cent of the recent graduates of 10
high schools 114 re either working or seeking work within a
year after gr '.. ation. About half of these graduates sought
the assistance of the department in finding employment and
about half secured placement through the department's aid.

Despite'the fact that the department strives to keep chil-
dren in school until graduation from high school and to en-
courage further training on the part of promising high-school
graduates, the demand for part-time placement service prior
to graduation is heavy. Requests for assistance in securing
vacation employment, part-time employment, and employ-
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ment b/pupils unable to continue to graduation because of
economic conditions and lack of sufficient ability are numer-
ous. The department, through its central office and its
instructors, assistants, and counselors in individual schools,
undertakes not only to find positions for these pupils but
also to secure employment in which the individuals are
interested and are likely to prove successful.

Placement service is refused when the records show that
an individual is physically unfit or otherwise unequal to the
work or when arrangements can be made to keep the pupil
in school. The counselors in the schools are of great assist-
ance to the department in rendering advice regarding place-
ment applications.

The work of the department is so organized that all the
members have responsibility for placement service. This
requires all members to keep in close touch with placement
opportunities and the types of individuals for whom oppor-
tunities are available. Furthermore, complete knowledge of
the applicants for placement is required before placement is

attempted. The purpose of the department is to render
mutual service to employer and employed. Such service
can not be rendered by novices. It requires training and
adequate information based on comprehensive records and
research.

Follow-up work.The State requires that every pupil who
has been in a trade school for six months or more shall be
followed for a period of five years. The follow-up of all

graduates of the general high schools and the Girls' Latin and
Mechanic Arts High School is carried on in various ways,
namely: (1) Letters from the Department of Vocational
Guidance; (2) visits to employers by instructors, assistants,
and school instnictors; (3) visits to the homes, telephone
calls, and (4) visits by the pupils at the evening office hours
of the department. Voluntary follow-up studies are carried
on by the department as research investigations for purposes
of obtaining guidance material and information which may
affect the curriculums of the schools.

The primary purpose of the follow-up investigation as an
aspect of guidance is service to the individual who has with-
drawn from or completed the work of the school, Through
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follow-up contacts the department is able to continue a public
service on the part of the school which may result in the
adjustment of the former pupil to employment or further
education. The information thus secured, if used, makes
possible the scientific evaluation of programs of study, the
revision of curriculums, and the guidance of pupils with
respect to occupational requirements and opportunities.

Since 1916 the Department of Vocational Guidance has
followed up the graduates of all the general high schools
(Dorchester High School since 1924) and the Mechanic Arts
High School and Boston Trade School within one year after
graduation. The Girls' Latith School was recently added to
the list. Five-year follow-up studies have been made since
1926 for the English High School, Brighton High School,
Charleston High School, East Boston High School, Hyde
Park High School, South Boston High School, Jamaica
Plain High School, Mechanic Arts High School, and Girls'
High School. A copy of the report, which includes a general
summary and the story of each member of the graduating
class, is sent to each headmaster and vocational counselor in
order that they may see what has happened to the product
of their school.

Guidance in the Mechanic Arts High School.The problem
of providing vocational guidance has been met in the Me-
chanic Arts High School for bop.; by the assignment of one
of the vocational instructors of the department staff to the
school on a full-time basis (four-fifths in the school itself,
one-fifth at the central office in the interest of that school's
graduates). This school offers technical training for boys
preparing to enter some occupation requiring mechanical
experience. It does not train for particular trades, but
undertakes to provide shopwork and drawing that will facili-
tate adjustment in mechanical pursuits. Two curriculums
are offered, namely, the shop or mechanical curriculum and
the technical preparatory curriculum. In the curriculum
first mentioned the boy may specialize in some kind of shopda'
work after the first year or in electrical laboratory work,
machine design, architectural drawing, or industrial design.
In the second curriculum less time is devoted to shopwork
and drawing and more to the subjects required for admission
to technical schools.

[35]
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The vocational instructor in this school advises with
pqpils individually regarding the choice of a vocation or
higher technical school, prepares guidance material for >the
use of regular teachers in the social studies to be taught
30 class periods in the ninth grade and supervises the teach-
ing; plans meetings of the alumni association of the school
twice each year as a means of making contacts with the
graduates; encourages the keeping of guidance bulletin
boards in all of the home rooms for the purpose of incidental
guidance; and gives systematic instniction two periods a
week to seniors in class groups in vocational guidance, re-
quiring the keeping of a notebook by each pupil and the
preparation of four lengthy reports in cooperation with the
English department. The instructor keeps a cumulative
record card of each pupil, visits the home of a pupil when
necessary to secure parental cooperation or advice; keeps
office hours at the noon recess in order that the boys may
come on their own time for conference; visits industries to
interest employers in the graduates, to see how those em-
ployed are getting along, and to provide for future place-
ments, and makes follow-up studies of all graduates for a
period of five years.

Vocational guidance is made an integral part of the work
of the Mechanic Arts High School. Since the work is in
the hands of a trained instructor who is a member of the
staff of the Department of Vocational Guidance, the school
has an advantage not possessed by all the schools of the
city.

Two regular teachers are allowed five periods each week
to do the individual counseling in the second and third
years. Both of these teachers have taken courses in voca-
tional guidance. These teachers are under the supervision
of the vocational instructor assigned from the bepartment
of Vocational Guidance.

Guidance in the Michelangelo Intermediate Sclwol.The
guidance work in the Michelahgelo Intermediate School
presents a problem of greater difficulty than that in the
average intermediate school. The pupils are largely for-
eign, chiefly of Italian parentage. Language difficulties
make for retardation and economic conditions for early
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employment. Educational guidance, personal interviews,
classes in occupational information, follow-up work in the
ninth grade, part-time employment, and placement service
constitute the major aspects of the work of the vocational
assistant assigned by the department to this school.

Through the interest of one of the leading industries and
with the approval of the school committee, the vocational
assistant has carried on an interesting experiment in coop-
erative work and schooling with girls. In Jane, 1926, 30
girls were induced to give up poor jobs in which they were
unhappy and to try the new plan, which consisted in divid-
ing the group into two divisions and rotating them by weeks
in school and at work. Improved working conditions,
better pay, better morale, and opportunity to continue
schooling made the plan successful both to the girls and the
employer. In the course of time the experiment grew to
include approximately 200 girls. The majority of the girls
were enrolled in the intermediate grades and housed in the
Continuation School. Some were in the tenth grade of
the High School of Practical Arts. Several were» subse-
quently graduated from this latter school, one with honors.

Recent changes in the management of the industry have
resulted in some modification in the plan. However, from
the point of view of .11,e cooperating schools, the Department
of Vocational Guidance, and the girls concerned, the original
experiment was regarded as significant and worthy of repeti-
tion, particularly for pupils of continuation-school age in
need of employment.

C081 of vocational guidance.By act of the General Assem-
bly of Massachusetts in 1925 the School Committee of Boston
is permitted to levy $0.03 on each $1,000 of the valuation of
the city of Boston for vocational guidance purposes. This
authorization made possible in 1931 a budget of approxi-
mately $60,000. The enrollment of all the high schools was
about 26,000, of the ninth grade in intermediate schools
about 4,000, and of the seventh and eighth grades about
20,000total enrollment for the secondary-school grades of
approximately 50,000. If the guidance activities of the
department were restricted 'to pupils of secondary-school
grades, the resources available would be about $1.20 per
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pupil. If the enrollment of the sixth grade is,acided, which
seems justifiable, since 'the pupils of this grade receive con-
siderable attention, these resources are decreased to approxi-
mately $1 per pupil. P

Since guidance is a service designated for graduates of the
high school arid j2oupils forced to withdraw from sch6o1 for
gainful employment as well as those enrolled in the schools,
it is impossible to determine accurately the cost of the service
on a per capita basis. Numerous individuals no longer con-
nected with the schools come to the central office of the
department daily for advice along educational and vocational
lines. The follow-up studies of secondary-school graduates
also require considerable time. The scope of the service for
which cost can not be calculated is represented by approxi-
mately 34,500 names appearing in the live-case files in the
central office of the department.
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CHAPTER V : CASE REPORT ON CHICAGO

Origin of the Vocational Guidance Bureau. The Vocational
Guidance Bureau of the Chicago public schools had its
origin in the bureau of vocational supervision established for
children by the Department of Social Investigation of the
Chicago School of Civics and Philanthropy in 1910, as a result
of a study by that department of the problems of truancy
and nonattendance in the Chicago public schools. 'In the
course of the study the attention of the inv.6stigators had
been called to the inability of many of the children who went
to woik as soon as the law permitted to find satisfactory
industrial placement. For example, the boys released from
the parental school found industrial placement very difficult.
Because of the character of the homes from which these boys
came and because of the helplessness of the boys themselves
when they left the parental school, advantage was taken of the
opportunity offered by this investigation to advise them with
reference to their .choice of work and to assist them to find
work when they were unwilling or unable to return to' the
regular day school. A small employment bureau for these
boys was therefore organized in order to aid them in securing
and keeping employment in Chicago.

The bureau's aim and methods during its first five years are
summarized as follows in the report of the director for the
school year 1916:

First.To study industrjal opportunities open to boys and girls with
respect to wages and the requirements necessary to enter an occupation,
the age at which beginners enter the occupations, the nature of the work,
and the chances for advancement and development.

Second. To advise the children about to leave school and retain them
in school when possible.

Third. When every effort to retain them in school Iwo ailed, to place
in positions those children who need assistance in securing employment.

Fourth. To follow up and supervise every child who has been placed,
advising him to take advantage of every opportunity for further
iraircing.

[ 39]
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Two reports based on studies of the opportunities for
employment open to children unar 16 years of age in
Chicago were published. More than 10,000 children were
advised and assisted. A considerable majority of these were
reached before they commenced to work, either just after
they received their work permits or while they were still in
school. The advisers held regular office hours at an incieas-
ing number of public schools for the purpose of interviewing
children who planned to leave school before the completion
of the regular course. Convinced by the results of their
occupational studies of the meager opportunities offered
children under 16, the staff aimed primarily to convince
children and their parents of the value of continued education
and to persuade them to remain \in school or to resume their
school training if they had already taken out work permits.
The value of this service may be gauged by the fact that of the
3,519 children advised in the year 1914-15 who had never
worked, 640 were persuaded to remain in or return to school.
The need for this service may be further indicated by the
fact that 1,349, or more than one-third of these children, had
advanced no further in school than the sixth grade. As a
necessary part of its program of keeping children in school as
long a.8 possible, the joint committee responsible for the
management of the bureau entered in 1911 upon a policy of
raising scholarship funds.

Since 1916, when the advisement work was taken over
completely by the public schools, the program of the Voca-
tional Guidance Bureau has followed broadly the general
lines laid down during the semiprivate stage of. experimenta-
tion. Its responsibilities and staff were considerably en-
larged, however, by the assumption in January, 1918, of the
duty of issuing employment certificates, which up to that
time had been handled by the attendance department of the
board of education. The extent to which the work was
increased by this new responsibility is indicated by the
fact that 36,605 employment certificates were issued in
Chicago in the year ending June 30, 1919, 16,973 to boys and
girls leaving school for work for the first time. Further-
more, the work was increased more than mere numbers would
indicate by the fact that a new State child,labor law which
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became effective July 1, 1917, emb9died many new provisionsand made necessary the planning of entirely new forms and
administrative machinery for its enforcement. One of themost important provisions of the new law was that requiringa physical examination for all children applying for certifi-cates. For this work a specral staff of medical examinerswas appointed. In September, 1919, the work was further
expanded by the appointment of a staff of visiting teachers
assigned to individual schools but working under the super-vision of the director qf the bureau. The visiting teacherswere taken out of the department in 1924.

Growth of the bureau.The growth of the bureau has been
slow, beginning with three advisers in 1916. By January,1931, the staff had been increased to 33 advisers; however,since September, 1931, 14 advisers have been transferred toteaching service in junior high schools. This drastic reduc-tion in the number of advisers serving in the schools becauseof a reduced budget has seriously curtailed the effectivenessof the services of the bureau.

Of the 33 advisers in the organization before the presentreduction, 7 were assigned to the central office and 26 to the
schools. Thirty-two of the 50 junior and senior high schoolswere served by these advisers, one adviser being assigned toeach of 10 senior and 9 junior high schools and the other 7being assigned to mpre than 1 school.

Functions and duties of the per:gonnelThe director.TheDirector of the Vocational Guidance. Bureau for the entireschool system has general supervision_ over the work of the 33advisers. She has defined the duties of the advisers in theschools in an attempt to standardize the work and to makethe program in the schools as nearly uniform as possible.The principals of the sChools in which the advisers work indi-cate the duties to be performed by the advisers, and thedirector helps to outline and organize the work of the advisersfor the schools in the light of the duties which must be per-formed and the duties which the principals wish to have
performed. .7

One of the distinctive contributions rendered ,by thedirector is bringing together And making available a vastamount of printed material for the use of the advisers inthe schools. This material is of the following types:
[41]
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(1) Occupational and educational information to be
passed on to the pupils. This information is concerned
with the changes in the supply and demand for workers in

various fields, the training necessary for occupations, 4nd

the educational opportunities Itvailable to pupils.

(2) Posters, charts,And other graphic material for use in

the schools.
(3) .Lists of slides and filmi; available.
(4) Information concerning the development of an occupa-

tional library, bibliogrpphies on vocational guidance, and
materials for an occupational library for the school.

(5) Suggestions on scheduling visits to industrial plants
and business houses for groups of. --pupils and teachers, and

pro4pring suitable speakers for school groups:

(6) Infolmation to advisers concerning courses4ffered by

the universities and colleges which are considered especially

helpful to them.
(7) Information concerning new legislation affecting the

schooling and employment of young people.

Me central office. The central office is organized into four

divisions:
(1) Placement.
(2) Occupational studies.
(3) Employment certificates.
(4) Guidance and 011411:lent of handicapped pupas.
The placement division of the bureau.This division is

under the direction of two advisers and is orgailized to serye

(a) high-school graduates and pupils dropping out of school

to enter industry (b) all young people subject to continuation-
schoorrNtdrements, and (c) handicapped pupils under the

age of 21, especiallY those entering industry.
The'advisers in the schools send calididates for positions to

the placement division of the central office. Record cards
which show the teacheis' ratings' of the pupils on various

traits are secured by advisers for these candidates and for-
warded to the placement division ptevious to graduation peri-

Nr ods. Reports are mile I;y the placemept division to the

advisers in the schools concerning the placements effected.

Sometimes dissatisfied pupils are sent to the placement
I division for interviews concerning the possibilities of securing

,[42)
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work. The division has often been able to convince these
pupils of the wisdpm of completing their high-school,courses.

The placement division secures the records of physical
examinations made by a physician on all pupils under 16
years of age who are applying to the divisions for positions.
Alf pupils who are handicap* physically are given sPecial
consideration by this division in securing positions. This
division also checks on all, certificate's of pupils under 16
years of age who are applying for positions. The placment
division cooperates closely with the continuation school§. A
teacher has been appointed in each school to cooperate .with
the placement division in [3: sting pupils out of work or
unsatisfactorily employed to the placement office both for
registration and for the pupose of securing &Nice vegarding
employment. Preferencb is given to qfiemptioyed con-
tinuation-school pupils attending regularly rather than to
young people who might vpsh to drop out of full-time
school. The placement division insists that young people
of continuation-school age must be in regular attendance to
be eligible to its service, thus helping to maintain school
attendance.

The rapid decrease in the number of positions opên to
children is strikingly shown by the fact that 10 years ago
this divisiofi issued approximately 10,000 first full-time
employment certificates, whereas during the year 1929-30
the number had decreased to 291, and during the year
1930-31 to 987. In spite of the rapid increase in the popu-
lation of Chicago over this period, the number of employment
certiRcates issued to minors has decreased rapidly, and at
the present rate of decrease promises to' reach a negligible
number within a few yegrs.

The diriiion of occupational studies. This division per-
forms three general types of work:

'OP(1) Service to the other divisions of the bureau.
(2) Collection of occupational information.
(3) Dissemination of educational and voqttional informa-

tion for use of advisers, teachers, and pupils in the schools.
In performing the first of these duties the division

on the legality of the jobs ta which children arelo be certi-
fied, referiing to information already in the files, and making

121464.-413--4 [4.31
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special investigations as necessary. It also furnishes the
medical examiner with information concerning hazards and
strains involved in certain jobs. Récords of accidents to

minors or illness on the job are kept, and cases of illegal

employment are referred to the Illinois Department of Labor.

The advisers in this division investigate practically all
establishments in which children under 16 years of tge
are to be referred for placement. Ve information in the
files of this division is available for reference by advisers in

the placement division. The following vocational material
is available in the division for the use of school principals,

teachers, advisers, and pupils:
(1) Employers' file.This file contains the occupational

information secured in connecton with investigations for
certification and placement, as well as that obtained in the
course of the regular occupational studies. Several thousand
establishments are inCluded in the file and classified according

to industry and occupation.
(2) College file.This is .,an tup-to-date file of college'

catalogues with cross file according to types of courses given.

(3) Track-Bchoolfile.This is a file of literature and reports

resulting from visits to business colleges and all kinds of
special trade schools classified by subjects or trádes taught.

(4) Trade-association file.This file contains information

from both union and open-shop trade organizations, from
employers' organizations, and from professional groups. It
includes data as to apprenticeship systems, wages, hours, etc.

(5) Employment-agency file.This is an accumulation of
information and testimony collected from various private
employment agencies.

(6) Library.This is a reference literary of books and pam-

phlets on industries, occupations, labor conditions, vocational

and educational guidance, and other special phases .of

education.
This material and information is disseminated through

office interviews and through mimeographed and printed

material distributed in the schools. From 300 to 500xequests

for vairti.nal information come to thé bureau each year, by

telephon4 mail, or personal visit. The occupational studies

are made by the advisers asaigned to this division or by other

advisers on the staff.
44 1.
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PROGRAMS OF GUIDANCE

The following types of printed and mimeographed mate-
-rival have been prepared by this division of the Vocational
Guidance Bureau: (1) Four-page bulletins dealing with occu-
pations such as accounting, civil service, salesmanship, and
stenography; (2) occupational studies of an extended char-
acter, (3) trade bulletins settingforth the requirements and
opportunities in trades such as auto mechanics, bookbind-
ing, and beauty culture; (4) leaflets giving occupational in-
formation on subjects such as earning one's way through
college, show-card writing, the police service, etc., (5) course
books for use of pupils in grades 6A, 8A, and 9A (6) special
reports and manuals; (7) apprenticeship regulations for
different trades providing apprenticeship training; (8) abib--
liographies, book lists, and pamphlet lists, (9) bulletins of
information regarding leading occupations; (10) information
regarding school& .

Materials of the kind indiCated make possible effective
guidance on the' part of advisers and teachers and furnish
the means of) self-discovery on the part of pupils through
reading. It is doubtful if the schools could assemble even Et
fractional portion of material, such as is represented in the
types indicated, without the service of tire Bureau of Voca7
tional Guidance.

DitieitYlt of emplopraya cerhficates All employment ctrL
tificates are issued through the employment certificate divi-
sion of the central office. Every child applying for a certifi-
cate is interviewed by a specially qualified worker who has
practical knowledge of the kinds of occupational opportu-
nities offered in Chicago to boys and girls both with and
without special training. This specialist ,also is acquainted
with the local opportunities for continud education in
different academic and practical fields. It is the duty of
this adviser not only to go over the various iiapers pre-
sented by the child, such as the proof of age, school record,
etc., to see whether or not he is legally entitled to a certificate,
but also to secure from him and his parent or guardian
information regarding the reasons for desiring to go to work
and the financial copdition of the family. The Illinois child
labor law does not give permit-issuing authorities the right
to refuse a work certificate to any child between 14 and 16

[ 4 5
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NATIONAL SURVEY OF SECONDARY EDUCATION

yr: of age who has completed the work of the eighth grade,
bu if it appears that the child will be benefited by further
schooling he is urged by the adviser to return to school and

the matter is discussed with his parents. If financial assist-

ance is needed the child may be referred to C:Pne of the schol-

arship agencies located in the same building with the bureau.
All children receiving employment certificates come to

the central bureau for physical examination. The bureau has
the somewhat qnusual advantage of having its physical
examinations made by physicians who are members of the
public-school staff and whose interests are therefore espe-

cially centered on the problem of the working child. The
function of the examiners is primarily to carry out the
provision of the law prohibiting the certification of children
under 16 years of age for occupations for which they are not
physically fit; but their work has developed other important
phases from thA vocational guidance point of view, such ks

securing the cooperation &clinics and other agencies in

restoring to health children not physically fit for work,
in providing supervision for children with minor physical
defects who are permitted to enter industry provisionally,
in instructing children with certain types of defects its to

the kinds of work they can and can not undertake, in seeing
that children with subnormal or psychopathic mentality are
given special examination and prescribing the kind of work
they are 'fitted for, and in directing children who have

been employed in occupations physically harmful to them

not to undertake the same kind of work when they change
positions. The experience resulting from the reexamina-
tion of children who are changing positions, required under
the Illinois law, also gives an opportunity to accumulate in-
formation regarding the effect of certain occupations and in-
dustries on young workers.

Division of guidance and placement of handicapped chile.

dren.One adviser in the central bureau is responsible for
the guidance and placement of handicapped children and for
adjustment to industry of children who are handicapped,
either physically of-inentally. The adviser carries on a voca-
tional guidance program in the schools for crippled children

and advises pupils referréd from special schools and classes

.for the.handicapped.
[ 46 )
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The adviser seeks to limit the efforts at placement to
those handicapped pupils who can hope to compete with
normal people when properly placed. This group has in-
cluded those with orthopedic disabilities, cardiac condition,
tubercular condition, the blind or partly blind, the deaf, and
the high-grade mental defectives. The first step in this work
is a complete medical examination of the pupils by the
medical ekaminers of the bureau. This is followed by such
special examinations as the doctors may suggest and by
whatever corrective work is considered necessary. In cases
of apparent subnormality, mental examination is arranged
for. The next step is the determination of the placement,
aim, and in working toward this ain3 specialized training is
often arranged to fit the handicapped child for a suitable
vocation.

Placement is the last step. The calls from employers re-
ceived by the regular placement desk are open to the adviser.
In addition to this source of placement possibilities, the
adviser in charge of this work has a file of employers with
whom contacts have been made. The roster of the Rotarians
and the Kiwanians, both of which air interested in the problem
of the underprivileged child, are also open to the adviser.

Case records are kept of all children handled. These
records consist of a medical card and a brief running històry.
Placement.% are ordinarily followed up within a month's
time, and after that as the individual may require. A few
examples of recent cases will give a more complete idea of the
work of this division.

A 19-year-old boy, a graduate of a 4-year architectural
drafting course, was referred to the central office by one of
the schools for crippled children. The boy walked on two
crutches and would have found it .impossible to solicit his
own job. An opportdiiity was secured for hiin in ciraftin
with a large firm in his own neighborhood.

A deaf boy, 19 years of age, had been put of school two
years doing rwthing. He possessed mechanical interests and
was restless and dissatisfied when idle. He was sent to the
Federal Board for Vocational Rehabilitation with the re-
quest that he be entered in a trade school for a course in
auto mechanics, The boy plans also to take up again his
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lip-reading work in which he has lost skill since leaving
school.

A girl with.one arm was sent to the bureau by a vocational
adviser in one of the senior high schools for advice about her
course. She was in the first year of high school ail(' wished
to plan her course with some definite aim toward a future
vocation. Different vocations possible for a worker with one
arm were considered and her course chosen in one of the
occupations in which she could succeed.

A boy with an artificial leg, who possessed good mechanical
ability but a rather low IQ, was finishing the eighth grade
in one of the special schools for crippled children. He wished
advice ab9ut his future. A special examination at the Insti-
tute for Juvenile Research was arranged. This strengthened
the school report of superior mechanical but low academic
ability. TO examination also revealed a poor physical con-
dition. High school was not. advised and the necessity of
physical rehabilitation was stressed. Plans werygmade for
the boy to go to Arden Shore Camp for th-e remainder of the
year to " build up " his physical condition with the possible
future plan of taking trade training.

A girl from the sight-saving class was referred by the visit-
ing teacher to the central bureau. She had completed the
4-year course in high school with emphasis on dictaphone
work. She was seht to a dictaphone sehool for a report on
her work and on the possibility of immediate placement.
The school found the quality of -her work good, but her speed
not up to commercial requirements. She was entered in the
school for additional training through) the assistance of the
Federal Board for Vocational Rehabilitation.

Advisers in lie , schools . The adv-riscrs assigned to the
various schools are specialists in vacational guidance. While
they art, immediately responsible to the director of the bureau,
they function under the principals in organizing the plan to
be carried out in the various schools and in selec and
modifying suggested procedures to conform to th school
organization and needs.
w- The general duties performed the advisers consist in
orienting incoming pupils and in advising pupils in regard
to their choice of school subjects. pi Performing the first
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duty, advisers administer tests to new pupils, visit the schools
which send pupils to the high schools, and assist in the classi-
fication of entering pupils. In performing the second func-
tion the advisers aid pupils in outlining plans and in start-
ing the differentiation of work at the proper grades in the
junior and senior high schools.' This wOrk is done chiefly
through the following steps: (1) Explanations of curriculums
and subjects to groups of pupils either in home rooms or in
other groups, (2) explanations of school offerings to parents
through letter, in parent-teacher association meetings, or in
special assemblies of parents; (3) assembly programs for the
purpose of stimulating interest in education among the pu-
pils; and (45 distribution and explanation of " Futures"
and "Application to High School," two bulletins on educa-

tit tional opportunities for pupils furnished by the central office.
The advisers in the schools are responsible for individual

guidance of the pupils in their charge. The advisers plan
to interview each pupil before the end of his school career,
although complete realization of this purpose is not often
possible. The adviser will interview personally pupils whose
choice of school work indica. a discrepancy between such
choice and implied economic possiblities, mental possibili-
ties, and pupils' special interests and abilities.

The advisers interview pupils who have been brought to
their attention as special cases by the advisers or principals
in the contributing schools. Some advisers have singled out
problem cases for individual interview by means of a ques-
tionnaire used during a chi% group expis s : s n of school
offerings. A spécial effort is made to discov: ."-tad interview
handicapped children. Pupils in grade 9A in the junior
high schools and those in grade 10A in Ale senior high schools
who indicate that they are leaving school are interviewed
personally to determine whether continued school attend-
ance can 'be effected. Senior high school pupils at any point
in their careers who indicate a desire for advice regarding
choice of college and the articulation of high-school and
college work may secure, a personal conIerence with the
advisers. For these pupils the advisers have at hand ade-
quate reference material, college catalogues, information on
coll:.:: scholarship, and general reading 'on the meaning of
college.

.*
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The work of counseling individual pupils varies to a inarked
degree among the individual advisers, the nature of the pro-
grams depending on the viewpoint of the adviser, the empha-
sis placed on the work by the principal, the type of school,
and other similar factors. The advisers make strong efforts
to have at least one personal interview with every pupil
under their direction, but this is impossible in many schools
on account of sheer numbers. Very often this one interview
is held in connection with the preparation and making out
of the program for the next semester or year.

In the junior high schools, coungeling is given by the
advisers to pupils of grades 7A and 9A in groups, and in the
senior high schools entering pupils, juniors, and seniors are
met by the advisers in division rooms or in available class
periods. Talks are sometimes given to groups of pupils in
both junior And senior high schools by business and profes-
sional men on vocational problems. No regular time has
been set aside in the schools for this work, in some schools
these talks are given once each semester or less frequently,
and in a very few schools they are given as often as once a
month. Even when instruction is given by teachers it is
usually informal, irlegular, and incidental to the subject
matter of some regular course, such as industrial history,
industrial civics, or some other course in the social sciences.
Since vocational advisers have been appointed for the high
schools closer cooperation with the Vocational Guidance
'Bureau has been established and the study of occupatiolis as
a .part of the high-school curriculum has been given oNsider-
able impetus. In several schools the vocational advisers have
in connectioL with other subjects, organized short courses in
occupational information averaging about 10 leseons in length.
In most of these courses each pupil is required to studi at
least one occupation. An outline prepared by the Vocational
Guidance Bureau is followed except in one school, which uses
an outline prepared by the Harvard Bureau of Vocational

-Guidance. Some of the courses are optional, but others
, reach all the pupils in the grade for which the course is given.

In one school where this cowse is regularly given each year
in connection with the stuily of English, every pupil is reached.

OS.
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In a few schools a textbook is used in connection with the
course on vocational information.

In most schools the advisers are expected to interview
pupils failing in more than two subjects. This interview
may be a routine procedure for pupils in their first semester
in the school or in their first semester of a specialized curric-
ulum, or it may involve special interviews for pupils whose
completion of an individual subject is jeopardized.

In interviewing these pupils the procedures vary, though
the end to be attained, namely, a better adjustment of the
individual to the school environment, is the same. The
adviser secures inrormation from teachers concerning the
pupil, his abilities ind disabilities, his attitudes toward the
school and teachers, and his out-of-school activities and home
environment. In some cases this information is reported on
a form devised for the purpose. Through an inteniew with
the pupil thisinformation is supplemented and the individual's
attitude toward the school and school work is secured. The
adviser may then give tests to détermine, if possible, the
location of the difficulty, or he may refer the pupil to the
child study department.

The adviser may call on social agencies for special case
work or treatment, and may make contact with.the parents
either by letter, telephone, office visit, or home call. 'Rec-
ornmi;ndations are made to parents and teachers and an
attempt is made to help the child understand his difficulties.
If a 'remedial ,class is organized in the school the pupil may be
referred to it. The pupil's work is watched and followed up
at subsequent periods. Registrations may be changed or,
with the approval of the principal, certain subjects may be
dropped or deferred or the pupil transferred to another school.

Certain problem cases may properly be referred to the
adviser by the principal, dean, or teachers. These cases may
involve behavipr, physical defect or poor physical condition,
backward and irregular work, or poverty. Procedures are
similar to those employed for failing pupils. The advisers
may secure the service o4he special advisers for handicapped
pupils at the central bureau if such assistance is desired.

The adviser is not primarily a placement officer, but cer-
tain duties with respect to employment are naturally dele-
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gated to him. Cooperation of the advisers in the schools in
securing applications of graduates and the recommendations
of teachers is necessary to the functioning of the placement
division in the central bureau. Pupils under 16 years are not
registered with the placement division unless there is a defi-
nite understanding that the individuals will remain in school
witil work is secured. If pupils under 16 are recominended
for placement, the adviser must first secure proof of age and
the consent of parents. It is desirable that handicapped
young people be sent to the special advisers for the handi-
capped early in their high-school careers rather than for
placement at the end of the training period. Advisers may
be called on to place pupils in full-time wórk because of the
proximity of certain places of employment to the adviser's
school.

Part-time employment can be handled better through the
school than in any other way, and calls received at the
central bureau are relayed to the schools which are able to
fill them.

Since the adviser is the representative of the Vocational
Guidance Bureau in the school, preliminary certification is
assigned to him. The adviser must be thoroughly familiar
with Laws and Regulations Affecting the Education and Work

''of Minors. Every effort must be made to supply pupils
working full time or part time under the age of 16 with
proper certificates. Pupils are required to remain in school
until all papers, are complete and until cèrtificates are issued.
The necessary interview with the parent may be carried out
at school or the advinr may call at the pupil's home. In
exceptional cases only should the parent be sent to the central
bureau for interview. Proof-of-age papers and employer's
statement should be in handibefore the individual is sent to
the Vocational Guidance Bureau.

In certification and employinent policies it is imperative
that the tdvisers carry out the practices in force at the central
bureau. Unless the pupil 16 to 17 years of age is a 4-year
high-school graduate, he is eligible to continuation-school
enrollment when leaving school for'permanent eMployment.

Examples of the work of individual adviiters.As has been
intimated previously, the work of the individual advisers in
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the various schools is not z Idardized. The desires of the
principals under whom the °advisers work and the problems
and situations in the schools are factors that prompt varia-
tion in advisers' programs.

In one of the technical high schools the main emphasis of
the adviser is on vocational and educational guidance,
although some work is- done in problems of social and school
adjustment. The adviser in this school has divided the work
of each semester into four 5-week periods. The work of the
first period is chiefly concerned with the induction of new
pupils into the techni 1 high school. Nearly 2,400 new
pupils are handled in two semesters of each year. These
pupils are advised a aided in the prepáration of their
programs, in the details of enrollment, and in the general
adjustment to the large senior high school. Special problems
of the pupils coming from the junior high schools are dealt
with at this time.

During the second 5-week period the adviser works through
the English classes in giving group guidance to pupils con-
cerning the election of work and the subjects required in the
various curriculums. This work is done especially with the
10B classes because these pupils will be confronted with
elective subjects in grade 10A. The third period of the
adviser's time is taken up with the 11B English classes. The
regular English teachers of these classes cooperate with the
adviser in assigning, reading, and correcting vocationd
themes. The .pupils in these classes secure information
concerning various vocatipns through assignments made
by the teachers and adviser. Themes are written from time
to time concerning individual vocations selected by the pupils.
In this manner the pupils secure detailed information con-
cerning a number of occtpations. A second part of the work
in the third period deals with the 12A English classes.
The pupils in these classes are requested to write one or two
autobiographies. These themes are regarded avonfidential
by the adviser. They furnish a large amount of personal
information concernihg indiriduii pupils which the adviser
could not possibly secure in any other manner.

During the fourth 5-week period the adviser works with
the individuals of the graduating class. Vocational themes
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are asked of some of these pupils; supplementary autobiog-
raphies of others, and All are dealt with individually, if
possible, to ascertain their vocational interests and college
plans. Duting this period also the adviser attempts to make
contact with all the contributing junior high schools that
send pupils to the technical high school. The offerings open
to the junior high school pupils are explained, the general
plan of organization is described, and in general attempts
are made to aid the pupils in adjusting themselves to the
new situation. in the senior high school. The assistant prin-
cipal and other members of,. the staff perform 'the same
service in the contributing elementary schbols.

The adviser in this school has individual contacts with all
pupils who for any reason are withdrawing from the school.
All the problem cases involving voctitional or educational
adjustment&.are sent to the adviser. Swipe pupils seek in-
dividual interviews with him in regard to their themes and
autobiographies. However, it is not possible for the adviser
to have personal contact with every pupil in the school.

The adviser performs whatever placement and follow-up
work is, possible. At present only a small number of boys
are placed in occupations, whereas a few years ago aist mtany
as 15 boys a week were placed in part-time employment.

Special accomplishments of the adviser in this school are,
among others:

(1) The vocational convention is vganized under his
supervision. This conventionlasts one day, at which time
all the third-year and fourth-year classes are dismissed and
pupils are permitted to attend talks and lectures on various
occupations and yocatiN. The convention is made t.,o
correlate with the vocational theme project in the English
classes.

(2) The adviser in. this school is a sponsor of the student
council. The council is composed of one representative of
each home room. The group meets once every two weeks.
'Through the council many problems of social adjustment to
the school are handled, thus relieving the principal and also
the adviser of many routine and petty disciplinary problems.
The adviser is also responsible for the organization and
Trogram of the school chapter of the National Honor Society.

(54)
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This provides an excellimt opportunity to work with a select
group of pupils in such matters as university requirements,

itpcholarships, the professions, and similar projects.
(3) The third special responsibility of this adviser is re-

search work. He has been able to find time among his
many duties to carry on studies in the currioulum through
which revisions in the social studies and. English have been
maderevisions which greatly enhance the program of
guidance. Other restarch studies carried on by this adviser
show the extent of contacts with pupils, the types of prob-
lems dealt with, and similar investigations.

It will be noted that the emphasi in this school, because
of the characteristics o ool nd the pupil body, is on
vocational guidance. In contmst to this program, one carried
on in a school that is not a vocational school places the (un-
phasis on eddeational guidance. In the second case one ad-
viser serves a junior and a senior high school located on tbe
same school site.

The adviser in these schools has developed a set of records'
which carries over from the junior high school into the senior
high school. The programs of the pupils leaving the junior
high school aretqade out before they reach the upper school,
thus eliminating a great amount oWdetail in making the
transition from one school to the otWr. Studies have been
made of the eitent and causes of failure, and efforts have
been put forth by the adviser and principals to reduce the
number of subject failures. The adviser has organized the
hope-room teachers to assist in carrying out some of the
details of the. guidance program. Because of the large nurp-
ber of pupils to he handled it it; impossible for the adviser
to inIki-view every pupil. However, she has selected a group
of utstanding teachers in-her schools to serve 4is individual ri)

-counselors, teac.hers to whom pupils may go for personal
contacts. A large numbertf. graduates of the senior high
school attend college; consequently the adviser lays more
emphasis On the educational plans of the pupils than on vo-
cational guidance. Advice is given in regard to the selec-
lion of college, the requirements for admission, and t i e
selection- of a curriculum in high school to meet the specifi

sert [551
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quirements. A comparatively small amount of attention
is given to purely vocational counseling.

The foregoing illustrations show clearly that the programs
of individual advisers vary to a marked degree, the different
emphases.depending pn the functións which the principals of
the schools wish to have performed, the character of the
pupil enrollment, and the specific purposes of the schools.

Cost of the guidance 8ervice.The Bureau of Vocational
Guidance in Ahe Chicago schools was established to serve
all -the pupils in the entire school system. The occupational
stuaies, the printed and mimeographed materials, as well as
the services for physical examinations 'and certificating of
pupils, are available to the teachers and principals of all ihe
schools. However, in actual practice the services of the
bureau apply to the pupils in the high schools and in the
upper grades of the elementary schools almost exclusively.
In- computing the cost of. the guidahce service, only the
pupils who are directly benefited by the services of the bureau
are included. The total appropriation for the Bureau of
Vocational Guidance for salaries and office expenses for the
year 1931 amounted to $150,372. The enrollment in the
grades above the sixththe grades in which the services of
the bureau are used almost exclusivelywas in that year
177,465. The cost per. pupil for the guid : e service, then,
was a little less than 85 cents.

Another method of determining the cost of the guidance
program in Chicago is to include in thp calculations the
salaries of the advisers serving in the secéndary schools and
the 'number of pupils actually being served by these advigers.
The salaries óf the 24 advisers for the year 1931 was $69,000,
and the enrollment inutile 29 junior and senior high 'schools
in which these advisers served was 90,516. The salary costfor the advisory service in these secondary schools was
approximately 76 cents per pupil.

In either case it is seen that the per pupils cost of the
guidance service,provided in the secondary schools of the
Chicago public-school system is very low.

Evaluation.The Bureau of Vocational Guidance has been
recently evaluated in the survey of the Chicago public
Ehools, die findings of which are both commendatory and

gib
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IROGRAMB OF GUIDANCE

critical. The° activitim of the vocational advisers are ap-
praised 'follow's:as

The reports of the various advisers in the secoridary schools of
Chicago indicate that the proper functions of guidance have not been

carefully delineated. The program in some schools is radically different
in many respects from the program in other schools. Such variations
as are demanded by difference in localities in which the schools are
situated are to be commended. Variations that lie outside the
reasonable scope of guidance activity are open to question. There
sequins to be more or less uncertainty in Chicago concerning which
guidance responsibilities are properly the function of the home-room
teacher and which are properly the function of advisers. In some
instances there is an overlapping of actiNiities allotted to the dean of
girls, the dean of boys, the principal, or the teachers. The practice of

- maintaining advisers in only approximately half of the schools may be
largely responsible for some of the apparent confusion.'

The inadequacy of the service of the bureau and the rec-
ommendation of the survey staff for meeting the problem are

indicated in the following statement:
The presefit staff of the biireau of vocational guidance is inadequate

to provide trained advisers for all the junior and senior high schools.
At the present time 13 of the 25 high schools and 21 of the 27 junior
high schools have no special advisers assigned by the general office of

the work. In some of the schools, teachers, heads of departments, or

assistant principals are advising pupils in regard to vocational programs.
In view of the present economic situation and the remote possibility
of securing a central office staff large enough to provide this service for
all of the junior and senior high schools, it would be desirable to organize
extension courses in guidance as an aid to the teachers or assistants in
the junior and senior high schools who are advising pupils in regard
to their educational and vocational programs. The principal of each
junior and senior high school should recognize the importance of guid-

ance as a necessary school service and cooperate in planning a training
program for those doing the work in their schools. A decentralized
guidance service would result in the schools' assuming a more direct
responsibility for the work.

9

.

[ 57

The central office should continue its special studies and make
available to those doing the advising in the schools material in regard
to vocations, training opportunities, and other helpful information.
The central office should also assume responsibility for the planning and
general supervision of the guidance work in the junior and senior high

schools.)

I strayer, O. D., and staff. Report of the Survey of the Schools of Chicago, Ill., vol. II,
p. 123, 1932.

I Ibid., vol. p. 221.
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The recommendation of the survey staff with regard to the
reorganization of the Bureau of Vocational Guidance, if
carried out, will greatly alter its character.

The activities of the bureau of vocational and educational guidance
are confined to junior and senior high schools, and in these is limited
to only about half of the schools. In the scope, variety, and quality
of its work in placement, guidance, certificating, and dissemination of
information, this bureau seems to have rendered a noteworthy service.s
It is deserving of much pommendation and more generous financial
support. The tendency to centralize such services along administrative
lines, rather than along supervisory and service lines, must be carefully
avoided if the work 4 this bureau is to be of greatest value to the
Chicago schools.*

I Strayer, G. D., and staff. Report of the Survey of the Schools of Chicago, IlL, vol.
V, p. 83.
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CHAPTER VI : CASE REPORT ON PROVIDENCE

Organization of guidance.GuidanCe in the schools of
Providence is an integral part of the administration aini
curriculum of the school system. It is regarded as an as-
pect of education which has grown in prominence with the
increasing tendency toward specialization on the part of the
school. The departmental organisation of the modern city
school and the specialized functions of its personnel place the
child in the hands of many persons in the course of his prog-
ress through the school. Since 6ach person sees only a small
part of the child and for only a short time/ the responsibility
for his many-sided, development is- scattered, no one in par-
ticular assuming a definite responsibility for the finished
product.

To meet the condition described, the schools Of Ptiovidence
have in recent years emphasized guidance as a function of
education and have developed an organization designed to
compensate the individual child for the diffusion of responsi-
bility on the part of the school staff.

An assistant superintendent is cjaarged with the responsi-
bility of coordinating the various departments of the school
system, to the end that responsibility for the development
of the individual pupil is brought to a focus. The assistant
superintendent acts as a supervisor to aid the principals arid
counselors to improve the counseling service and programs.
A staff of six class counselors, organized in each of the sec-
oniary schools, accepts definite responsibility for the coan-
seang and guidance of each individual pupil. The organiza-
tion of the guidance responsibility has resulted in the lay-out
shown in Nun 8.

Funetioni of the Department of Personnd Research and
6'uidane4.The functions of the organization designated as
the Department of Personnel Research and Guidance are

ustark--*---4 [59]
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threefold: (1) Personnel rese4rch; (2) orientation; (3)
counseling.'

By personnel research is meant the scientific study of the
individual with the view of contributing to his adjustment.

The activities of the staff members in carrying on personnel
research are:

I These functions and the activities &earthed under each are indorsed in a conference report
prepared at Harvard University and published in the Junior-Senior High School Clearing
House, 8:21-26, September 1930.
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PROGRAMS OF GUIDANCE

1. Continuous records of attendance, health, achievement,
interests, personardata.

2. Records of periodic surveys of intelligence, educational
tests, aptitudes, prospects.

3. Studies of pupil adjustment in classification and choice
of electives.

4. Studies in articulation and pupil turnovers
5. Basic data for construction of.the school program..
6. Studies for a redefinition of school and curricular

objeCtives.
7. Psychological and psychiatric examinations (provided

the services of a trained worker are available).
8. Records, pamphlets, and catalogues of schools for

further education.
The second function, orientation, is used in the sense of

adjustment to the common needs of the pupil. It is carried
on through group instruction and conferences by a trained
counselor, who understands the common problems of pupils.
The desired results are achieved for a large proportion of the
pupils through educational and occupational information,
tile establishment of habits, and the development of attitudes
and ideals, all of wtiich, according to the views of the Depart-
ment of Personnel Research and Guidance, can be realized
as well or better through dealing with pupils in groups than
by dealing with them individually. The following activities
are considered to belong to the function of orientation as
defined:

1. How to study, how to budget one's time, how to suc-
ceed in school, how to take examinations.

2. How to use the guidance library.
3:How to choose electives, colleges, other educational

opportunities, vocational *education.
4. Vocational opportunities, the study of occupations, local

employments, apprenticeship, evening schools.
5. How to meet problems of personal and social relations,

student legislature or (orum, case conferences, student
council, school civic problems, etc.

Counseling, the third function, is regarded as an act of
advising or deliberating together. It is carried on by means
of the interview between counselor and individual pupil.

(61] a
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NATIONAL SURVEY OF SECONDARY EDUCATION

The interview may be sought by the pupil or the counselor.
In either case the function of counseling presupposes system-
atic effort on the part of the school to utilize the information
collected through personnel research to prevent individual
maladjustment and to effect adjustments not possible to
obtain through group advisement. The activities of counsel-
ing practiced in the secondary schools of Providence are the
following:

1. Leaving school to enter employment (interviews with
pupil and parentemployment service and issue of work
certificate).

2. Checking unwise choices of electives.
3. Special problems of health, absence, failure, transfer,

and social adjustment.
4. Home visits and conferences with parent.
5. Educational and vocational plans.
6. Periodic check-up on educational progress.
7. Possible changes in the school curriculum and program

which concern teachers, department heads, and the principal.
8. Follow-up reports of graduates and of employed pupiLs

in evening or continuation schools.
Selection of conuelor .The technical character of the

functions of guidance requires the selection of persons with
special training and personal qualifications for the work.
The selection in Providence is made from teachers, because
the counselor must teach and has the rating of a teacher.
Individbals are chosen who have undertaken to prepare for

counseling through slimmer or &tension courses and who
have manifested a personal interest in the work. The
appointment of a teacher as a° counselor in a given school
merely means a :transfer from A r e field of teaching to another
with the added duties of ; : el research and counseling.
(See Fig. 9.2)

Further training of counselors is undeitaken through
supe, after the individual reoeives appointment. The
in-service training is carried on thmugh the head counselor
of the school, the principal, the assistant superintendent in
charge of guidance, and other members of the Department of

Personnel Research and Guidance.

Fig. 9 was prepared by Richard D. Allen and Leiter J. Flohloerb.
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PROGRAMS OF GUIDANCE

The plan presented in Figure 10 indicates the method of
securing continuous training for counselors. The plan
insures for each counselor a 3-year training in all special

k guidance activities. The first series of conferences are inter-
school, with counselors of the same grade in eaCh school and
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designated4field of training. These six conferences titre held
during altetiiafe weeks. During intervening weeks the con-
ferences are intraschool. In these the counselors and other
workers in each school meet for training conferences to dis-
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4

cuss, evaluate, and put into operation any valuable findings
from the interschool conferences. It should be noted further

that as counselors move up into their next grade they move

up to the next field of training. This m
tinuous rotation of the training activites.
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PROGRAMS OF GUIDANCE

'

Scope of counselor's duties. The following program has
been evolved for counselors in the secondary schools of
Providence:

1. Of a 25-period load per week, each of the class advisers is given
one period a day for individual conferences for each 200 to 300 pupils
in his class.

2. Whenever pdssible, advisers are relieved of home-room duties in
order to assist in home-room programs, to confer with other teachers
and with parents, sild to meet committees of pupils.

3. The adviser is given an entire grade of pupils for whom he is to
be responsible during their entire school course.

4. The adviser teaches the course on occupations to all of the sec-
tions of his grade for one period_each week for three years. Thus he
is responsible for the background of occupational infdrmation which all
children need. 'He can study their tctions to occupational interests
over a period of three years.

5. The adviser conducts a pupils' forum for one period each week in
each section of his grade. Problems of personal and social relations
are discussed, as well as choices of electives, school activities, and
community problems. Thus the adviser has an opportunity to study
individual social reactions. The class is often conducted bi the case-
conference method.

6. The adviser will have less than 10 hours per week scheduled in
other school subjects. The chief acIviser, or head of the department,
is allowed a period each day for supervision and may be allowed another
period per day for the continuous study of the program of tlie school.

Instruction in occupations in .the junior high school.The
vocational orientation of the pupil is accomplished In part
_through class instruction in occupations. Pupils in grades
7-9 receive instruction two periods pei week. The classes
.are taught by the counselors, each counselor being assigned,
as a rule, to the class& in which are enrolled the pupils re-
garding whom the counselor is expected to carry on personnel
research and with whom individual counseling is to be given.

The courtie in occupations deals,with occupational informa-
tion and the orientation of the pupil to important problems
in occupations. The pupil is provided with the opportunity
in the course to acquire both extensive and intensive knowl-
edge of local occupatIons and to learn of the present oppor-
tunities for employment, the 4ature of the demands made
upoi a worker, and the advantages and disadvantages in
the different occupations. Orientation is provided through

[65]
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instruction in how to choose an occupation, how to apply
4 for a position, how to go to work in a position, etc.

Perfuwery consideration of occupations and occupational
problems is avoided by assigning the Work to the qualified
counselors instead of to regular teachers with limited occu-
pational knowledge, little interest in the course, and lack of
specific tn.' n 1.1.. for the work.

Educcdional orientation in the junior high school.Part of
the class-period time in the seventh and eighth grades set
aside for guidance is utilized by the counselor to aid the
pupils in becoming properly oriented to the juLtOr high school,
the specific objectives of the counselor being to help the pupil
understand and appreciate his new surroundings, to assist
him in acquiring habits of independent study, to guide him
in planning his education, and to aid him in seeing beyond
immediate school problems the broader issues of which pres-
Rnt choices are only a part.

Case conferentes .Some of the periods reserved for group
instruction are used by the counselors for case conferences.
The case material is previously prepared with care, and the
method employed by the counselors is that of the conference
techriique.

The counselor selects a case believed to be typical for a
majority of the pupils in the group; that is, the majority of
the pupils are believed to recognize in the case a problem
similar to problems in their own experience. The back-
ground of experience constitutes the preparation for the
consideration of the case. Without such a background the
method in ittost instances is ineffective. The case chosen
should also Challenge the intelligence of the pupils. If the
solution of the case is. obvious, too difficult, far-fetched, or
involike too fine a distinction, more harm than good may
result from the conference. The material should also be
prepired with a view of avoiding rambling and aimless
discussi9n.

The material in use in Providence has been prepared
with the idea of avoiding such weakness. The cases were
prepared, used, and revised in the light of criticisms received
from the counselors. They are believed .to constitute at
present very valuable material for group use in moral and
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ethical guidance, provided that the technique of conducting
the case conference is understood and skillfully executed by
the conference leader.

The following case illustrates the kind of problem selected
for conferences and the questions used to stimulate discussion
on the part of the pupils. The case is read by some pupil
at the request of the class lè,ader or counselor, and each
question is considered until a niajority of the group appears
to accept an answer.

, " She Was Picking on Me"

Betty is told by the study teacher to leave the study hall and report
to the office. Betty can not understand why she has been sent out.
She hasn't whispered, she hasn't passed a note, she hasn't broken any
schoolrobm law so far as she knows. In fact, she was not doing any-
thing. She was a few minutes late in reporting to the study period
because the cooking teacher detained several of the girls whose kitchens
did not look very neat. But then, Miss B gave her an admit slip to
study hall. So what more can Miftfi S eipect? When she reached her
study desk she found that she had her literature book instead of her
algebra book, which she needed, and so she asked and obtained per-
mission to go to her locker room to exchange books. She hurried right
back. She did not waste a minute on the way. She was just ready
to settle down to 'work when she discovered that the paper on which
she wrote her algebra assignment was not in her book. She remembered
immediately that she had loaned it to Sarah F. She noticed that
Miss S was none too gracious when she asked if she might speak to
Sarah about it. But she wasn't to blame if Sarah had not returned
it. Weli, once more she was ready to begin her work, when snap! went
the point on her only pencil. She looked up. Miss S wits watching,
just ready to "pick on her," and without allowing Betty to make one
word of explanation, said, "Leave the rOoirn. Report at the office."

1. Why do you think Betty was sent out?
2. Should she have been sent out?
3. Was Miss S unfair? Was she just waiting to "pick on " Betty?
4. What are study periods for?
5. Is "doing nothing" permissible?
6. How much had Betty accomplished?
7. Is time worth anything?
8. How should a pupil plan to tosifi study period? Why?
9. What preparations should a pupil make for a study period?.

Personnel records and re 1.1. ..The Providence school
system maintains excellent continuous records for pupils
from the time of admission to graduation. The individual
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records are cumulative in character and are transferred with
the pupil from grade to grade and school to school. Per-
sonnel charts are also kept for each class, sh,Aring the distri-
bution of the pupils according to civonological age, mental
age, intelligence quotient, and achievement level. The data
thus made available in the records for counselors facilitate
classification.

A permanent record is also kept of the scores made by each
pupil on standardized achievement tests, psychological tests,
and changes in the development of personal traits and qual-
ities, such as courtesy, initiative, self-reliance, reliability,
disposition, and general appearance. Other data recorded
on visible record forms are physical and health status, special
interests and abilities, and family history. A questionnaire
to the pupil collects detailed personal data impossible to
incorporate in the permanent record. The data on the
questionnaire are tabulated by the counselors for their pupils
and are filed in the cumulative folders of the individual
pupils.

The records make possible ptrsonnel research by the
&wise lors both for classes and individuals, and enable them
to offer counsel and guidance with a background of knowledge
and understanding.

Guidance clinies.Guidance clinics are held at the central
office of the Education Department for the diagnosis of
problem cases found by the counselors in the schools. The
specialists of the education stair participate in the clinics and
give advice regarding the treatment of the cases. The organi-
zation of the Providence schools facilitates such services,
which may be had at the request of the school principal,
counselor, or parent. The extent of the service of the clinics
is indicated by the number of cases studied during the school
year 1930-31, which was 305.

Incidental guidance.Eath counselor is provided with
bulletins prepared in the central office for the use of school
bulletin boards iii offering incidental guidance to pupils.
The systematic use of these bulletins enriches the possibilities
of reaching some pupils through the incidental means.
Figure 11 illustrates the kind of bulletins used.
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Placement serrice .An effective central placement service
is maintained in the Providence school system. The records
of placements are kept on file in the central office and place-
ment contacts are made by the supervisor of guidance and
placement in the Department of Research and Guidance.
Many placements are also made through the shop instructors
in the trade school, who use one-half day each week in making
contacts with employers as a means of finding placements
for their pupils. Counselors in the different schools keep in
touch with pupils 15 to 16 years of age who are employed
part time or on unskilled jobs. The placements made
through the schools average about 1,000 per year in normal
times.

,

NO SKILLED TRADE IS OPEN TO YOU
UNTIL YOU ARE AT LEASt SIXTEEN

YEARS OF AGE,
el

Don't Waste Your T ime in the Meanwhile
..

GO TO HIGH SCHOOL
It Will Open All the Trades and

Professions to You

,

FIG critit 11.A guidanoe bulletin for posting on a bulletin board

Follow-up studies.Follow-up studies are made of high-
school graduates at intervals of 1, 3, and 5 years. The
studies are made by the counselors and are tabulated for the
schools in the central office, Semester reports are required
of the counselors for pupils leaving school during the semester,
including statement of cause of withdrawal. The data are
sent_to the principals and are used by administrative officers
in tbe reorganization of programs of study and the admiNs-
trative policiet, of .the different schools. Ptch junior high
school counselor also makes follow-up studies of pupil's 1, 2,
and 3 years after completion of the ninth grade.
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Cost of guidance. The net cost of guidance per pupil in
Providence : z estimated by the assistant superintendent in
charge of guid:.: or a standard junior or senior high school
is about $2.50 per year. This is based on the time of six
class counselors used in individual counseling of pupils.

FUNCTION.)

tHAT PAZ

THROUGH THE

XREEN3 CAN

5f PERfORMED

NNE EffiTTNLY

bY OTHER., iD

All ARE

NECEMARY

urAhcC ruNelloN0 SE DI EnSefiL
1. OILMICATION. Wont Amami 6 PttamearT .

L NumakTeasom&Surtirvtarom or APViat4Z.

Nmtvolon 31..ut Hire Roan TtAreta.).
15rIarr MID Plume or twt ,50400..

5 %mow RtV01001 OP SmOCIL Ammo% 4C

kinsmen Elm CoisphiLAR PsorsArs

Possum V4X3 lifr.ramts err APVIWAb

O OSEPDIEMP
;LEAK t DESIMO WEEP NeJaT volt
knot boat= &Pow Rion Antrim.
5.nem Ocuirmosm. Imropwrion calm Suutcr.

1 Anoint Tamer PROJCVT3 None Soaatrt.
4 toscouswa 6 Putur ftctM. Attulif.4 .

5 knurls.. isorevcrias s boaccy limottArb.
CLUJ A VLUO OA kbiTIViri

ICOOPtRATt & Horn bon Ttmoit.itS

OuT3 I /Pt UnciAL131%)
UJE Dv nit

APVISCR3

L MIALTW Jt1W10ES.
ATTCHOMCC. 4

NOME V1)1TOR3 .

forcwouNItu. &
WJTIK StErvitf..

01C PrrAL, 4CALTI4

C .

3 &WOW WIC.

two o 45.olpo

RoParontrurr roe
AmortorsAnrirs &

4uPcitvvoto.

SNP =MS
"(now Is
;rarar.sri IN RIAU,
41101.310.1r, INTIVATION,

;MOP ICAPCIONP,
ATTENDON TO /MOM

IfriertNIVOGI.

TrAM WOW,

PROMUICWAL *WM'

ugai nit 4
ADIWILI7R4 nst.JICA4L

~WOW NW
PROITANOML OMIT

4 LOVE Of MUM

%UMW PreSONAIITY.

JACCUL MANN&
MAW, PIPMASPI
~KM Twe Nit
freer Cavrravorrr.

Floras 12.-8creens bill) the guklance functions of principal, subject teachers, home-room
teachers, and class advisers

If other activities which are charged to instruction,
namely, instruction in occupations and case gionferencès, are
allocated to guidance, the net cost would be increased by
approximately $7 a pupil per.year. Since the time given
to occupations and the class conferences is taken from other
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PROGRAMS OF GUIDANCE

subjects, the time used for these activities would probably
be absorbed by the other subjects if guidance were dropped.
The first figure for individual counseling, therefore, appears
more nearly than the second to approximate the cost of guid-.
ance in the secondary schools of Providence. No saving iñ
overhead would be effected if guidance were discontinued, as
the time given by administrative officers to guidance is al-
located to instruction on the ground that guidance is really
a function of the educative ;process. The work of class
counselors in no way interferes with the guidance functions
of subject teachers Qr home-room teachers.. This may be
seen from Figure 12,3 which shows the specific guidance
functions of the principal, subject teachers, , home-room
teachers, and class advisers. The advisers perform only
those functions that can not be performed effectively by
teachers and administrative officers.

Prepared by Richard D. Allen and Lester J. 8chloarb.
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CHAPTER VII : CASE REPORT ON CINCINNATI

Historical development in Cincinnati. , The Vocation Bu-
reau of the Cincinnati public schools was organized under
private funds in 1911, and later became a joint enterprise of
the public schools and the local Council of Social Agencies.
Its purpose was the study of child labor in the city under the
provisions of the child labor law of 1910. This law gave the
superintendent of schools i a1 supervision of children leaving
school to enter industry at 14 years of age. The employment
certificate office was transferred to the new bureau, and the'
psychological laboratory and a department for home visit-
ing were established, thus making possible the collection
of data and the scientific study of young beginners in in-
dustry. The work of the bureau for the first four years was
centered on two projectsthe administration of the employ-
ment certificate office and an intensive investigation of the
working children. Following this, in 1915, a placement
office was organized in the bureau; in 1918 the administration
of the scholarship fund of the Council of Defense was taken
over 1919, supervision of mental testing the juvenile
court and, in 1920, certain functions of the juvenile court
were assigned to the bureau; in 1920, the attendance depart-
ment of the school census was made a part of the bureau;
in 1921,-the bureau assumed the responsibility for the prep-
aration of pamphlets on occupations for use in the schoolg,
in 1926, the division of individual adjustments, which later
became known as the visiting teacher division,.wag organized ;

in 1927, to the work in occupationa1 research were added
classes in occupations and individual counseling, and these
three functions became the Division of Occupational Research
and Coimseling.

Present organization.--The Vocation Bureau is how organ-
ized in five divisions, with the functions indicated briefly
in Figure 13. The only changes in organization have been
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PROGRAMS OF GUIDANCE

the discontinuance of the placement office (which has since
been taken over by the municipal Department of Public
Welfare). The Division of Occupational Research and Coun-
seling has functional responsibility for the guidance of pupils
in the secondary schools, although the other divisions con-
tribute both directly and indirectly to the guidance work.
Certain types of cases must be handled by more than one

.1 Board of Education I

1

Superintendent of Schools]

I.,Director
Vocation Bureau

Associate Director

Psychological Laboratory

Administers individual and
group tests

Evaluates, diagnoses, and makes
recommendations on these data'

V.

Child Accounting Division

Cofieucts school census

Issues work certificates

Enforces attendance laws

Scholarship Divition
Adminiters scholarship fund

trabtriated by Community
7 interested organiza

Lions and individuals

Visiting Teacher Division

Relates and helps solve home
and school problems

Occupational Research and
Counseling Division

Collects and publishes information
re occupations

#
Confers with pupils re vocational

and educational plans

Conducts classes in occupations

Flamm ILOrganisation and functions of tbe Vocation Bureau, Cincinnati, Ohio

division of the bureau. All divisions cooperate closely,
with each contributing its particular service in the solution
of difficult problems. Where the major problem, however,
falls within one special division, the workér in that division
assumes special responsibility for the case.

The bureau as a whole and through all its divisions is
in constant cooperation with the social agencies of the city
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NATIONAL SURVEY Or SECONDARY EDUCATION

and with all the community's resources for treatment. As a
public-school activity, with the community-wide contacts of
the school and its hold on the family through the children,
it has an unequaled strategic position for the discovery and
diagnosis of mental, physical, and social ills. Called upon
by the schools for aid in the solution of all kinds of educational
problems, the bureau not only enlists the activities of outside
agencies but in turn the records and the staff of the bureau
are constantly consulted by the other agencies.

The service that the Vocation Bureau renders to the social
agencies of the city is particularly appropriate as a recogni-
tion of the part played by the Community Chest in con-
tributing to the bureau's support. ,

When the bureau was organized in: 1911, its entire budget
($5,000) was provided from private funds (the Schmidlapp
Bureau). By 1922 its budget had increased to $60,000, of
which two-thirds came from public funds and the remainder
from private sources (the Community,Chest and the Schmid-
lapp Bureau). In 1930-31, all but 7 per cent of its budget
($161,954) was provided from public funds. The entire
budget of the Division of Occupational Research and Coun-
seling is now supplied out of school funds.

Staff and functions.The staff of the Division of Occu-
pational Research and Counseling consists of the director,
seven counselors, and three clerks. The counselors spend
approximately half of their time in conferring with individual
pupils, a fourteenth in teaching classes in occupations, a
seventh in occupational research, and the remaining two-
sevenths in conferring with teachers, principals, and repre-

,: sentatives of social agencies (including other divisions of the
bureau) concerning the problems of individual pupils, in
preparing special projects for the class in occupations, in
making contacts with parents, and in arranging trips for
pupils, etc. The counseling and class work are conducted
in the schools to which each counselor is assigned, tile occu-
pational research is carried on in dill field, using the central
office of the division as headquarters for this activity.

Counselors are assigned to regulai duties in counseling
in grades 8 and 9 (and for selected work with grades 10, 11,
ind 12) in three 6-year high schools, in grades 8 and 9 in
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three junior high schools, and in grade 8 in 18 elementary
schools. The work in these schools consists chiefly in
teaching 10 lessons on occupations to eighth-grade and
ninth-grade pupils and in counseling with each pupil at least
once during the year regarding educational and vocational
plans.

The schools included in the prhogram were selected after
conference with the superintendent, principals, and director
of the Vocation Bureau because they offered special oppor-
tunities for service. The emphasis has been on the selection
of schools in a small related area where a more thorough
program can be carried than if the services of the small staff
included the entire school system.

The first definite counseling program was introduced in
1927 in two junior high schools as demonstration centers.
The functions of the division as stated by the director are
threefold: (1) Instruct classes in occupations; (2) counsel
with individuals regarding educational and vocational plans;
(3) carry on occupational research.

The Division of Occupational Research and Counseling
emphasizes

(1) An understanding of the individual child and his
problems, based on a careful study of such material as is
available from the psychological laboratory, the school
grades, teachers' estimates, social agencies, etc., as well 'as
conferences with the child himself.

(2) A knowledge of the world of occupations and the re-
lated problems gained by each counselor through her contact
with industry and business, as she conducts field investiga-
tions and makes the resulti of these available for other coUn-
selors. Each counselor spends part of one day each week in
occupational research, which amounts to approximately 30
full days each year.

The program has grown slowly but very steadily, confining
itself to a definitely related area rather than spreading in
early years to include the entire school system. One coun-
selor is in charge of the counseling program at each of the
three 6-year high schools. There is also one counselor in

I The classes (or group conterences) in the ninth grades ot the 3 junketeenkiik high schools
range from 6 to 6 Instead ol 10.
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each of the two junior high schools, white the remaining two
counselors are in charge of the work in one small junior high
school and in the eighth grades of the 18 eleinentary schools
included in the program. One of the counselors also holds
special office hours at the central office, when boys and girls

kom any of the schoola not included in the program at pres-
ent and from social agencies may be referred fox' vocational
counseling. Each year the piogram has grown, and it is
hoped that in the years to come it will continue to grow until
the service is available in equal measure for all pupils.

acmes in occupations.The classes in occupations (Or

group conferences on occupations) in the schools participlit,-
. .mg in tne gul ance program oi tne awision are ta
the vocational counselors. The contact thus mad by the
counselor with the pupils in groups affords an exce at, entree
for the subsequent individual conferences.

The purposes of the lessons in the eighth gra aie: (1) to
broaden the occupational outlook of the pup z, (2) to help
the pupils to realize the interrelations of th vpious groups
of occupations, and (3) to provide them kith sufficient oc-
cupational information to choose their school courses and
future vocations. Much attention is given ay the counselor
to a survey of important occupations. S des and pictures
are used to vitalize the work, and note s oks are prepared
by the pupils, illustrated by4ictures statements bearing
on the occupations studied. Time also given to the dis-

.

cussion of educational plins for.th uture.
In the ninti) grade.tVe counsel aims (1) to impress upon

the pipits the importance ?,(.46diquate occupational informa-
tion as a basis foi/intellgent educational and vocational
choices, (2) to hplp them to develop methods of studying
and evaluating tin occupation which will be of assistance in
later life, and (3) to encourage them to think definitely about
two ór three occupations for which they may wish to prepare
and to supply them with the iiecessary preparation for sucli
thinking.

Indipidual conference8 .---After the class work on occupa-
tions is completed, which is usually done during the first
half of the school year, the counselor plans an individual
conference with each pupil' in the eighth and ninth grades
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(and lected pupils in the upper grades) regarding hig
cho e of school courses and vocation. Before sending for
the pupil the comiselor will have secured and studied the
Iollowing information concerning him:

1. A schedule filled out by the pupil at the time of the first meeting
of the class in occupations Which presented certain aspects of his borne,
and family relations, his special interests and activities, and, if he had
thought about the question, his plans for the future.

2. A form filled _out by the teacher on which she estimited any
special characteristics, abilities, or weaknesses of the pupil, and gave
helpful information that she- may have had concerning blip or his
home.

3. Information based on the cumulative school record which had
followed the child from ,class to class since his enrollment in kinder-
garten, and which often contains valuable information concerning his
school record, family, and special abilities.

4. A current school record on whiich were reported the pupil's grades
in the various subjects as listed on his report card.

5. Results of psychological tests and facts and interpretations con-
cerning them.

6. Data from social agencies which were known to be interested in
the pupil or his family.

7. The Counselor's record of any previous conference or conferences
with the pupil.

The vocational conferences provide an opportunity for the
counselor to discuss with each individual pupil the problems
that directly affect him and which May have an important
bearing on his educational and vocational plans. The
presence or absence of some definite thought for the future,
the talents and inainations which affect a young person's
choice of career, and the necessity for adequate and suitable
school training for the vocation chosen are considered. The
vocational counselor gives the pupil additional information
concerning occupations in which he definitely expresses an
interest and those in which she believes his special abilities
might lead to success. She tells him of the various schools
which woilld prepare him for these different types of work
and urges him to talk over his tentative plans with his par-
ents and to be prepared at the end of the school year, with
a more carefully thought out plan for his future school work
andighis occupational goal. The counselor sends a letter to
the parents indicating the tentative plans, suggesting that
these be discussed at home, that the parents send word to
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the counselor of their approval o'r disapproval, and that,
if possible, they come to the school to confer with the counse-
lor concerning special problems. The counselor at all times
in her work with the pupils stresses the importance of a broad
outlook on occupations, and only when it is absolutely neces-
sary does she encourage the boy or girl to narrow his vocation-
al choice. The counselor also is careful never to impose her
plan upon the pupil, but to help him by means of special
information and frank discussion to make his own plan for
the future.

The gonferences are of long enough duration for the coun-
selor to gain the child's confidence and become acquainted
with the various problems which may affect his future. 'he
conferences are based on a knowledge of the child and of the
facts, mac, available through a careful system of record
keeping, which leads loribunderstanding of each individual's
problems. Any specia roblems discovered are referred to

specialists in various fields. Close cooperatioti with the
social agencies of the city (such as the fámily case-working
ancies, the juvenile court, etc.) has resulted in many of

these agencies referring for cpunseling all children among
their active cases who fall within certain age groups. hi
each case the agency sends a helpful record of information
concerning the child whom they are referring for counsel.
Through the counseling program the vocational counselor
gives information to the child, as it is rieeded, helps him to
secure valuable experiences, assists him to interpret the
information and experiences, and aids him in discovering his
own interests and abilities. The -counselor encourages the

child to work out his own plans and make his own selections,
and never attempts to force another's decision upon him.
Above all, the counselor constantly strives to help the pupil
develop a method of thinking which will assist him to meet
his present and future problems, epecially those which per-
tain to the preparation for, choice of, and adjustment in his
future part in the world's work. Thus he may enter and
succeed in the occupation which will make possible for him
a happy and useful life as an individual and as a citizen and
through which he nifty render his greatest service to the

community.
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PROGRAMS OF GUIDANCE

The Cincinnati program of individual counseling especially
emphasizes the following features:

(1) Vocational counseling conducted as a more thorough program
in a smaller area rather than a less thorough program in a. more exten-
sive area.2

(2) Careful correlation with such special services as those offered
by psychologists, visiting teachers, scholarship committees, attendance
officers, and special social agencies.

(3) Trained vocational counselors who have a background of, and
constant contact with, industry and business as they continue through
visits and interviews to secure occupational information.

(4) Vocational counseling which emphasizes the importance of
adequate records and is based on a knowledge of the child and facts
which lead to an understanding of each pupil's individual problems.

(5) Individual conferences of long enough duration so that the child
may not feel hurried and the counselor may have an opportunity to
gain his confidence and become acquainted with the various problems
which will affect his educational and occupational choice. ,

(6) Vocational counseling which aims to discover any special problem
needing- attention and which refers such a problevkAto the worker
specializing in that field.

(7) Vocational counieling which aims to help each child make and
carry out the plans best suited..to his needs, interests, and abilities.
For some this means college prepiaration and the professions; for a
much largeirroup, high school or vocational school and the occupa-
tions to whiXthey lead; and for others, immediate employment.

(8) Educational guidance which aims to broaden the child's outlook
upon occupations and only encourages him to narrow his choice when
that is urgently desirable.

(9) Vocational counseling Which encourages the child to work out
his own plans and make his own decisions, and which never attempts
to force a decision upon him.

Pupils are seen for one conference unless there are special
problems necessitating a second co ererio, and in a few
cases, even a third or fdurth. Ju 61 above the ninth grade,.
in the three senior high schools Darticipating in the division's
program are interviewed and advised at the request of the
individual pupil or an administrative officer of the school,
or may have been selected by the counselor as in special
need of a follow-up conference.

Evaluation of individual conferences in terms of type8 of
pupils cousteled.Thti value of the individual conferences
can be judged in tenno of the types of pupils interviewed by

The number of schools included in the program has gradually increased from 2 to 24.
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the counselors. The following classification is based on the
total cases counseled in the different schools::

et

(1) Those who have made no plan, or only a vague or partial plan,
who need help and encouragement in willing out their problems'and
discovering the occupation which they wish to enter, and who need
information about how best to prepare for it.

(2) Those who have made a plan unsuited to their abilities; for ex-
ample, the child who has not the mental capacity to complete high
school but who wishes to become a doctor, or the child, superior in
intelligence and mechanical ability, who is satisfied with his plan to
begin work when 16 and enter one of the skilled trades. The first
boy, the dull child, a poor and unwilling student, is usually helped by
a discussion of difficulties of the long period of training which the doctor
must. successfully complete; the second boy, of superior intelligence
and mechanical ability, is usually. helped by a discussion of the wider
occupational opportunities open to graduates from a college of engineer-
ing. Both are encouraged to make new and inore suitable plans in
the light of these discussions.

(3) Those who have no realization of what their chosen occupation
involves; for example, the boy who chose patternmaking, yet disliked
his class. in woodwork and received his poorest grade in that shbject.
He had heard from some one that patternmaking was a good trade and
was planning to take a school course that would prepare him for it.

(4) Those who have made a decision, forced upon them by eco-
nomic necessity; for example, the specially able and ambitious children
who would have to leave school unless they were referred for scholar-
ships or aided by some social agency.

(5) Those who have made plans suited to their interests and abilities
but whose families try to interfere And force another plantheir
planupon the child; for eiample, the boy who loved his commercial
subjects, in which he was doing excellent work, while he disliked his
shop classes, of which printing was one, and in which he was receiving
his lowest 'marks. His family were insisting that he give up his plan
to complete the commercial course in the senior high school with book-
keeping in view and that he enter a trade course which would prepare
him to become a printer. In this case a conference between the voca-
tional counselor and family was necessary to help them see the wisdom
of letting the boy carry out his own plans.

(6) Those who seem to have mide a wise choice of occupation but
who have no idea how or where to secure the necessary preparation'.

(7) Those who plan, to leave school, who have been receiving poor
grades and have lost interest in school and who, through assistance in
making an occupational plan, begin to realise the importance of furtfier
school work and the value of school work well done.

(8) Those who are drifters and failures in school and seem unable or
unwilling to profit from school work. These are encouraged and as-
slated to find immediate employment which will stimulate ihem in
establishing better habits,
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(9) Those who have special personal problems and who need help
in making adjustments before success in any occupation may be
possible.

(10) Those who have made good plans in regard to their occupational
choice and training, with whom a conference may scarcely seem to be
necessary, but who are strengthened in their plans and given important
information concerning their choice of occupation and the possibilities
for training.

Occupational research.The Vocation Bureau believes that
one essential of a vocational counseling program is a solid
foundation of accurate and up-to-date éducational and occu-
pational information which may be drawn upon by the
vocational counselors for work with their classes in occupa-
tions and for vocational conferences with iiadividual pupils.
In order to secure this information, to keep it at the maximum
of accuracy, to provide each counselor with contacts with
business, industry, and the professions, and to develop the
point of view which such contacts make possible, the counse-
lors spend approximately 30 days a year in the gathering and
preparation of new data and in the revision of old information.
In the process are included visits to industrial establishments
and interviews with employers, managers, and workers, as well
as with technical authorities, in the various business and
professional fielchi. The counselors study and analyze the
information which they thus secure and prepare it so that it
may be used by .other counselors, by teachers, and pupils.
This material now analyzes more than 300 occupations and
training centers and is prepared in three forms: (1) Printed
pamphlets; 8 (2) simple mimeographed descriptions, especially
for the use of children; and (3) detailed occupational analyses
filed in loqpe-leaf notebook form for the use of all counselors,
who thus have in each school a definite fund of up-to-date
Iformation concerning occupations and the schools and
special training centers which offer preparation for these.

The printed vocational pamphlets, descriptive of* occupa-
tions in Cincinnati and the economic factors involved, frankly
discuss the advantages and disadvantages. The primary
purpose of these studies is to furnish teachers and counselors

3 Theft ¡WU& an Introduction to the Study of Occupations, The Shoe industry in Cincin-
nati, The Garment industry in Cincinnati, The Metal Industries in Cincinnati, The Banking
IndustrT in Cincinnati, litreet-Railway Transportation in Cincinnati, The Post-Offloe in
CinoVati, The Paper-Box Industry in Cincinnati, the Policeman in Cincinnati, and The
Printrng Industry in Cincinnati.
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NATIONAL SURVEY OF SECONDARY EDUCATION

information and supplementary text materials for their use
in discussing with their classes the different ways in which
people earn a living in the local community. The pamphlets
are intended for use in the junior high school grades and above.
The introductory pamphlet contains suggestions for teaching
occupational information.

It has been found that one of the most effective ways of
helping the pupil to work .out a satisfactory educational and
vocational plan is to discuss with him frankly the definite
facts concerning any occupation in which he may be interedect,
considering it in the light of its advanOges and disadvantages
and of his special interests and abiliiies.

The average program of activities of a counselor.The scope
of the activities of a counselor is shown quantitatively in
Table 1.
TABLE 1.Average program of a counselor for the school year 1951 82
Activity: Numbei

Days engaged_in occupational research 29
Number of occupational outlines prepared 24
Class periods taught in occupations _ _ _ _ _ 160
Total number of pupils counseled 518
Total number vocational Conferences held 711
Number of brief contacts with pupils 1. 065
Number of group conferences with pupils 13
Trips made for pupils 14
Outside contacts regarding pupils 235
Hours of clerical work done by counselor 48
Addresses made 2

Meetings attended 15
Individual projects (hours) 45

Why occupational guidance is important in Cincinnati.
One of the important reasons for stressing educational and
vocational counseling in the eighth and ninth grades in the
schools of Cincinnati is the fact that pupils after completing
the work of the eighth grade must choose between an academic
education in an =specialized high school and Ivocational
training in some one of the 10 vocational high schools con-
ducted under the Smith-Hughes act for vocational educa-
tion. Tranger to a vocatiónal high school may also be made
by pupils who have entered a senior high school. It is there-
fore important that pupils at transition points in the school
system be fully aware of the opportunities provided in the
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PROGRAMS OF GUIDANCE

city for various types of training and that they receive counsel
in making educational choices which will lead to the type of
work in line with their interests and abilities.

There are no special counselors in the vocational high
schools, and any counseling done in these schools is carried
on by principals, coordinators, and teachers. It is assumed
that a pupil on entering a vocational high school has made
an occupational choice and is ready to prepare for a special .

vocation. Educational and vocational guidance, therefore,
is emphasized prior to the time that the pupil elects a voca-
tional high school. If his choice of a vocational high school
proves to be unwise, he is helped to transfer to another school
in which it is believed le will become adjusted more satis-
factorily.

Cost of guidance and the services pr's s .:The cost of the
Division of Occupational Research and Counseling in 1931-32
was approximately $21,000.. The service provided by this
amount reached 3,679 individual pupik with intensive per-
sonal conferences. There were provided 7,479 brief personal
contacts with counselors for pupils who may have sought the
advice of the counselor volhntarily or at the request of a
teacher, principal, or parent.* In addition, all pupils above
the sixth grade (20,765) benefited indirectly from the work of
the division through its research activities and publications.
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CHAPTER VIII : CASE REPORT ON MILWAUKEE

The Life Advisement Bureau.Guidance as a specific
function of the secondary school was introduced in the public-
school system of Milwaukee, Wis., in 1928, through the
establishment of the Life Advisement Bureau. A director
was appointed to consult with the principals of the high schools
regarding the establishment of guidance services in the
schools and to develcip an organization designed to aid pupils
in making school adjustments and in planning their life
careers. In order to avoid a topheavy central organiza-
tion, the personnel of the Life Advisement Bureau was re-
stricted to the director, but any principal) was permitted to
assign any number of his teachers to guidance duties for such
portion of their time as he might see fit to utilize, provided
that the minimum teacherepupil ratio of the school was not
changed. The plan made possiblii the establishment of
guidance services in every secondary school in the city through
the cooperative planning of the director of life advisement
and principals of the schools.

Development of guidance programs in individual &was.
In the beginning the personal activities of the director of the
bureau ,were confined chiefly to the senior classes in the
different schools. Definite assistance wis offered in the
choice of colleges and jp the selection of life pursuits. In
this work the director had the cooperation of most of the
principals and the advisers of the senior classes. It was
hoped that the influences of these activities would filter
downward into the other classes of the secondary school.
The consideration of the proble-ms of twelfth-grade pupils
revealed the necessity for anticipating and preventing the
problems; hence, the emphasis was shifted to the freshman
class. Teachers designated for advisory service in the
different schools were at first asked to assume advisement
duties in addition to their regular teaching assignments. As
evidences of results were manifested in the schools releases
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PROGRAMS OF GUIDANCE

from teaching duties.were granted by the principals to the
advisers in proportion to the time needed for advisement
service.

Evolving an organization for advi8ement eerviee8 in the
'individual school 8.As the director- of life advisement and the
principals recognized special aptitude for counseling and
guidance in the teachers who undertook the advisement
services, chief advisers were designated to assume respon-
sibilities for directing the work in the different schools.
Assistants were then selected by the principal and chief
adviser andf assigned to special groups of pupils usually

Director of Life
Advisement

1

SuperintlipAnt of Schools

posoors oplioe.mme.ipare.... 4.11 Principal

111= 41.0. I4Ib lb* fro, ol ms

4101 i Bro arms 4. GINO QM, 111.40.0 Ow* ONO 0,.0

4/0 MINIMMIIMIDIPIDNINIINIMIDIMMaNIMONOMINH

Chief Adviser

d Five or Six Assistant
Advisers

Pupils

nouns it Typical plan of organisation for lib-advisenient service in secondary schools in
Milwaukee. (Solid lines indicate executive responsibility; broken lines, oonsultative
relationship)

without release from teaching duties or at most only partial
release. Through direct supervision by the director of life
advisement the advisers were gradually trained for guidance
work and organizations were perfected by the principals
which have made possible the development of a guidance
program for all the pupils in the secondary schools. Figure
14 presents an organization which is considered typical of
the organizations developed in the different schools, although
vi4ation from the type is by no means discouraged.

How the Weftadvisemera organization functions in an indi-
vidual neondary achool.In some of the schools the chief
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adviser devotes full time to guidance work, usually concen-
trating on the freshman slass. These pupils are interviewed
prior to admission, records are secured, tests are adminis-
tered, courses are planned, parents are aavised, schedules are
made out, adjustments are effected, and individual advise-
ment is provided. The assistant advisers are assigned to
advanced groups, for which they are usually responsible during
the residence of the group in the individual school. The
work of the assistants is unified through the chief counselor,
principal, and director of life advisement. All teachers
engaged in advisement work are under the direction and
superviOon of the officers named. If aptitude, interest, and
devotion to the work are not developed by the assistant
advisers during the period of overtime service, they are

o relieved bf guidance responsibilities before release from
teaching duties is granted. The assistant advisers, as well
as the chief adviser, must thus establish for themselves a
place in the guidance organization of a given secondary
'school through an interneship of overtime advisory service
before recognition is given in the form of release from teaching
du ties.

In the individual schools the advisers cooperate -with
classroom and home-room teachers, sponsors of extracurricu-
lum activities, and administrative officers in the administra-
tion of pupils. Records are assembled in cumulative folders
for pupils as individuals, diagnostic study is carried on, and
corrective or remedial treatment is advised. In case pupils
are required to seek employment, assistince is given in
securing placement, and transfer to the part-time votational
school is arranged, if the individual is under 18 years of age.
In the senior year guidance is provided for pupils in the
choice of college or in the selection of a life work. Through-
out the secondary-school period the primary concern of the
adviser is individual adjustment to the opportunities pro-
vided by the school and life advisement for those who mani-
fest an interest in choosing a vocation or are compelled by
circumstances to enter upon a life Career.

General advisement practices encouraged in au secondary
schools.The term "life advisement" as used in Milwaukee
has a broader meaning than eduCational or vocational guid--.
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PROGRAMS OF GUIDANCE

ance considered separately. It encourages the study of the
present performance of the individual pupil in the light of his
tentative goals and future plans, as a means of inducing self-
appraisal and self-discovery. To accomplish this purpose,
certain general practices are encouraged by the director of
advisement on the part of all the bchools. As indicated
in the following sections, these are (1) preadmission advise-
ment, (2) follow-up of pupils after admission, (3) individual
counseling, (4) group advisement, and (5) occupational infor-
mation.

Preadmiseion advisement.--Since the greatest failure and
loss from withdrawal occurs in the first year of the high-school
course, the advisement service should undertake to overcome
the break between the elementary or junior high school and
thi4-year or senior high school. It is believed that much can
be accomplished by all receiving schools through preadmis-
sion advisement of the following types:

(1) By giving the eighth-grade and ninth-grade graduates
information regarding their new schools, curriculums, and
subjects of study.

(2) By having the pupils meet and talk with their principal
and (or) adviser from the high school to establish friendly
confidence.

(3) By considering each graduate's individual needs, plans,
interests, prospects, and abilities and helping him to select a
program of studies for the high school in conjunctión yfith his
parents,-grade principal, and eighth-grade tea0er, using as a
basis for advice a personnel record sheet showing his progress
from first grade on, his scholastic record in the eighth grade,
his mental age and educational age determined by tests given
during the semester, together with an indication of his cooper-
ation, beh lavior, effort, dependability, certain personality
ratings as judged by his eighth-grade teacher, and a record of
his outside interests and experiences.

(4) By enabling pupils to visit the school which they plan
to enter and, where possible, to visit some of the classes which
they will attend the following semester.

Follato-up of pupils qfter adrnission.Every pupil who
entem the whoa, whether by promotion or transfer, should
have an interview and be followed up until completely ad-
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NATIONAL SURVEY OF SECONDARY EDUCATION

justed. In an effort to facilitate success among incoming
pupils the high schools should organize`a careful assimilation
Qr orientation program. These programs are usually worked
out by the teacher committees under the general direction of
the principal and immediate supervision of the adviser. Such
adviser-teachers prepare an outline of guidance topics to be
taken up at group meetings which occur briefly at regular
intervals. Some of the topics considered are the school, its
traditions, ideals, etc. rules and regulations of the school;
forming good study habits; study planning and study budgets;
membership in school organizations; marks, their purpose
and value; problems of conduct, etc.

Intensive individual work should also be carried on with
first-semester pupils by the advisers. All freshmen should
be given at least one interview to discover whether they are
making the proper adjustments to school and classes and also
to make them feel at home.

After the first reports are issued, those who receive un-
usually high marks should be sent for and commended for
their diligence. The records of all freshmen should be
scanned carefully. id sympathetically, the object being to
help the pupil to work up to the level of his ability. Follow-
up work of a more intensive nature should be done with pupils
who do not make the proper progress. Every time a pupil
receives a failure mark on his report card he should be given
a progress sheet containing the subject, teacher, mark, and
the refison for the failure. Each week the pupil should be
requiAd to obtain a report to date from his teachers, which
he in turn discusses with his adviser. This procedure should
be carried on until the pupil secures a passing mark.

Individual counseling .Individual counseling by advisers
is encouraged by the Life Advisement Bureau. Puipils are
invited to seek interviews with their advisers and the advisers
are urged to confer with pupils who are reported as malad-
justed in their work and who need counsel in the selection
of courses, the choice of extracurriculum activities, and the
planning of personal affairs.

In case a pupil proposes to leave the full-time school, in-.

vestigation should be made, conference held, and an attempt
made to persuade the pupil to remain in school if such action
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PROGRAMS OF GUIDANCE

seems best. Assistance to the pupil is conditioned largely
by the individual's remaining in school. If the investigation
discloses necessity for leaving school, plans for the next step
should be developed and provisions made foriheonference in
case advice is desired by the pupil or reports of progress in
employment by the adviser.

Individual conferences are advised in the case of seniors
with regard to the choice of a college or the selection of an
occupation. As a basis of such conferences the results of
scholastic-aptitude tests, rank in class, and the ratings by
the teachers of the personal traits and characteristics of the
pupils are recommended for the use of the advisers instead

4'of mere personal opinions.
Group advi,8ementGroup advisement is regarded as an

economical method of dealing with the common needs of
pupils; but it is not considered a substittite for individual
counseling. The advisers through individual contacts will
accumulate lists of problems which can be considered with
groups. As a result, group cohferences may be scheduled
when in the judgment of the advisers such conferences are
practicable.

Occupational information.The lack of information among
young people regarding vocations% and vocational opportuni-
ties makes necessary a systematic attempt on the part, of
the school to compensate for the deficiency. This condition
is met in part by some of the schools as follows: Monthly
themes in English classes are prepared on topics listed for
each grade and semester throughout the four years. These
themes tend to stress the importance of "looking ahead," of
"planning" instead of "drifting," and the necessity of "get-
ting the facts" before choosing a course of action. A unit
in ninth-grade community civics supplies a bird's-eye view
of the world of work, develops the interrelation of various
occupations, and presents a technique for investigating and
judging an occupation. Detailed information is given by
the teachers in all regular classrooms and in special subjects
as interests in various careirs emerge from the topics being
studied. Teachêrs are expected to bring out the relation-
ship and employ the teUmique for discussing the type of
work mentioned. Life-work conferences are conducted on

'
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NATIONAL SURVEY OF SECONDARY EDUCATION

a regular schedule' throughout the year by competent business
and professionakinen and women. Industrial visits are made
where they seem desirable and conferences held with the ad-
viser or with one of the professional representative& Other de-
vices which ha;ie been found useful in extending the influence of
life-advisementwork are: Assembly programs, plays and cón-
certs, school clubs, the school paper, the school handbook, mo-
tion pic tures, the student council, the library, and "open house."

Features of life-advisement service in individual schools.
The director of life advisement has refused to impose a
fixed program on the individual schools. He has chosen to
accept the rôle of the consultant rather than of the executive.
As a result the programs of life advisement in the different
schools vary in many respects. Initiative on the part of the
principals and advisers has been encouraged in the formula-
tion 6f programs and in the development of specific guidance
activities. Time did not permit visits to all the secondary
schools in the city to observe features of programs which
are considered characteristic of individual schools. Hence,
only a few features are reported to illustrate the policy of
the director in encouraging initiative on the part of princi-
pals and advisers in the different schools. These are pre-
sented in the three sectioils next following.

Advisement in connection wilh homogeneous grouping in the
Riverside High School,The Riverside High School has
sought to adjust its curriculum and methods of teaching to
the needs of pupils through the careful grouping of pupils
in all of the grades. Tests are administered to pupils prior
to admission in the ninth grade, elementary-school records
are studied, parents are inf9rmed regarding, the offerings of
the school, and schedules are arranged to permit pupils to
receive instruction in groups in which the materials and
methods are planned with respect to the general level of
ability of the group.

The chief adviser gives till time to the study and advise-
ment of the first three half grades 4(9B, 9A, and 10B). Care-
ful classification of pupils in the first year and a half of their
residence in school on the basis of ability and accomplish,:
ment makes subsequent classification easier and averts much
maladjustment and failure. Assistant advisers carry on the
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advisement work in the other grades, retaining their respec-
tive groups until the individuals gra4uate. The assistants
are released from one teaching period daily for advisement
duties, which consist in seeing pupils in need of attention at
each 5-week working period and in giving daily service to
pupils repprted by teachers or seeking advisement on their
own initiative.

The program of homogeneous grouping coupled with the
advisement service has made possible the efficient adminis-
tration of a pupil personnel of extreme socilal and economic
differences in the Riverside High School. Grouping has not
been stigmatized as has been reported in other schools,
but it has served to make pupils happy in their work because
of the grading of the materials of instruction and the adjust-
ment of the methods of teaching to the needs of the respec-
tive groups. The fact that this plan is employed in all grades
of this school has contributed to its success and has tended
to eliminate the objections which are often hised against its
use with the entering class only.

The home-room 'adviAer in Mt Peckhatn* Junior High
School.Life advisement in the Peckham Junior High School
is carried on with 1,240 pupils by 1 part-time chief adviser,
6 class advise's, and 32 home-room advisers. The responsi-
bilities and functions of the home-room advisers as defitted
bi the principal and chief adviser of the school are:

(1) Orientation of the pupils. ,
(2) Maintenance of pupil morale.
(3) Development in the pupils of a wholesome attitude toward the

school as a civic enterprise.
(4) Keeping carefully all necessary and requirid records of the pupils.
(5) Giving 'advice with respect to curriculum and other social activi-

ties.
(6) Acting as intermediary for the pupils with administrative and

guidance officers, with teachers, and with parents.
(7) Keeping adequate personnel records of all the pupils.
(8) Individual counseiling, both educational and ,vocational.
(9) Taking a friendly interest in each pupil and making the school

a home for the pupil rather than a factory.
(10) By example.and otherwise leading, guiding, and inspiring the

pupils ethically, socially, and educationally with enthusiasm, sym-
pathy, and harness,

(11) Full cooperation with subject teachers and all administrativa
and guidancesimiles in the school.
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Eadi home-room adviser has a group of approximately
40 pupils for 15 minutes daily for 3 days of the -week and for
a 30-minute period once each week. A cumulative fold& for
each pupil of the group is kept by each adviser, and materiAls
and records are filed for use in individual and group confer-
ences. Since the home-room advisers also serve as teachers,
it is possible through the careful differentiation of duties io
secure a constructive coordination of effort in the advisemetit
ikilevice. The advisement duties of teachers in the Peckham
Junior High School are as follows:

(1) Maintain constantly a kindly interest in the welfare of each
pupil.

(2) Sense the, symptoms of maladjustment in a pupil in the incipient
stages.

(3) Bring the guidance organisation to bear on cases that need at.-
tention.

(4) Contribute to the diagnosis of the causes of maladjustment.
(5) Assist in the application of corrective or remedial measures ad-

vised.
(6) Give specific guidance to pupils in the pursuit of intellectual

interests.
(7) Develop proper study habits.
(8) Develop proper conception of the processes of education and the

opportunities for education provided through the school.
(9) Arouse interests related to his subject.
(10) Stress occupational implications of tbe subject.
(11) Meet individual needs and difficulties.r (12) Cooperate fully with every other teacher and all the guidance

agencies in the school.

Dariopment of potential leaders in the North Division High
School.A unique plan of guiding potential leiders in the
development of leadership qualities is employed in the
North Division High School. Two organizations, desig-
nated as the Boys' and Girls' Leadership Clubs, with a
membership of 30 pupils in each club, each semester are
sponsored by the advisers fgr the purpose of training pupils
for the assumption of responsibilities in positions in the
school _requiring pupil leadership.

Themembership of the clubs is derived from two sources:
(1) Pupils who have been designated by members of the
faculty as possessing potential qualities of leadership, and (2)
pupils holding positions of leadership' in the school who feel
the need of advisement in carrying on the duties of their
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PROGRAMS OF gUIDANCE

offices. The clubs meet weekly at the fifth period of the
school day with their sponsors. The members eat their
lunches together and then spend about a half hour in dis-
cussing problems and qualities of leadership.

The clubs are in no sense honorary organizations. Their
primary function is the guidance of pupils above the fresh-
man level in the study of leadership responsibilities and the
qualities of successful leaders. The sponsors of the clubs,
through the stimulation of formal and informal discussion
on the part of the members, seek to provide a type of guidance
for potential leaders which will result in the undertaking of
leadership problems and the awakening of a desire to serve
the school through the use of qualities

Cost of life-advisement service.Except for the salary of the
director of life advisement and a few hundred dollars for
tests, supplies, pamphlets, and books, the life-advisement
program has not cost the school system of Milwaukee any-
thing beyond what would have been spent anyway. The
full-time and part-time advisers were relieved from class-
room teaching by principals who considered the advisement
service of sufficient value to warrant reo tion of the
schedule. The ratio of teachers to pupils the secondary
schools has not been changed and no additional teachers lower"'
been employed to carrjr the teaching duties formerly assumed
by the advisers. If the totaLcost of the advisement service
were charged to the secondary schoolswhich would be
unfair, because the director also serves the elementary
sch9olsit would amount to approximately 20 cents per
pupil.

Results claimed for life I. .The results &fined
in part for the program of life advisement .in the 11 high
schools of Milwaukee are reduction in the fate of failure,
reduction in withdrawals from sch2ol, and economy in the per
credit cost of instruction. Comparison of data with respect
to the foregoing claims for the years covered by the advise-
ment prorgiimi shows a gradual realization of the results
sought. C-ònsidering all subjects in the high schools for the
first semester of the year 1928-29, when life advisement was
introduced, the median rate of pupil failures in the 11
schools was 16.9 per cent. For the first semester of 1931-32
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the median was 12.3 per cent, or a reduction of 4.6 per cent.
In the ninth grade the median rate of failure for the same
semesters was reduced from 19.1 t:o 14.4 per cent.

Between 1928 and 1931 the percentage of pupils withdraw-
ing frota the regular high schools decreased from 12.9 per cent
to 9.2, and in the technical high schools from 23 per cent to
14.3. These results are not claimed for the life-advisement
service alone, since other improvements in the work of the
school may have influenced some of the pupils to remain
longer in school. Besides, schools everywhere have tended
in recent years to retain pupils through more school years.
However, since the advisers sought specifically to prevent
withdrawals through adjustment and life advisement, it is
fair to assume that the positive character of the results are in
part accounted for by the advisement service.

Data on _the cost of instruction in the high schools show
that the per credit costs wereddecreased from $14.88 to
$12.57 between 1928 and 1931, a fact attributed by the prin-
cipals very largely to the introduction of the advisement
service. It is, of course, impossible to separate the influence
of the advisers from the effects of possible improvements ih
instruction, supervision, and administration in the reduction
of credit costs through the prevention of failure with-
drawal. Since the pupils and the schools have benefited from
the servicé to a degree not evidenced before the introduction
of the life-advisement program, it is re; :enable to assume
that the general influence has been positive and, in so far as
many individuals are concerned, especially helpful.
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CHAPTER IX ; CASE REPORT ON THE MILWAUKEE
VOCÁTIONAL SCHOOL

tegal basis of part-time education.By legislative action in
1911 the State of Wisconsin provided that communities of
more than 5,000 population must maintain a local board of
industrial education for the purpose of fostering, establishing,
and maintaining industrial, commercial, continuation, and
evenihg schools and that communities of less than 5,000
population may have such a board. The law requires that
children between 14 and 16 years of age engaged in remun-
erative work must attend school four hours a. week. Sub-
sequent amendments to the law have increased-- the age
period of continuation education to between 14 and 18 years
and compulsory attendance to eight hours per week.

The Milwaukee Vocaaonal School is a development of the
Wisconsin law of 1911. It is independent of the public-
school system of Milwaukee in its organization and adminis,
tration, although it functions in close articulation with the
public schools in receiving or returning by transfer pupils
whose educational status is determined by the necessity "of

remunerative work.
The work of the vocational nhool.The vocational school

is concerned chief& with employed pupils over 14 years of
age who have completed the work of the eight elementary
grades.- Pupils over 14 years of age who have spent nine
years in school but have not completed the wórk of the eighth
grade may be admitted to the vocational school. The
school also accepts full-time pupils in all departments, and
maintaini two departments which serve full-time pupils only--
the full-time commercial and the vocational departments.

Junior pupils attend school one-half of 'eacti' dajr until the
end of. the quarter in which they become 16 years of age.
Senior pupils attend school one full day a week until the end
of the quarter in which they become 18. Evening-school
attendants must be 16 years old or more,
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NATIONAL SURVEY OF SECONDARY EDUCATION

The normal annual cumulative enrollment of the Mil-
waukee Vocational School' is approximately 22,000, nearly
two-thirds of the number being enrolled in the day school.
The pupils served' are those who desire to seek gainful
employment during the secondary-school period (age 14 to
18) and to receive vocational as well as general secondary
education.

The need of the pupils for guidance.The immediate eco-
nomic neods of the pupils attending the Milwaukee Voca-
tional School, as well as the necessity for their occupational
orientation, makes guidance on the part of the school
imperative. The pupils need guidance in seeking employ-
ment, in self-appraisal and analysis of interest in try-out
courses at the junior level; in the choice of an occupation at
the senior level, in personal, social, and civic adjustments to
the life of the school; in overcoming difficulties in classroom
work and in employment; and in meeting home and com-
munity responsibilities. Accordingly, guidance is made a
major departmental responsibility of the school comparable
in importance with instruction and business administration
and closely articulated with instruction and business admin-
istration. Through guidance the adjustment of the pupil
to the opportunities of the school and to employment is
effected.

Organization of the guidance clApartmen The guidance
department of the Milwaukee Vocational School is the result-
ant of a series of developments. Prior to 1926 the chief
function of guidance was placement, which was attended to
by the several department heads of the school. In January,
1926, a placement secretary was appointed who made approx-
imately 1,b00 placements that year. In August, 1927, a
placement department was established with an officer (man)
at the head whose chief duty; was field promotional work.
Three II lam later a second officer (woman) was added to
handle the slacement of girls. Shortly aft* the second ap-
pointment assistant was added to the department, which
completed the staff for that year. In September, 1928, the
staff was enlarged by the addition of a registrar, general
stenogiapher, and clerical assistant, the assistant of the pre-
vious year being usigned to the field of domestic counseling.
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PROGRAMS OF GUIDANCE

The name of the department was officially designated
"The Employment-Guidance Department" in Decowber,
1928, at which time an experienced personnel man was added
to take charge of miscellaneous mercantile counseling. By
March of the following year an experienced counselor for
pupils in the building trades was appointed, increasing the
staff to six officers and two clerks. On account of a gradual
shift in the emphasis of the duties of the department from
placement to guidance, tbe name of the department was
officially changed in September, 1929, to "Guidance-Employ-
ment Division," the present departmental designation.
Since 1929 an office-trades counselor and another full-time
clerk have been added, increasing the staff to eight officials
and three clerks. The assignment of duties to the different
members of the staff is on the functional basis, the member
accepting responsibility for guidance, placement, and follow-
up work in the occupations to which his training and experi-
ence warrant his assignment.

The head of the division is officially designated the director
and the assistants as coordinators. The duties of a coordi-
nator are usually restricted to one or more occupational fields.
Pupils elect* an occupation within the field of a given coor-
dinator are referred on admission to the scho91 to this coordi-
nator for classification and assignment to classes and subse-
quent guidance unless the pupil transfers to some other
occupational field.

The z keep in touch with the industries of the
city by making s eys of the opportunities for placement
and collecting f .! ts regarding occupational changes and
developments. Thé findings of coordinators are referred to
the redearch department of the instructional division, which
investigates the developments and reports to the head of the
instructional division the needs for modifications in courses
and methods. The coordinator also looks after pupil place-
ment in his respective occupational field and makes follow-up
studies of pupils previously placed. Contacts with the
instructors in the poordinator's field are direct, and every
effort is made to articulate the work of the school with the
employment of the pupils.
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The organization of the Guidance-Employment Division
as an integral part of the vocational school is shown in
Figure 15.

Ingtrueting the pupils regarding the guidance strViCe8 of the
8chool.As a means of acquainting the pupils with the guid-
ance service provided by the school, a special unit on the
Guidance-Employment Division is provided for discussion in
the classes of the general-subject teachers. The instruction
sheet, on the unit states the purposes of the division as (11

I

Board of Vocational
Education

Director

1 Assistant Director
and. Principal

1..Business-Adminis- .
tration Division Instruction Division

Research Instruc-
tors

Pupils

Ouidance-Employment
Division

Coordi-
nators

o

4111.1",
Clerical
3ervice
Records

NMIf......IN.

Finuas 18.Organisation of the Milwaukee Vocational School. (Solid lines indicate execu-
tive responsibilities; broken lints, contact relations)

helping boys and girls choose the work for which they are
best fitted and (2) placing boys and girls in positions in
accordance with their occupational adaptabilities. The fol-
lowing instructions and questions are then given:

This unit -is not going to be about the youfig fellow who went wrong
because he had no trade or occupation and did not turn out to he a
respected selnittrppartInt citizen. Rather, we want to help you, tt
"find yourself," so that a few yore you will be able to support your-
self and provide for a home. Ohl don't laugh. Figures for our State
prove that the marrilgeable age is between 20 and 24 for men and this'
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PROGRAMS OF GUIDANCE

same for women. How many more years have you to think things
over, to choose, and to learn some definite trade or occupation?

The Employment-Guidance Division is in a -position to know the
employment situation in the city and to advise students with reference
to the tride or occupation to enter. The requirements of different
trades and occupations vary and must be met by the applicant. Edu-
cational requirements are growing higher and higher, and some employers
will not consider an applicant unless he is a high-school graduate. No
matter what our viewpoint might be on this matter, the man who pays
the wages or salary is the one who sets certain standards for his
employees.

Now let us ask ourselves three questions:
1. Who can use the Employment and Guidance Department?
2. When should one use the department?
3. How can one best use the department?
Consider each one of these questions and see what it means. Take

question No. 1. Who can use the department?
This division of the school is open to the youth of the city, but it is

especially operated for the students of the school, including night-school
students. The majority of calls from employers ask for boys and girls
ranging in age from 14 to 18. Some older people also ask for help.
Parents are especially invited for consultation. Appointments should
be e by the students for their parents.

6

When should one tin the Guidance-Employment Division?

Some students are of the opinion that they must be out of work before
leaving an application for emDloyment. This is not true. Any
student who wishes to leave an application may do so. He may sbe

working and dissatisfied, or he may be unemployed. In either case an
application should be filled out and taken personally to the employ-
ment divIsion. When you are out of work or want to change, let your
shop teacher or home-room teacher know About it. Blank applications
are kept by all home or shop teachers and can be had for the asking.
These should be filled out by the applicant. Write in ink as neatly as
Rpssible and answet all questions. Your teacher will check your appli-
cation and give you your rating on the back of the card.

Just a word should be added about this rating given you by your shop
teacher. It is to your advantage- if this rating is "good" or better.
Frequently employers call up and want a boy or girl who has certain
qualities. We must match these qualities as nearly as we can. The
rating on the back of each application tells the story. A boy in plumb-

, ing can hardly expect to be placed in a bakery or a boy in woodwork in
a job in barbering. Yet some student& wonder why they are never
placed in ciertain kinds of work for which they are asking on their
applications. Your first choice of work desired should be something
like thesh'op subject taken here. Try to "find" yourself as soon as
possible, so you may learn just as much as you esib before you are 18
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ÑATIONAL SURVEY OF SECONDARY EDUCATION

years of age. Too many studelts come to the Employment-Guidance
Division with no choice of work. When asked what their first choice
would be, they answer, "Anything." Did you ever go into a grocery
store and, when asked what you wished, answer, " Anything"? Re-
member there are many occupations, thousands of them, and so you
must state at least your first and second choices.

;

How can one best use the department?

First of all, the student should have a conference with his shop
teacher. Mter you have been in a shop a few weeks, your instructor
will be able to judge you pretty well and be able to advise you concerning
your capabilities as a workman in that particular trade. Our experi-
ence has been that the estimates of your shop teacher and your
employer have been, as a *rule, the same.

If you have any doubt in your mind after this talk, why not have an
interview with some one in the Employment and Guidance Division?

Still another step can be taken, and perhaps it is a better one. Talk
things over with your parents and, if possible, arrange with some one
in the Employment and Guidance Division to talk with you and your
parents so evening.

Your li d dislikes are very important. Let us know about them.
Feel free talk when you come in. Our talks will be strictly
confidential.

The following problems for study and discussion are listed:
1. Where do you get the application blanks?
2. Who should fill out the application?
3. When should you come to the Employment and Guidance

Department?
4. How can the Employment and Guidance Department be of service

to you besides getting you a job?
5. What is the best way for a student in the Milwaukee Vocational

School to prepare for his life work? ,
6. What are some of the desirable qualities that students should

develop to insure success?
7. How may the teacher's estimate help you to secure a job?
8. A written report on the general class discussion is also required.
Indirect guidance.--Films are shown daily at the noon

assembly period for the information and enjoyment of the
pupils and with the idea of providing incidental guidance.
Some of the films are prepared by the guidance department
and deal with subjects like "How to Apply for a Job." The
bulletin board of the school is also used to attract the atten-
tion of the pupils to important matters, usually presented in
well-planned posters. The guidance department also utilizes
the biweekly newspaper of the school to present to the pupils
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PROGRAMS OF GUIDANCE

regularly important aspects of the guidance service. The
following article, which explains the purpose of the follow-up
slip, is illustrative of the use made of the newspaper by the
Guidance-Employment Division:

The follow-up slips.Have you ever wondered what was the signifi-
cance of the little white slip which called you to the Guidance-Em-
ployment Division? That little slip is called the "follow-up slip" and
it serves a multitude of purposes.

When the employment department places its boys and girls on jobs,
its work is not finished; in fact, it has only begun! We are interested
in knowing what happens after you are on the job, and we do this in
two ways. One is the employer follow-up; the other, the employee
follow-up.

In order to make the employer follow-up, one of the counselors goes
into the factory, store, or office where you may be working and talks
with your supervisor. He is interested in your progress, your hours
and wages, and your chances for promotion. In the employee follow-
up we call you in to see us. During this interview we get your reaction
to your job. We want you to be perfectly frank with us, for we assure
you that all information you give us is strictly confidential.

With all this extra work, it certainly is necessary to show great results.
And there are great results from follow-up. Oftentimes there are
conditions of work which are corrected. Many times the employer
has some small grievance which can be smoothed out. Very often
job adjustments are effected.

So when you receive the little white slip from room 222, remember
that the idea that we want to help you has prompted the sending of it to
you. When you report, let us know exactly how you are getting along.
Remember, our interest in you does not stop when you have been
placed on the job, but increases the longer you are there.

Try-old Courses.Nine general try-out courses for junior
boys between 14 and 16 years of age are offered in building
trades, metal trades, auto trades, pkinting trades, electrical
trades, woodworking trades, business practice, and graphic
arts/ Efich of these courses may be pursued for a period of
10 weeks with thiS idea of discovering interests and aptitudes.
Similar courses for girls Aare offered in trades providing em-
ployment opportunities for girls. The pupils divide their
time equally between the trade teachers and the teachers of
general subjects. At 16 a pupil is eligible to enter appren-
ticeship training. The try-out coirses are intended to assist
pupils in findiag a trade in case apprenticeship training is
desired.
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Pupils who enter the vocational school after the sixteenth
bigliday omit the try-out courses and elect an occupation
ornhe advice of a coordinator from the group of 50 occupa-
tional courses offered. The teacher of the oocupational
course elected by the pupil cooperates with the coordinator
in the adjustment of the pupil to his chosen occupation or in
finding an occupation in which the individual is better fitted
to succeed.

Procedure in securing assistance from the Guidance-Employ-
ment Division.All applications of pupils for employment are
made through their vocational teachers. An application
form is filled out by the pupil with the advice of the teacher.
First choice of position is for life's vocation, and second choice
is for temporary employment. The pupil is then sent with
the card to the Guidance-Employment Division for personal
interview. The application is filed according to the kind of
job requested and receives attention in response to employers'
requests. A special' effort is made by the division for pupils
highly recommended by their teachers. The application is
also usid in the placement of apprentices.

Placement service.The number of placements for any
given year will necessarily vary with the conditions which
determine placements. For 1930, 3,606 pupils secured place-
ments through recommendations of the division. This serv-
ice is essential to the vocational school and is one of the im-
portant reasons for the existence of the Guidance-Employ-
ment Division. The aim of the division is not merely to aid
the pupil in getting a job but in securing the right kind of
job when possible through whidh the individual's relations
between school and employment may be carried on most
profitably.

Follow-up service.The follow-up service of the Guidance-
Employment Division consists very largely in industrial con-
tacts designed to facilitato employment and to serve as medi-
pator between employer and employee in promoting aatisfgc-
tory relations. The extent of this service is indicated by the
fact that the officers of the department make on the averaie
approximately 2,000 calls on employers during the school
year.
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The aims of the Guidance-Employmenl The aims
of the Gdidance-Employment Division of the Milwaukee
Vocational School, stated in terms of the services which it
undertakes to render to pupils, are:

(1) To have the individual consider every phase of the pbroblem
before leaving the full-time school.

(2) To assist the individual in entering the trade-finding course
which will enable him better to choose his life work.

(3) To give the individual reliable information concerning job oppor-
tunities.

(4) To establish a central place to which all calls for young people
will come and to which all young people will apply for work.

(5) To help the individual master the proper manner in applying
for and holding a job.

(6) To assist the individual in securing the right lob.
(7) To make more rapid advancement possible by contacting the

individual's employer.
(8) To discuss with the individual's parents 'any questions pertaining

to his school work or job which they may care to bring tip the depart-
ment.

(9) To make the proper follow-ups &ter the individual has been
placed on a job, both with the individual and with his employer, to see
that he is progressing, and to make any adjustment needed.

(10) To make the individual feel welcome at all times.

Cost of the guidance and employment 8errice.---The annual
cost of the guidance and employment servide in the Milwau-
kee Vocational School is approximately $1 per pupil enrolled.
If only the employment service is considered, the cost is
approximately $6 per individual plated. However, the scope
of the work of the departmènt for the pupils is much broader
than placement and must be evaluated in terms of the
numerous services rendered, ranging from incidental guidance
to individual diagnosis, remedial treatment, and placement.%
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PROGRAMS OF GUIDANCE

Need for personnel servia in Joliet Township High School
and Junior College.The need for personnel service by the
pupils of this school is acute. The pupils are drawn from
25 different nationalities, 77 Per cent of the parents being
foreign born. The pupils come from four sourceseighth-
grade graduates of the public elementary schools of Joliet,
graduates of parochial schòols of different .religious-nation-
ality groups, graduates of the eighth grade in rural schools
in nonfhigh-school districts, and transfer pupils from other
high schools who have moved to Joliet. The annual enroll-
ment of the school is approximately 3,500. The withdrawals

Superintendent

,Assistant Superintendents
q (2)

e

Dean of Girls*

MO a .IMr

Classroom Teachers
(140)

Personnel Director

j

Vocational Director

Imme. ww
Ccmaittee Advisers

(38)
411 Home-room Teachers

(43)

Pupils
(3500)

Noma 16.Organisation of the personnel department of the Joliet Township High §ohool
and Junior Qollege. (Solid lines indicate executive responsibility; broken lines, muted
relationships)

average about 7 per cent, annually, and the failures approxi-
mate 8 per cent. The responsibility for adjusting this
heterogeneous group of pupils to the 30 curriculums of the
school rests persiinnel department.

Preadmission guickowe.---610 month prior to graduation
from the city elementary schools a9d rural schools the pupils
are addressed by one of the administrative officers of the
secondary school. At this' time elective cards and the hand-
book are distributed. About two weeks later members of
the advisory committee visit the schools, conferring with The
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NATIONAL SURVEY 'Or SECONDARY EDUCATION

pupils Ind giving advice in the choice of curriculums. The
elective card previously distributed is signed by pupil and
parent and is made the basis of the schedule of *classes for
the entering class of the ensuing semester. If a mistake is
made in the choice of a curriculum, the error may be rectified
by the advising committeeman on the opening day of school
when the pupil presents himself for admission. The success
of preadmission curriculum guidance is attested by the fast
that seldom do the changes in elections by a given class
amount to more than 2 per cent of the choices made.

The work of the individual committee adtri8e1;8.An indhrid
ual committeeman usually is assigned 1 Areshmen on their
admittance to the secondary school. These pupils are
retained during their membership in school, the committee
adviser being responsible for the advisement of the pupils

-with respect to choice of curriculum, registration, progress
in clasies, membership in school .activities, chóice of coil
and employment. The committeeman is available from
11 to 12 o'clock daily for - confeience with pupils either
individually or in groups. This service is rendered in ftddi-
tion to regular teaching duties, but compensatioW of $100
per year is allowed. The committee adviser not only gives
counsel to the pupils and parents but is available for confer-
ence withe classroom or home-room teachers vAlo desire
information or advice regarding the committeeman's cluirgES

Thi home-room teather.--The home-room teacher* ;tot al?
adviser but an administratIve officer, having cluirge of a
gropp bf pupils one period, 'daily for purpose of reciord and
suPervised study. Pu may be excused by the home-
room teticher for lib reading, conference with committee
adviseis, or participation in (school activities of semicurric-
141.um character, such as band, or9hestra, and glee -club.

bccupational information.---A half-year odurse ,occupaap
tions is provided for freshmen. The purpose of the mime is
to aid the pupils in school órientation in acquirihg exten-

. give knowledge of occupatiim§ through readipgt cths. dis.
tiussion, indulitrial visitation, and talks by repieenta#ves of

a occupations; and in the intensive ixamination. of a fikvored
occupation through the preparation of a career. gook. \ The'
course is taught by a member of the socialicience depsrtivaelit
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PROGRAMS OF GUIDANCE

who has made special preparation for the work required.
Libraries on occupations are provided for all classrooms in
which the course on occupátions is taught.

General exploratory courses.All freshmen are required to
take a year of gener0 science, which is organized as an
exploratory course, and a year of general shop or general home
economics. The general shop course consists of six 6-week
units in six different shops and the general home economics
course of three 12-week units in the three aspects of home
economics, namely, cooking, -sewing, and home care. Ex-
ploratory courses in music and art are also provided for both
first-year and secohd-year pupils. The aim of the school is to
bring to bear on the pupil its entire resources, to the end
that self-discovery may be an outcome of the freshman year.

Teacher reports to committee a4vi8er8.At intervals of six
weeks throughout the school year the classroom' teachers
report to the committee advisers on the progress of pupils.

_The marks are reconied on the record cards of the pupils by
the several committee advisers, and conferences are held with
individual pupils when considered desirable. The semester
marks are transcribed from the committee record cards to the
cumulative record cards of the pupil twice each year by secre-
taries in the central office. The record card is the propeity
of the committee adviser, except that it must be kept on file
in the central office. All recording is a matter of clerical
routine, except the reports of the classroom teachers to the
committee advisers and the transfer of the pupils' periodic
marks by the tibmmitteemen to the individual record cards.
Cumulative record joiders.Certain personnel records are

accumulated in pocket-file folders in the central office, con-
sisting of the ratings of teachers on personal traits and
abilities, letters written and received regarding the pupils,
misconduct reports, information reports on participation in
activities collected from 'pupils by home-room teachers near
the close of the year, the admission blank of the pupil con-

- taining photograph, the scores made on standardized tests,
and the annual scholastic record cards of the committee
advisers. The records of each pupil for each year are
stapled together and filed in the cumulative folder, in order
that they may be available for study when data other than
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NATIONAL SURVEY OF SECONDARY EDUCATION

the scholastic marks on the cumulative record card of a pupil
are desired for purposes of guidance or recommendation.

Annual rating of personal traits and abilities.Each class-
room teacher is expected to rate each pupil semiannually
on the development of personal traits and abilities. The
form used is as shown in Figure 17. This form is stapled. in
the cumulative folder each semester as a progressive record
of the character development of the pupil during his reiaidence
in the school. It is used chiefly by classroom teachers and
committee advisers in the diagnostic study of pupils.

INDIVIDUAL RATING RECORD

Name of student

Quatity

I. Sustained application
II. Ability to organize

IlL Promptness _ *.
I . Accuracy
V. Leadership ability______ awn m

VI. Social qualities

411. MD

.11= m .111w MIER

Rating

1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5

Subject:
Remarks-

Signature of Rater.

Flom' 17.Form used by teachers in the Joliet Township High School and Junior College in
rating the penonal traits and abilities of pupils

4.4. Indirect guidance through the handbook. A handbook is
published e'ach year as a school project under the sponsorship
of the student council for the general information of incoming
pupils who are unfamiliar with the opportunities, practices,
and traditions of the school. It contains brief instructions
tevupils a,nd an account of the school rules, regulations, and
activities. The purpose of the publication is the guidance of
the new pupil in the development of a spirit of coofteration
through the information presented in the book.

Extramural guidance services.A number of influences hav-
ing bearing on guidance are carried on without the regular
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PROGRAMS OF GUIDANCE

activities and personnel of the school. One hundred mem-
bers of the Kiwanis Club contribute their services through
the personnel director to boys who desire to confer with repre-
sentative men in the community regarding occupational prob-
lems. Medical examination for girls is secured through the
service of a woman physician who is a member of the board
of education. A similar service for boys is secured from prac-
ticing physicians of the tity.

Activities of the personnel director.The personnel director
is the head of the personnel department. He administers
fife standardized tests required by the superintendent,
arranges for scoring these tests, and reports the results to the
faculty of the school. He sets up the procedure for filing
data in the cumulative folders of the pupils and organizes the
data for use in the selection of pupils for honors, in recom-
mending graduates and farmer pupils to colleges and to em-
ployers. In order that the director 'may cooperate most
effectively with the committee of advisers, he serves as a com-
mitteeman for a small group of pupils and is a member of the
advisory committees for the different high-school grades. He
is available for personal conferences with individual tiupils
who may desire his advice, especially members of the -senior
class desiring to have the treatest possible aid in the choice
of a college.

Perhaps the most arduous duties of the personnel director
are those pertaining to placement and research. Most of
the placements (about 500 per year) are made through -the
director. It is his responsibility tc; make the contacts with
employers, to confer with the committee advisers regarding
the applications for$1acement, and to set in motion the ero-
cedures which result in the contact between the employer
and the pupil seeking employment. Satisfactory service by
the director depends on accuracy of records, knowledge of
pupils, parents, employment conditions, and the collection
and interpretation of data pertaining to the pupil personnel.
In brief, the director of personnel is a student of the science
of education, which is made possible through his systematic
collection and organization of facts and his study of the
problems affecting the pupil personnel of the school.
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Co8t of per8olaid service in the Joliet Township High School
and Junior College .The total cost of the personnel service
in the Joliet Township High School and Junior College is
approximately $2 per pupil each year. This inctudes three-
fourths of the time of the personnel director, the services of
38 committee advisers at $100 each per year, and an esti-
mated clerical service for transcribing records of $600 per
year. The services rendered by this group of personnel
officers, although considered important to the regular work
of the school, should be charged to the guidance program.

Appraisal of the service of the personnel department. Any
appraisal of the service of the personnel department must
rest on its value to the pupils of the school. This can be
visualized only in terms of individual cases, which can be
multiplied to provide a true picture of the worth of the
department to the school. The following cases are typical
of many which can be cited to illustrate the character of the
service rendered by the personnel department to individual
pupils.

CASE 1.Howard Smith, a senior from the country, came to the
personnel office last September for assistance in finding employment
that would enable him to pay for his board and room. Within a week
he was placed as elevator boy in an gtpartment hotel, working from 3.30
te 11.30 p. m. He was permitted to study in his cage and did satisfac-
tory high-school work. During the second semester Howard worked
68 hours per Week, earning 40 cents per hour. and carrying four subjects
in school with an average grade of 80.

CAsz 2.John Moran's father was an electrical contractor. After
the death of the father, John's mother secured work in a department
gtore to support the family. In January the manager of the telephone
company asked for a young man to take charge of the long-distance
relays in the local telephone exchange. John, a senior in the 4-ytar
industrial electrical course, was recommended, and after a careful
investigation and try-out was given a job. The fact that he holds a
Government broadcasting license for his amateur short-wave station
was a material factor in securing him the position. He began work
February 1 at $120 per modth, working from 1 to 7 a. m., and attending
high school for the forenoon session only. He continued his member-
ship in the United States High School Championship Band and did
satisfactory work in his studies. At present he has a permanent full-
time position with the telephone company.

CABE 3.Karl draff, a senior of German parentage, was doing ex-
cellent work in the industrial print shop 4-year curriculum, where he alv
acted as linotype operator on the staff of the high-school paper. At th
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mid-year his parents moved to a city of 20,000 population in southern
Wisconsin, where only academic courses were offered in the high school.
Karl, who was anxious to complete his course in printing, applied to
the personnel office for a job that would enable him to pay his expenses
and remain in Joliet until the end of the school year. At the beginning
of the second semester he was placed in the print shop of a local cor-
poration, where he worked from 3.30 to 11.30 p. in., printing cartoons
and advertising matter, at 40 cents per hour.

Despite this heavy schedule, he earned a place in the National Honor
Society and was popular with his fellow pupils. After graduation, in
June, 1928, he accepted a position as full-time linotype operator in the
newspaper office of his home town in southern Wisconsina position
which usually requires from two to four years of apprenticeship trail-ling.

CASK 4.Mary Warren entered high school in September and
enrolled in the secretarial-service curriculum. At the end of her first
semester her name was on the "honor roll " with an average of 91.
This and her high rank in the freshmen intelligepce tests led her adviser
to suggest that she consider with her parents the advisability of chang-
ing to a college-preparatory curriculum. Her parents were not sure
that it would possible for her to go to college, but readily 'consented
to the change rwhen the adviser showed how Mary could meet college-
entrance requirements, and at the same time take much of the work
necessary for secretarial service. A written request signed by her
parents and countersigned by her committee adviser was filed in her
personnel folder and she was transferred to the literature and arts " B"
curriculum.

During her first summer vacation Mary worked for a month in her
uncle's office, but did not like the work. Her next two summer vacs,-
tions were spent in the summer session of the high school, where she
earned enough credits to enable her to be graduated in three and one-
half years.

At the end of her third year her committee adviser found that Mary
had maintained an average of 92 since entering high school. As she
was also given a high rating by her instructors in character, leadership,
and service, the other three requisites, she was recommended for mem-
bership in the National High School Honor Society.

Because a her summer-school worary completed her high-school
course in February of her senior -and, after consultation with the
dean, decided to enteir the Joilet Junior College at once. She was
influenced in this decision by the fact that she WU eligible for one of the
scholarships available to worthy students of high standing slid good
reputation.
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CHAPTER XI : CASE REPORT ON NEW TRIER TOWNSHIP
HIGH SCHOOL

General organization of the plan.The adviser-personnel
plan of the New Trier Township High School has been estab-
lished to provide educational, vocational, social, moral, and
ethical guidance and counsel to all the pupils of the school.
The staff organization consists oe (1) the principal; (2) a dean
of boys; (3) a dean of girls, (4) eight adviser chairmen (four
men and four women) (5) a group of room advisers corre-
sponding to home-room teachers; and (6) a director of
research in charge of a department of reference, research, and
placement. The organization is so planned that instructional,
administrative, and disciplinary functions are 'integrated
with the adviser-personnel organization.

The New Trier Township High School enrolls more than
2,000 pupils. The pupils are assigned to the room advisers
on their entrance to high school and, with few exceptions,
remain in the same group for the entire four years in school.
There are 61 rooms in the advisory organization, 30 for the girls
and 31 for the boys. The advisers function under the direction
of adviser cilkirmen, the adviser chairmen under the dean of
boys and dean of girls, and the deans tinder the principal.

The plan of organization as originally developed by the
late superintendent of the school, Dr. F. E. Clerk, is shown
in Figure 18. The routine channels of responsibility and
authority in personnel and academic matters are shown by
solid and broken lines. Two functions are expected of
teachers, namely, advisory functions in the personnel field
and instructional functions in the academic field. Although
the functions are segregated in the diagram, the teacher may
in many instances act both as an adviser and instructor of a
pupil if the pupil happens to be a member of some class and
of the adviser group of the teacher. In case of emergency
matters, the channel of routine is indicated in the figure by
the arrows.
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NATIONAL SURVEY OF SECONDARY EDUCATION

tion as the disciplinary officers under the principal. They
receive all cases of discipline from the adviser chairmen,
advisers, or classroom teachers, and are the final authority
in all cases, recommending expulsion or suspension to the
principal when necessary. The deans, acting through the
registrar's office, are responsible for transfers and certificates
to other secondary schools or colleges. As heads of the per-
sonnel field they supervise the work of college selection,
arranging for visits by college representatives and handling
inatters pertaining to scholarship, inquiries, recommenda-
tions, and awards.

The dean of girls also performs a special function that of
social chairman for the school. She supervises the arrange-
ment of the calendar of events, reserves rooms and buildings
for the use of the various clubs and classes, and in general
acts as arbiter of the socialrprogram of the school.

The deans devote all their time to the duties of their
offices, and have no teaching, study-hall, or adviser-room
duties to perform.

(2) The adviser chairmen.Eight adviser chairmen in the
organization* are in charge of the adviser-personnel work in
the four classes; two chairmen are assigned to each class, one
for the boys and one for the girls. The chairmen have general
suPerviskin of the work of the room advisers, visiting the
various adviser rooms from time to time, holding conferences
with the room advisers, maintaining records, and making
reports. The adviser chairmen are responsible for the general
direction of the activities carried on in the individual rooms
during the itdviser periods. A marked degree of variation is
evident among the chairmen in the method and extent of
supervising this work. The adviser chairman for the fresh-
men boys, for example, prepares a series of weekly bulletins
which are sent to the room advisers under his direction.
These bulletins contain lists of duties band problems that
should be dealt with in the adviser period, suggestions on
carrying out in the most effective manner the duties of the
advisers, and reports and forms to be filled out from time to
time for the purpose of making studies of the work of the
advisers. This plan of weekly bulletins is not followed by
any other chainnan, although all give some form of super-
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vision and help to the advisers in regard to the details of the
program that is followed in the adviser period.

The adviser chairmen serve as the social chairmen for
their classes. They sponsor all class activities, and their
permission is secured before any class function is held.
These officers consider cases of discipline referred to them
by the advisers or by -the classroom teachers and, if they
can not adjust the problems satisfactorily, report the cases
to the deans. The chairmen also are responsible for super-
vising the registration of the pupils in classes and for all
adjustments of programs.

Several adviser chairmen have specific duties that apply
to the entire student body, in addition to the duties directly
related to their own classes. For example, the senior chair-
men are responsible for considering college-entrance require-
ments. They check over and inspect the scholastic programs
of all seniors from time to time to see that the entrance
réquirements for the colleges selected by the pupils are being
met. They also arrange fpr representatives of various col-
leges to come to the high school for the purpose of acquaint-
ing the pupils with the colleges.

The chairman of the junior boys is responsible for the
administrative duties connected with the assignment of
lockers. The chairman of the sophomore boys is responsible
for the supervision of automobiles used by the pupils. The
chairman of the freshman boys also -serves as registrar for
the school. The other chairmen likewise have special duties
that involve the entire student body in addition to super-
vising the work of the advisers in their own class groups.

(3) The advisers.There are 61 advisers-in the organiza-
tion at present-9 for the freshman boys and 9 for the fresh-
man girls, 8 for the sophomore boys and 8 for the sophomore
girls, 8 for the junior boys and 7 for the girls, and 6 for the
senio'r boys and 6 for the girls. Each of these advisers has
about 35 pupils in his pimp, and usually is in charge of the
same group for the entire period that the pupils remaiii in
school.

The room advisers are responsible for administrative
duties as well as duties directly related to the adviser-
personnel program of the school. Matters of discipline are

1P
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reported to the advisers by the classroom teachers. Fre-
quently, however, these matters are reported directly to the
adviser chairmen or to the deans, in which cases the room
advisers are notified of the problems by the other officers.
The advisers have no disciplinary powers or duties. In case
the advisers become involved in problems of discipline, they
act as counselors for the pupils in trouble. Because of this
arrangement the room adviser is nearly always the officer
in the adviser-personnel program to whom the pupils first
turn when in need of counsel. The room advisers, conse-
quently, are a selected group of teachers who have proved
their interest in high-school pupils and their effectiveness
in dealing with all types of problems that affect them.

The room advisers are responsible for a number of other
administrative duties, such as (a) the inspection of the
lockers of the pupils in their groups, (b) attendance repo*,
(c) details of registration, and (d) the reading of the official
daily school bulletin of announcements.

The duties of the room advisers that are directly con-
cerned with personnel problems are (a) group guidance during
the adviser period, (b) interviews with pupils in need of
individual guidance and counsel, and (c) viaiting each year
the homes of all new pupils in the group.

(4) The director of re8earch.The director of research per-7-
forms a variety of functions, some more closely connected
with the adviser-persorinel program than others. He is
responsible . for carrying out the testing .program for the
entire school. This program includes the giving of group
intelligence and achievement tests to the pupils in the high
school, the testing of the eighth-grade pupils before they
enter high school, and the testing of individual pupils in

'need of diagnostic study. The director of research i also
in charge of the placement work and maintains contacts
with positions that are available for the graduates of the
high sch-ool. lu view of the fact that about 90 per cent of

the graduates of New Trier Township High School enter
higher institutions, the number of pupils to be placed in
jobs is never large. As in other high schools at the present
time, the activities in regard to vocational placement and
followup are niuch restricted.
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The most important functions carried on by the director
of research in connection with the counseling program is
that of conducting special investigations. Although many
of the studies reported by the director apply directly to the
administrative, instructional, and curriculum problems of
the school, a large number of studies are concerned with
problems and aspects of the personnel program. These
studies relate to the nature and extent of failures, pupil
grouping and placement, the nature and extent of problems
calling for individual conferences, improvement in scholastic
marks as a result of adjustments in personnel problems, etc.

Group guidance.---Group guidance is given to the pupils
primarily during the adviser period, a 30-minute period from
8.30 to 9 o'clock every morning excepting Wednesday and
Thursday, when the period is used for assembly programs,
class meetings, and other claAs or school activities. The
adviser periods, are frequently used by theindividualadviser
for group activities. During this period the daily bulletin is
read to the pupils. Routine administrative matters, such
as attendance, excuses, programs, assignment of lockers,
locker inspection, and other similar duties, are taken care
of at this time.

The advisers are expected to use as much of this period as
possible for counsel and advice on general problems that
aiply to all the pupils in the group. Conferences and inter-
views for individúal pupils are arranged for at times other
than the adviser-room period. In the freshman year the

O

handbook is used for givii4 instruction and information con-
cerning the general rules and regulations of the school, tardi-
ness, excuses, absences, library, lunch period, etc. In the
classes above the freshman class the period is used km a re-
view of the general rules and regulations .oLthe school and
for a consideration of other school and class problems.

Feature8 of the program.--Besides the very complete
records maintained for each individual pupil, other features
of the adviser-personnel program at New Trier are (a) the
guidance and counsel given in respect to the selection of a
college and preparition for it and (b)Ahe integration of
ihstructional, administrative, and disciplinary functions with
the advisétiopersonnel organization.
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A special feature of the program in this high school is the
provision that is made for a group of eighth-grade pupils of
low ability. These pupils, numbering about 20, are under
the direction of a specially trained and specially interested
adviser. The adviser room for this group is removed some-
what from the other adviser rooms, so that the early adjust-
ments of these pupils to the new situations found in high
school may progress as rapidly as possible without unpleas-
ant and discouraging contacts with the-other pupils of the
school. Some of the pupils in this group are retarded
because of physical handicaps,And all are poorin English work.
Spécial provisions have been made for the accommodation of
the- physically handicapped pupils, and an entirely separate
class in English, taught by the adviser, has been set up in
an effort to help these pupils to improve in reading, use of
English, study habits, and general conduct. The plan of the
officers in the adviser-personnel program is to place these
pupils in regular adviser groups as soon as possible; that is,
as soon as satisfactory adjustments haVe beet made in social
attitudes, study habits, and scholastic Achievement.

Appraisal.Studies. reported by the 'director of research
show that since the preten't organization for adviser-personnel
work has been in operation the number of cases of discipline
reported to the deans and principal and the number of
failures, especiall3i in the freshiiian class, have been reduced
materially. The special attention given to the problems of
adjusting the inComing pupils to the new situation in the
*high school is claimed to account in a large measure for thé
reduction in failures in the freshman class.

Because such a large percentage of the graduates of this
high school attend college, a large proportion of the problems
and activities of the adviser-perionnel organization are con-
cerned directly with college selection and entrance. The
satisfaction on the part of the graduates in the colleges se-
lected and the success achieved by the graduates in -these
colleges attest to the effectiveness óf the guidance program
and organization.

Two distinct problems, however, were brought out in
interviews with various officers in the organization: (1) The
set-up renders difficult the securing of as many individual
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pupil conferences as the room advisers and adviser chairmen
consider desirable, and (2) the nature of the organization
makes difficult the integration of the adviser rooms into class
and school units. Another u4favorab1e comment on the plan
arises from the fact that the integration of administrative,
instructional, and disciplinary duties with personnel and
guidance functions yields a form of organization not generally
accepteeby authorities 41 the field of guidance.

Cost of guidance service.In computing the cost of the
guidance program in the New Trier Township High School,
only thise portions of the salaries which represent actual
guidance and counseling duties have betin included. On
this basis the salary cost 'of the guidance program in 1931
amounted to $22.22 per pupil. It óan not be assumed, how-
ever, that if the guidance program were entirely omitted
in this high school this cost would be entirely eliminated.
Many of the duties performed by the officers in the guidance
program would need to be performed even withotit a formal
guidance organization. It is estimated that if the entire
program of guidance and counseling wete eliminated in this
school a saving of about $11 per pupil would be effedted.
This latter figure; then, more nearly represents the actual
cost of the guidance. service.
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CHAPTER XII : CASE REPORT ON THE THORNTON
TOWNSHIP HIGH SCHOOL

General organizaiion. The staff organization established
for personnel and guidance work in the Thornton Town-
ship High School, Harvey, Ill., includes (1) die high-school
principal, (2) a director of guidance, (3) four class principals,
(4) a dean of boys; (5) a dean of girls, and (6) the home-room
teachers. Althòugh the lines of authority and responsibility
as set up in the organization plan are not always strictly
adhered to, the director of guidance, tlie dean of boys, and
thp dean of girls are responsible to the principal, the class
principals are supervised by the director of guidande, and the
home-room teachers are under the directicin of the clasa
principals. The organization is not so formal, however, that
any pupil, home-room teacher, classroom teacher, or class
principal may not have contact directly yirith the principal of
the high school. A diagram illustrating the organization in
this school is presented in Figure 19. The solid lines represent
the delegation of authority and the broken lines the contacts
and cooperative relations.

Thdil8 of offizers.The director of guidance serves as .the
class principal for the freshman class. He is not responsible
for teaching or home-room duties, but distributes his time to
coordinating the various aspects of the cminseling program for
the entire school, directing the work of the other class princi-
pals, conducting research studies in instruction and personnel
work, and performink -.the duties of class principal for the
freshman.* class. The class principals are responsible for
directing the work of the home-room teachers and interview-
ing the pupils in their classes. They are relieved of home-
room duties and one period a day 'of regular classroom teach-
ing. The dean of boys and dean of girls have no home-roöm
duties to perform, but have part-time teaching schedules.
Their administrative duties are interviewing pupils in need of
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PROGRAMS OF GUIDANCE

social and moral guidance and directing the work of the tw9
all-school organizations, the boys' club and the girls' club.

The director of guidance as class principal is in charge of the
pupils in the freshman class for one year. In the second year
tbese pupils are placed under the sponsorship of a class
principal who remains with the group until graduation.
Greater effectiveness is claimed for the work of the principals

Dean of
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I

1 I Freshman
ClassIr Principal

Ii Freshman
Rome-room

i I i Teachers
1

I

1

1 toI I

I
1 11.

I ; IIii

I I I
I 1
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Director of
Guidance

Sophomore
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alb
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All Classroom Teachers "
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School
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School"
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School
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Placement
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IhNowatmosoftweraNDa

novas 19.Organisation pi the guidance program in Thornton Township High School,
Harvey,

if they are permitted to remain in charge of the same group
of pupils for three yearsond the necessity of making new
adjustments betwf;en pupils and class prinpipals each year is
avoided through this _arrangement. The problems of the
incoming pupils, however, are unique, and it is felt in this
organization that one person who is acquainted with the
probkims of adjutitment peculiar to the first year in high
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school should perfarm the duties of guiding arid counseling
the freshman class/ each year. Furthermore, the contacts
that are to be made by the principal of the freshman class
with the eighth-grade pupils before they enter the high school
can best be made by the same representative of the school
each year rather than by four different representatives.

Preadmisgion g s s .Three visits are made to the eles
mentary schools 9 e pupils are nearing the completion of
the work of the eighth grade. The first visit is made by the
principal of the high school, who talks to the pupils on the
values 6f a high-school education and oir the various curricu-
hums offered in the high school. This visit is primarily to
acquaint the prospective pupils with the principal of the
school and with the general plan of organization of the high
school. The second visit is made by the director of guidance.
At this time a number of tests are given for the purpose of
securing information concerning the aptitude and achieve-
ment of the pupils. The results of these tests are used in
grouping pupils in the courses in English mil mathematics in
the freshman year. The results of the tests are also used for
diagnosing the difficulties of individuals in need of adjustment,
as well as for general guidance and counseling. The third
visit to the elementary pupils is made by the director of guid-
ance serving in his capacity as freshman-class pincipal. At
this time the programs aze made out for those pupils who are
definitely planning to enter the high school.

A week before school opens in the fall the new pupils visit
the school and learn the location of the various buildings,
offices, rooms, laboratories, and lockers.

The home-room piriod.Guidance is given to groiíps of
pupils in Thornton Township High School in three .ways,
namely, through the home-room period, the vocational-civics
course, and the boys' and girls' clubs. During the home-room
period of 20 minutes held at ihe opening of school each day,
direct instruction is given to the pupils concerning the prob-
lems they are likely to meet in their scholastic careers. In
the freshman year instruction is given in the use of the T"
book, the sch6o1 handbook, on the followingpoints: (a) Qen-
eral rules and regulations of the school; (b) general conduct in
corridors, cafeteria, assembly, library, and classrooms; (c)
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PROGRAMS OF GUIDANCE

care of school property, and attitude toward teachers, prin-
cipals, and assembly programs, (d) the marking system and
the meaning of the various marks;- (e) absence and tardiness ;
(f) curriculums; (g) honors and honor rolls, (h) study habits
and (i) character development. Above the freshman year
the 20-minute home-room period is devoted to a review of
the "T " book and, in addition, to instruction in self-analysis,
vocational information, manners, and right conduct in the
school. A group of small handbooks prepared by the principal
is used for this instruction'

Vocational civics cour8e.All pupils in the first year are
required to take a course in vocational civics in which instruc-
tion is given concerning occupations and #the problems con-
nected with a wise choice of a life vocation.

Boys' and girls' cla8.All pupils in the school automati-
cally become members of these two organizations through
membership in the school. Direct instruction is given by the
sponsors of the clubs, the dean of boys or the dean of girls,
through a defiuite program of ¡nformal talks, demonstrations,
and discussions. These clubs exert a strong influence on the
student body in shaping opinions and attitudes toward the
social and moral problems that usually arise in high schools.

Individual counseling.Pupils in need of individual coud-
seling are identified 41. three Ways:

(1) Classroom or home-room teachers who know that
pupils are failing in courses or are experienecing other forms of
difficulty may suggest to the pupils that they visit their class
principals. These teachers also may inform the class prin-
cipals of the pupils' difficulties, the class principals then
calling the pupils for individual conferences.

(2) Pupils may voluntarily come. to the class principals
for conferences in regard to any problem that may confront
them.

(3) Class principals, through an examination of records
and reports filed in the central office, may learn' of the n
on the part of pupils for conferences. These pupils may then
be summon& by the class principals for interviews.

Altikough the largest 4umber of individual interviews
come as a result of the class priiiitipals' requesting pupils to
come to their office, many pupili seek interviews of their
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NATIONAL SURVEY OF SECONDARY EDUCATION

own accord. The practices of class principals differ widely,
the variations depending on the personality, sympathy, and
friendliness of these officers.

Interviews.Interviews are held with each pupil at least
once a year. At this time the pupil's program for the next
year is made out. The number of interviews varies, depend-
ing both on pupils and the clas; principals. Pupils who
experience difficulty in making adjustments socially or
scholastically Ivay have a number of interviews until adjust-
ments are satisfactorily made; pupils who are dutstanding
and are achieving honors either scholastically or in extra-
curriculum activities may also have a number of contacts
with the principals; but pupils who are neither outstanding
nor problem cases will very likely have few personal inter-
views with their class principals.

Individual conferences are held in an office that has
been set aside for the class principals of the sophomore,
junior, and senior classes. The principal of the freshman
class has a private office. It might be more desira if each
principal had á private office. However, the o is hours
are arranged as much as possible at different periods in the
day, so that in actual practice the work of each principal is
not materially embarrassed by lack of privacy.

The technique employed in the interviews varies,with the
principals, tie* papilsil.and the nature of the problem. In
general, an effort is made to bring the following points to the
attention of both the pupils and the class principals: (a) A
clear understanding of the problem before the pupil, (b)

the relation of the problem to the life and scholastic career
of the pupil, (c) the relation of the problem of the individual
pupil to the general school society, (d) the instruction and
information that the pupil may have received in the home-
room period or the boys' or girls' club concerning the type
of problem, and (e) the proper or desirable procedure to be
followed in effective adjustment.

Records.--Extensive and detailed records for guidance and
counseling are not maintained at Thornton Township High
School. Effective contacts are had between class prin-
cipals and pupils with the records that are kept, however.
The feeling has been- expressed by class principals, the
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PROGRAMS OF GUIDANCE

director of guidance, and the principal of the high school thatthe contact with the pupil in need of counseling and the re-sults of that contact as expressed in the conduct and attitude
of the pupil are more important factors in a guidance program
than extensive and detailed reports and records. Many
Personal letters are sent to the parents of pupils concerning
any problems that arise. Copies of these letVs are keptin the office of the class principals and servea the main
source of records and reports of the personnel work. Com-plete scholastic records are also maintained in this office, as
well as a small card for each pupil on which various items of
information are recorded from time to time.

Vocational guidancg and placement.Guidance in vocation-
al choices is given argely through the freshman course on
vocational civics and in the home rooms. The class prin-
cipals, however, supplement this instruction with iNlividual
conferences whenever necessary. The director of guidance
serves as chairman of a committee on vocational placement,
but during the last few years little has been done in this work
owing to the small demand for high-school graduates in
vocations.

Appraisal of the guidanee program.Numerous studies
have been made by the director of guidance in regard to the
effectiveness of the program. These studies have indicateda greatly reduced number of pupil failures and withdrawtils
and an increased number of satisfactory adjustments on the
part of pupils. The program ha,s proved effective especiallyin eliminating unnecessary delay in putting into operation
the regular schedule of classes ön the opening day of school.
Because of the work done with the eighthlgra* pupils inthe elementary schools and with the freshmen, sophomores,
and jdniors in the high school in the months just precedingthe summer vacation, registration for classes for the follow-
ing year is completed before the opening of school in the fall.
Only the first two periods of the first day of school are takenup with routine administrative matters on opening day, and
regular classes are under way at the third period of that day.

The effectiveness of the guidance program, furthermore,
is evident through the %weep} of ths.direct methods of in-
struction given both in the tOgninute home-room periods
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and in the boys' and girls' clubs. The results of this train-
ing are evident in the conduct and attitudes of the pupils
in all parts of the school. The program of guidance and
counseling has influenced the school morale in a decided
manner. This improvement has been noted by visitors,
teachers, and pupils, and was illustrated in a definiteltianner
to the writer of this report through interviews with several
of the high-school pupils.

Cost of guidance 8errice.:From data reported by the
superintendent of the Thornton Township High School
it was found that an average of $2.68 per pupil is being ex-
pended in this school for the guidance services provided
for the 1,700 pupils enrolled. In computing this cost, only
the portions of the salaries of the dean of boys, dean of girls,
class principals, and the director of guidance which' repre-
sent duties performed in connection with the guidance pro-
gram are incluaed. These officers perform other duties
in the school which are not directly connected with the
organized guidance service but which would have to be
performed even if no guidance program were provided. The
cost figure, then, applies only to the duties and functions
performed by these officers in carrying out the organized
guidance service.
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CHAPTER XIII : CASE REPORT ON THE LA SALLE-PERU
TOWNSHIP HIGH SCHOOL

Organization and purpo8e.The Bureau of EducatigOal
Counsel of the La Salle-Peru Township High School Vas
established in September., 1923. The organization was made
possible as a result of a mental health survey of the district
composed of the three cities, La Salle, Peru, and Oglesby,
by the Institute of Juvenile Research of Chicago in the spring
of 1923, and a generous annual grant to the board of educa-
tion of the township high school by a public-spirited citizen
of La Salle for the support of the bureau.

The purposes of the bureau, as stated by the late superin-
tendent of the school, are:
to study intensively the individual needs of h h-school pupils; to
estimate their native abilities and disabilities; to s :cover their occupa-
tional bents and aspirations; to plan their schl ourses; to indicate
the careers and vocations they may reasonably fo w; and to removethe main obstacles to these ends by a sympatheti :tudy of their
behavior type, personality, environment, history, emotional
mechanisms.'

The services Of the bureau were extended in 1925 to pieunior co2 rhich had been established in connection
with the high scUool in 1924, the request coming from the
students who ap :ciated the benefits derived from contacts
with the personnel of the bureau while they were pupils in
the high school.

The relitign of the bureau to the school and the methods
of its functioning are shown in Figure 20. All pupils are
reached directly by the bureau through personal interviews, -
general talks, and psychological tests. Certain individuals

I McCormack, T. J. The Bureau of Educational Counsel, p. 1. Report for 1923-1926,
La Salle,

I For a dismission of the guidance section in the Junior college see article by Lila McNutt:
Psychiatric Social Work in the La 8alle-Pern-OgIteby Junior College. Mental Hygiene,
13: 771-277, April, 1929.
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NATIOISAL SURVEY OF SECONDARY EDUCATION

may receive follow-up service on request of principal, teachers,
or parents.

Composition oj the pupil per8onnel.The school has an
enrollment of approximately 1,500 pupils, 1,250 in grades 9
to 12 and 250 in the junior college. The pupils come from
underlying elementary-school districts and parochial schools,
since the high school and junior college is of the independent
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.!..rt, -.township organization. A disadvantage of this type of
organization is lack of articulation between the lower schools
and the secondary school. Pupils are received from 9
parochial schools, 5 city elementary schools, and 20 rural
schools. The freshman class numbers about 450.. -Of this
number, 350 enter in the fall and 100 at the middle of
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PROGRAMS OF GUIDANCE

school year. The boys usually outnumber the girls in the
freshman class.

The community is industrial and agricultural, and the
majority of the pupils come from wage-earning groups. A
large percentage pf the parents in the wage-earning groups
are foreign born.

Personnel of the bureaui---The personnel of the bureau
consists of a director and two assistants, all of whom are
trained psychiatric social workers, and one clerk, who acts
as secretary. The director -find tho two assistants are desig-
nated as counselors, and their chief service to the pupils
is counseling.

Two counselors and the secretary are employed for the
calendar year. They spend the summer months on social
case work, on the organization of the record materials, and in
carrying on research. The director and two assistants have
the rank of teachers on the faculty of the school. The
director is considered one of the administrative officers of
the school.

Information, collected by the bureau.When a pupil is
admitted to the school, the secretary of the bureau prepares
a record (face sheet) for the individual, consisting of date
and place of birth; sex, grade; course; schools previously
attended, with grades and marks in each; grades repeated
6r skipped; and particiPation in school activities. The
names of the parents and their nationality, religion, occu-
pation, and tilt, language spoken in the home are recorded,
and names of other children, with ages, schools attended,
and occupations, if employefl, are also included. A psycho-
logical test is subsequently given: by a psychologist from the
Institute for Juvenile Research, Chicago, Ill., and record is
made of mental age, intelligence quotient, and test score.
Achievement testa in arithmetic, reading, language usage,
and literature are also given and record made of the grade
placement, grade age, and test score.

A cumulative folder is kept for each pupil in which are
filed the interview material; that is, a summary of his school
history, health history, hygiene interest scope and plans for
the future, the personality ratings made by the ;leachers,
report of the medical examination of the pupil, achievement
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and psychological rating, vocational record, and correspond-
ence and other memorandums regarding the pupil.

The information secured is correlated and evaluated by
the counselor and is used 'as a basis for further case work if
the findings indicate such need; as, for instance, whon the
individual seeks advice from the counselor or is referred to
the counselor by principal or teacher.

Group guidance.Group talks on aspects of mental health
are given by the director of the bureau during the school
year. et general talk is given to the freshmen early in the
fall, and two talks on mental hygiene to freshmen and
sophomores each year. The approach is made through the
subjects of personality and behavior. Occasionally an entire
class period may be devoted to the discussion of some trait,
such as "excuse-forming" or "day-dreaming." Talks to
seniors are given once a year. Occasional talks on mental
health are given by the visiting psychiatrist to groups of
pupils. Talks on vocations by representatives of business
or professions are considered usually of little value and are
not encouraged.

Individual guidance .Guidanee by psychiatric social
workers is largely an individual matter. Each pupil is
regarded as an individual case to be studied and treated
with respect to his behavior in life. Through conferences
with individuals the counselors seek to aid the pupils in
self-discovery and adjustment. The materials previously
described form the basis for the approach.

Various aspects of guidance are considered with the pupils,
such as educational, vocational, social, ethical, and health.
While some aspect of guidance may be more prominent in
a given case than the others, the tendency of the counselor

to regard all aspects as closely related and directed to the
same end, namely, the development of human personality.

The school accompliáhment of the pupils is studied in
relation to capacity, and counsel is given regarding the
choice of courses and subjects. Failing pupils are inter-
viewed, and an attempt is made to diagnose the causes and
to advise both pupils and teachers regarding corrective and
remedial measures. Successful pupils are also studied and
are encouraged tollevelop their special abilities,
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PROGRAMS OF GUIDANCE.

Direct vocational guidance is offered only in the case of
pupils leaving school by withdrawal or graduation. The
view of the psychiatric social worker is that determining the
vocational choice of a pupil is not the responsibility of the
school. The counselor, therefore, seeks to develop an insight
into abilities and temperament in relation to vocations,
leaving the choice of occupation to the pupil.

°-

Through the personal interview with the pupil the coun-
selor aids the pupil in making adjustments to his social
environment, in overcoming physical and health handicaps,
and in giving guidance with respect to personality traits and
emotional habits.

The more common phases of personal guidance 8 attempted
by the counselors are:

(1) Developing the self-conscious, inadequate personality whose
feelings of inferiority may or may not have a real basis.

(2) Reducing egocentric tendencies in the student whose self-estimate
is too high.

(3) Stimulating to greater action the day dreamer, who is rich,,in
vision but poor in genuine achievement.

(4) Broadening the childish immature personality from unreasonable
excuse-forming tendencies.

(5) Widening the interest scope of the narrow individual unrespon-
sive to stimuli and inflexible in reaction.

(6) Substituting adequate compensations for unsatisfactorf defense
mechanisms.

(7) In general, attacking the unhealthy personality traits and unde-
sirable emotional habits that they may be replaced by more favorable
ones.

Psychiatric clinic& Monthly clinics of two or three days'
duration are held by the Institute for Juvenile Research;
Chicago, for pupa; in need of mental health service. The
clinical staff consists of a psychologist and a psychiatrist.
Appointments are made for the pupils in advance, and gener-
ally seven or eight are examined. The superior pupil whose
achievement in school is not commensurate with his capacity
is the type favored for clinical study. However, the clinics
are not limited to this type. Any pupil who may profit by
contact with the psychiatrist, either for corrective or for en-
richment purposes, is given the 'opportunity to see him. Be-

Olson, Elms, The Bureau of Educational Counsel, p. 86. Report for 1928-1926, Li
Belle, IL
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cause of limitations of time it is a selective matter depending
largely on the judgment of the counselor.

Services of Hygienic Instiiute.The Hygienic Institute of
La Salle, serving La Salle, Peru, and Oglesby, is .a chartered
institugion endowed by a public-spirited and philanthropic
citizeh of La Salle for the purpose of protecting the health of
the people of these communities and for carrying on scientific
research, particularly in the field of preventive medicine.
The institute is housed in property of the board of education
on the school grounds.

Physical examination of all new pupils entering the high
school is made at the beginning of each school year by a health
officer of the institute and recommendations are made for
their health guidance. When medical service is required the
pupil is refenbed to his family physician for treatment. Medi-
cal follow-up is done subsequently to the interview with the
counselor, so that other information gathered may be uti-0 lized, if desired, in the treatment. Pupils with health prob-
lems are given precedence to' this end in scheduling inter-
views. If a pupil proves to have only a health problem with
no E_tocial complication. he may be referred to a nurse of the
Hygienic Institute for follow-up. If special arrangements
must, be made, the counselor carries the medical problen)
also to prevent duplication of visits in the home or doctor's
office. The Hygienic Institute serves the Bureau of Educa-
tional Counsel in an advisory capacity in health cases. It
may render first-aid treatment in special cases of injury at
the school.

The close affiliation of the Hygienic Institute with the
Bureau of Educational Counsel makes possible the utiliza-
tion by the bureau of the physical records and medical serv-

. ices of the institute in the guidance of pupils. The medical
records are kept in the files in the bureau office. (4

Tri-Oi2ie8 Family Welfare Society.The Bureau of Educa-
tional Counsel can secure the cooperation of the Tri-Cities
Family Welfare Society in special cases. This society car-
ries on family welfare service in the communities, stressing
family case work and relief. The counselor ppresents the
pupil when plans involving a family's welfare are being °con-
sidered bl the welfare society. The Bureau of Educational
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PROGRAMS OF GUIDANCE

Counsel is thus able to deal effectively with environmental
influences which affect the personality of the pupil and his
progress in school.

High-whoa and community social center.A school and
community recreational and social center is.maintained in a
building adjacent to the high school with a staff of trained
workers who are members of the high-schdol faculty. The
activities of the social center are social ind athletic, consist-
ing of dances, parties, clubs, and competitive games and
sports. The counselor is able to render both social and
physical guidance to individual pupils through her relation
to the social-center staff.

Placement service.--Cooperative relations are maintained
between the counselors and the personnel departments of the
industries which employ the graduates of the high sChool.
Aptitude tests are administered by the counselors to pupils
who indicate a desire to seek employment in locatl industries,
and the results are reported to the personnel officers of the
industries. Visits between officers to discuss problems of
placement are frequent. Part-time placements are made for
pupils who need to earn while attending school.

Unique features of the plan,The work of the Bureau of
Educational Counsel is similar in many respects to the activ-
ities of guidance organizations in other schools. It differs
from other plans chiefly in the following respects:

(1) The approach of the counselor is through the principles
of mental hygiene. The technique employed is that of the
psychiatric social worker. Each pupil is studied as a case,
the emphasis being placed on behavior, the development of
personality, and the adjustment of emotional conflicts. com-
mon to adolescent life.

(2) Pupils desiring or requirifig expert attvice are provided
for in monthly psychiatric clinics conducted by staff members
of the Institute for Juvenile Research.

(3) An unusual organization for institutional cooperation
has been effected in the communities comprising cond-
ary-school district which makes possible types of guidance
7requeat4y rendered impossible by counselors in other schools.

A.
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4

(4) Although the program definitely provides guidance
services for all pupils, the emphasis is placed on the fullest
development of the superior pupil.

(5) The program places the responsibility for taking the
initiative in guidance on the, counselor, although initiative
by pupils, parents, and teachers is encouraged. Initiative
in guidance by the counselor may be taken in two ways: (a)
The Bureau of Educational Counsel takes initiative for its
program in the. sChool setting, that is, 'planning the psycho-
logical tests, achievement tests, the more particularized med-

. ical examination, than is usually made for physical-culture
purposes, procuring the face-sheet information, and sending
out personality blanks for the ratings (opinions) of teachers,
all aiming at the consideration of the` speCific or individual
pupil, though done in mass attack. All entering pupils are
routinely scheduled for interview by the counselor. (b) If
this correlated information shows discrepancies in wholesome
living conditions or healthy personality development as judged
by the counselor trained in this work, she takes the initiative
in evaluating its effect on the pupil in making adjustments
which will tend to correct the condition. It is this initiative
which the pupil, parent, teacher, or family physician may
take in bringing to the attention of the counselor the specific
need of a given pupil.

(6) The service extends from the ninth grade ihrough the
junior college. In the latter institution the service was
initiated at the request of the students.

Co8t of the 8ervice.The cost of the guidance service is
approximately $8,500 per year, or a per pupil cost of $5.66.
Of this amount, $7,000 is provided annually as a gift by
a public-spirited citizen, leaving $1,500, or about *1 per
pupil, as the actual annual cost to the school.
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CHAPTER XIV : AN OVERVIEW OF GUIDANCE PROGRAMS

The four types of prograrn8 .The foregoing case reports
disclose four general types of guidance programs: (1) Cen-
tralized bureaus of guidance for secondary schools in city
systems, represented by Bolton, Chicago, and Cincinnati,
(2) city school systems with a central guidance organization
but with the individual secondary school considered the unit
in the program, represented by Providence and Milwaukee;
(3) centralized bureaus or departments in individual second-
ary schools, represented by the Milwaukee Vocational School
and the Township High School and Junior College, La Salle,
Ill.; (4) central guidance organizations in individual second-
ary tchools which utilize regular officers and teachers as
guidance functionaries, represented by the Joliet Township.
High School and Junior the Thornton Township
High School, and the New Trier Towiaship High School.
Virtually the same guidanpe activities are undertaken under
the different programs. The chief variations consist "fix..the
methods employed in the several school systems and indi-
vidual schools and some difference in emphasis on certain
phases of ,guidance activity, such aw vocational guidance,
educational guidance, or psychiairiô social guidance;

1. The central guidance bureau in city- -18c1wo1 system.
Principles formulated by the National Vòcational Guidanci
Association in 1921, and revised -in 1924, 1930, and 1931,
urge the development of a special bureau or séparate depart-
ments responsible directly -to the superintendent of schools
for carrying on vcicational guidance service. While recog-
nizing the fact 'that local conditions render impossible the
prescription of the exact form bf the bureau or department,
the activities to be performed are specified and the recom-
mendation mado that the aptivities be ,performed only by
persons possessing the nenssary personal qualifications,
exp9rience, and training. Obviously, the plaiá was inteaded

I Bee Bodo Units for an Introductory Conroe in Vocational Guidance, bp. 181-194. 3tto.
Graw-Hill Book Co. (Ino.), 1031.
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NATIONAL SURVEY OF SECONDARY EDUCATION

for use in school systems and individual schools of consider-
able size.

The organization.of a guidance lwreau makes possible the
carrying on of certain guidance activities, such as occupa-
tional research, kllow-uf) studies, and vocational guidance
in connection witfi p1aceme4t, in a central office apart from
the adminiátrative work of the schools. A staff of trained
workers can be maifitained who not only perform the office
duties incident to guidance but who also Visit schools on call
and engage in group instruction, group -counseling, and indi-
vidual counseling. . They may ills° Five advice to teachers,
parents,' and administiative officers regarding guidance of
an unspeatilized sort that can be carried on in the schools or'
homes by persoro not specifically trined for guidance w?ork.

the director of the guidance bureau is usually responsible
to ari 'Assistant superintendent' or to the superintendent.
The director is expected to formulate the guidance policy of
the school- system subject tò tht; approval of his superior
officers; to' organize the bureau or department as a clearing
hous& for problems of kuidance, placement, and follo :tatup;
and to provide assistants who can render expert counse
service to schools desfring.such aid.

Tile activities which can be "e: 'ed on in the schools by the
guidance assistan0 are: Grou ifiterriewing of pupils in
entering classes, individual interviewing of members. of the
grading class, individual inteiviewing ot pupils as needs
arise, instruatin$ classes in occupations, [-misting graduates
or pupils reqüired to leave school- to secure employment,
keeping recoids of pupils.interviewed, visiting employers io

. .

enlist their- ifiterests and to secure knowledge of the condi-
tions under which emplo.yed pupils mirk, conducting com-

.

munity surveys, to aacertain'environnièntal conditions and
.op.portunities for employment, and citrrying on follow-up
studies of withdrawals and graduate's:** * .

The guidance bureid is not eipected to provide all- the
? guidance servce in the individual schools of the syitem.

The principal of each individual school, through his teachers
and administrative assistana, is expected to aid pupils in
the' clioice of courses or subjicts, in the selection of extra-
curriculum activities, in the development of intellectual

...
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PROGRAMS OF GUIDANCE

interests, in social adjustments, in overcoming difficulties
in classroom work, and the like. The guidance bureau pro-
vides the specialized service and aids the principal in the
organization of the school's guiaance program and in the
integration of its various guidance activities.

In large cities the staff of the guidance bureau is usually
inadequate to provide all the *guidance service needed in all
the schools.' Some schools of a systennwill be satisfied with,
nominal servic,es, while others will desire all the service possi-
ble for the bureau to render? As a result, the guidance pro-

. grams in the individual schools of a school system often vary
greatly in both scope and effectiveness. This condition is
largely chargeable to the administrators' of the intidual
schools rather than to the Central bureau.

Ti:ie development of the central bureau of guidance in
school systems .and in large school% makes possible occupa-
tional research and the utilizatiori 'oi the findings in voca-
tional guidance arid placement to an extent scarcely possible
under the other typés of programs. However, the guidance
activities that belong in the individual sdbools are likely
to be neglected unless complementary guidance programs are
developed by the principals of the schools or are projected
by the-kuidance-buretw for individual schools. The weakness
of the guidance programs under the control of central bureaus
is not inherent, but rather the result orthe objectives of the
bureaus.

2. The central guidance organization in a city system with
the indivictual secondary whoa the uni I. This type of guid-
ance organization places the responsibility for the guidance
program on the head of the individual secondary school.
A central organization is established to render censultant
8ervie6 to the principals and specialized services to the local
guidance functionaries. The plan eliminates the-necessity of
spific appropriations in the budget solely for guidance

-purposes. Guidance is integrated with education' and is
supported. as a viial part of the work of the hidividual school.
The activitips of guidanc6 should be differentiated Kid defi-
nitely assigned to. officers of administration and teachers
properly qualified to. cirry on the Ktivities assigned.

I For example, in 191131 Chicag6 had a staff of 31; Boston; 18; and Cincinnati, &
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NATIONAL SURVEY OF SECONDARY EDUCATION

The administrative officers, consisting of principal, vice
principal, deans, director of extracurriculuni activities, and
department heads, accept executive responsibility for pro-
viding the program of studies, materials of instruction, the
record system; Admission of pupils to school; classification
of pupils, prepitration of the school schedule, 'arrangement
of the program of pupil activities, and siministration of
cases of discipline. They interview parents, administer
attendance; record and evaluate credits; and organize, direct,
and supervise the functioning of the different members of
the school staff. Many of the activities of the administra-
tive officers affect guiQ Pv Lice only indirectly; yet unless the
relation of administrative activities to guidance is clearly
conceived the guidance activities of other workers may be
hampered or completely inhibited.

The director of guidance'in any individual school, in case
there is such an official, projécts the guidance program sub-
ject to the approval of the head of ...the school. He outlines
the guidance activities to be performed by the counselors,
home-room advisers, and teachers and provides the training
needed to carry on the guidance program. He interprets
the guidance program to the school and community, carries
on research basic to guidance, and performs guidance ac-
tivities which require types of 51d11 not possessed by the other
members of the staff.

The counselors teach the courses in occupations, aid the
VIP pupils in the selection of dourses, give group guidance to fill

the pupils, and counsel with individual pupils in need of
adjusement. They may also serve part time as regular
teachers.

The home-room advisers may accept responsibility for the
orientation of their pupils, the maintenance of pupil morale,
and the development of a, wholesome attitude toward the
school as a civic enterprise. The advisers -keep the records
of the pupils, give advice with respect to extracurriculum and
other social activities, find act as interme4fiaries for the

. ptipils, with administrative and guidance officers and parents.
The teacher must be encouraged to play a large part in the

guidance program of the individual' school. His interest in
the welfare of the pupil is indispensable, if guidance is t. beat
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PROGRAMS OF GUIDANCE

fruit.- 'He should sense the symptvms of maladjustment in a
pupil in the incipient stages, bring the guidance organization
to bear on the case, contribute to the diagnosis of the causes
of maladjustment, and assist in the application of the cor-
rective or remedial measures advised. Furthermore, the
teacher may give specific guidance to pupils in the pursuit of
intellectual interests, in the development of proper habits of
study, and in the development of the proper conception of the
Processes of education and the opportunities for education

.

provided through the school.
The foregoing analysis of the activities of the guidance

functionaries offers promise of a balanced program of coun-
seling and guidance for the individual secondary schools of
a city system. The neglect of any oPthe important phases of
guidance, either through failure to give them proper em-
pha:sis or through failure to assign them to the proper guid-
ance officers for performance, may contribute to maladjust-
ment and failure of

The central' organization is responsible for encouraging the
development of \complete programs of guidance in the indi-
vidual secondarSr schools. The chief official of the central
organization may ,be an executive officer, as in the case of
Providence, R. I., or a consulting officer, as in the cape of
Milwaukee, Wis. Ifi either case he is likely to function in the
individual school as' an adviser to the principal and an in-
structor for the othOi administrative officers and teachers.
Through supervision he seeks to develop a guidance program
in all of the individgal schools in accordance with the guid-
ance policy of the cattral organization..

Guidance service on a State basis of the type under con-
sideration was proposed at the meeting of the National
Vocational Guidance Association, February 21, 1980. A
committt* on State guidance programs and activities was
appointed, which, in conjunction with a National Advii`ory
Committee, submitted a preliminary report at the me-eting
of the association in 1931 offeritng suggestions for the organ-
ization of State guidance práKrams. Thirty-nine States,
according to the report'of the \comrhittee, have appointed
representatives to cooperate wi0 the National Vocational
Guidance Association and the Nftional Advisiary Committee.

128464°-43-10 [ 139
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NATIONAL SURVEY OF SECONDARY EDUCATION

Nine of tivse States have launched guidance programs. The
committee believes that the appointment of a full-time,
trained guidance director, supervisor, specialist, or counselor
for a school, district, county, or State is greatly to be desired, o

although not esgential at the start. It is often possible to
find some one in the State department who is willing to accept
the responsibility for the promotion of guidance work on a
part-time basis. The county program is regarded by the
committee as one of the most effective devices for develop-
ing a state-wide guidance service. The county superintend-
ent of schools is able through his office to reach all principals
of a county, whether the schools are under his supervision
or not. The county guidance officer is thus able to reach the
smaller secondary schools and can give direction and en-
couragement in the development of guidance programs for

the local schools. The State guidance service may be placed
under a guidance director or some other member of the
State department whá can cooperábe with the county officer

in holding conferences and- in distributing guidance material
prepared by the State department. The material may be in
the form of a syllabus. oi textbook. The important function
of a State guidance service is the developmeut of guidance
programs in the small secondary schools.

The plan wider consideration seeks to develop a complete,
functioning, sugervised program, rather than a divided
program with certain guidance activities carried on by special-
ists in the central bureau and other activities carried on by
specialiáts in the individual schools. In contrast with the
central bureau type, this plan looks ioviard devloging guid-
ance service in every school, not only in those where the
leadership seeks the guidance service of the central bureau
and for which a limited service is available.

3. Centralized guidance organization in individual 'schools. .

In secondary schools in which the principal is the thief
executive officer, with full power or much autonomy to
organize and administer his school, a guidance organization
may be effected very similar in character to that of the central
bureau typeein city systems. The guidance organization can

be made a structural part of the ophool organization and func-
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PROGRAMS OF GUIDANCE

tional responsibility delegated to the director for organizing
and carrying on the guidance activities specified in the school
program. The director and his staff may undertake to carry
on all guidance activities or he may organize his department
to carry on certain activities and delegate to administrative
officers and teachers certain other activities retaining super-
visory oversight. In either case the possibility of coordinat-
ing the guidance activities of the individual school is greater
than under the central bureau type of organization for a city
system.

The programs of the two schools' for which case reports
have been presented vary markealy in character, although the
type of organization is much the same. Guidance is a de-
partment in the administrative organization of each school,
and the directors are executive officers of theri departments
with executive authority in carrying on the guidance functions
of tilt) school. They mar summon individual pupils for
conference, administer tests to classes or groups, givo advice
to pupils regarding the choice of college or occupation, make
contacts with business organizations land inaustry with
respect to placements, carry on research investigations
designed to facilitate guidance, and coope.rate with welfare
organizations in the interests of the pupil personnel of the
school.

The central organization in the individual school has a
distinct advantage- over its prototype, the central bureau of
the city systems, in that ita activities are concentrated instead
of dissipated among a number of schools. In operation it
more closely resembles the guidance organizations in city
systems which emphasize the individual schools as units; it
differs from them by maintaining a staff of guidance officers
instead of utilizing regular administratiye officers and
teachers.

4. Cientrai guidance organizations in individual' schodi
utilizing regtgars gijicets anti teachers as functionaries.---In
schools 4 classified under this type of guidance 'organization
the prinCipal or a trained counselor/serves as director of the

s Milwaukee Vocational School and Township High School and Junior College, Le Balls, m.
¡Jolla Township High School and Junior College, Thornton Township High z . -and

New 'Trier Township High School.
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NATIONAL SURVEY OF SECONDARY EDUCATION -
guidance program. Administrative officers and teachers are
taized as functionaries in carrying on guidance activities.

Large secondary schools with large staffs of officers and
teachers make possible the selection of functionaries with
special aptitude or training for guidance duties and the
differentiation of duties along functional lines. Yhe pre-

.

vailing organization of the guidance work in the large schools
, is the home-room plan supplemented by special adminis-

trative officers, such as the dean of girls, dean of boys, director
of personnel, director of extracurriculum activities, and the
like, or class principals, advisory committees, and special
counselors.

Through fundtionaries of the kinds indicated pupils are
guided in their choice of curriculums, the adjustment of their
schedules, the selection of extracurriculum activities, the
correction of disabilities, the development of special interests
and abilities, the choice of a college or occupation, in
securing placement. Activities of the sort pecifiêi are
closely related. Unless the school organizes and coordinates
the work of the functionaries who perform the activities into
a program the guidance services will likely be haphazard
and unsystematic.

The data available and the cases repórted show great
variation in the guidance programs of the large secondary
schools. In some schools the guidance duties are assumed
chiefly by home-room advisers; in others, by special officers. ,

such as class principals and committees; in others', by
administrative officers.

It is scarcely possible for the small secondary school to
secure either the full-time or the part-dine service 'of a
trained worker in thé field of guidance. Its program of
guidance must therefore be developed by the principal and
carried on either by him or his teachers.'

An example of this type of guidance program is reported
by Proctor 6 for a small rural high school in California.
The principal of this high school has developed a program
.for hiah school which consists of a limber of elements.

'V
See sec. 3 of ch. IX, Pupil Accounting and Guidance, in M 11,1 ph N% (L. of the

National Survey of Secondary Education.
Ibid., pp. 14-16.
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PROGRAMS tF GUIDANCE

(1) The plan includes a visiti4g day for the eighth-grade
graduates who are to enter the high school the following
semester. The graduates spend a day at the high school as
the guests of the teachers and student body. TheY are
shown through the building, are given-information regarding
the program of study and the work of the different depart-
ments, and are entertained at a dinner by the high-school
pupils. (2) The high-school principal visits the elementary
schools and secures an individual record of each pupil who is
to enter the high school the following semester. The record
includes scholastic marks of the pupil, the results of mental
and achievement tests in the elementary-school subjects, and
confidential information regarding the personal history and
qualifications of the pupil. (3) During the month prior to
the opening of school the principal or the freshman-class
adviser visits the hmes of all the Trospective freshmen.
Notice of the visit is sent in advance, and a conference is
arranged with the parents and pupil to discuss the plans of
the pupil for his first year in the high school. (4) A regis-
tration day on Friday or SaturdaLereceding the opening i3
held at the school. The pupils-'come with their parents for
a conference with the principal and class adviser. At this
conference a tentative schedule for each pupil is prepared
and formal registration takes place. (5) Pupils are grouped
in ability sections in English and in mathematics. (6) The
class adviser continues with the freshmen as adviser until
they graduate from the school. *(7) The class 'adviser keeps
a record of the pupils and counsels with themQ4arding
their school progress. -(8) A 6-weeks unit in the civics course
for seniors is given over to vocational information. (9)
The teachers in 'charge of physical educatiön for boys and
girls have the county school nurse give advice on social,
moral, and health problems. (10) The work of thé guidance
program is darefully supervised by the principal and, the
work of the different persons responsible for guidance is
articulated through the principtd

In either large or small schools a guidance program may
bé developed for an individual school as an inkgral part of
the educational program. s The cost of the program may be
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NATIONAL SURVEY OF SE6ONDARY EDUCATION

either greater or less than that of the central guidance
department in individual secondary schools, depending on
the elaborateness of the organization and the utilization of
the administrative or teaching personnel for separate guid-
ance activites. The evidence indicates that the cost of the
guidance program will be less if regular officers and teachers
are utilized as guidance functionaries.
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