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Chapter I
INTRODUCTION

The purpose of this paper is to formulate a guidance
handbook for use by fhe writer on the elementary school
level, To accomplish this purpose the writer has dis-
cussed, in abbreviated form, the history and philosophy
of a guidance program and has called attention to the role
of partlcipants, especially of the administrator and class~-
roor teacher, in such a program,

For use in this paper the term guidance may be breadly
defined as any planned experience or contact with individ-
uals for the purpose of helping them to develop in desir-

able directions,

History and Philogsophy of Gujldance
Although a great deal of attention has been given to

the general aspects of guldance programs, little emphasis
has been directed toward the specific problems of organ-
ization and administration, Guidance programs have often
failed becausge they were not organizationally sound, This
paper is based on the premise that &ll schools of compar-
ative excellence must develop an organized plan of guid-

ance services, The entire staff of the schooel should



participate in developing the guidance progran.

Certain basic assumptions with respect to guldance
programs apply to all schools without regard to the
factors that serve to condition the character of the
techniques and practices employed. These assumptions are:

1. Every pupil in all schools will at some time
need the services of an organized guidange
program,

2. Guldance services must be provided 1n accord-
ance with the gpecific needs of the puplls in
that community.

3. The cooperative efforts of administrators and
staff members are essentlal to the development
of an effectlve guldance program.

4., Developling a guldance program requires the
selectlion of a definlte starting point.

5., The school must discover and draw into the
program all the worth-while guldance activ-
ities already being carried on in the school.

6. The success of the guldance program wlill be
conditioned by the competency of counselors,
the contribution of teachers, the support
of school adminlstrators, and the utilization
of community resources.

7. The practices, procedures, tools, and tech-
niques employed in the guldance program must
be adapted to the tralning and sbllity of
the guldance workers who are to maske use of
them,

8. Every staff member must have a reasonable
understanding and apprecliation of the prac-
tioces, procedures, functlons, and objectives
of the guideance program.



9. The guldance program must be contlnuously
evaluated in terms of preparation and attitude
of staff members, administrative support, the
effectiveness of the guldance services, and
the adequacy of physical and personnel facll-
i1ties.l

The organization and administration of a guldance
program are a challenge to administrators, teachers, and
counselors. Every school system is capable of offering
coordinated, well-planned, and functionel pupil personnel
services. Each school systemn has some interested and
partially tralned personnel who can develop a guldance
program. Few, 1f any, administrators are unaware of the
need for such a program, and no school is totally lacking
Ain these services.?

Most school guidance programs have one aspect in
common. They are concerned with pupils and their problems
and with the realization of the democratic aspirations of
American soclety. Teachers in these schools are concerned
about the behavior characteristics which characterize

youths and adults; they recognize that personality adjJust-

mente are very largely the results of non-academic

1. Erickson, Clifford E. and Smith, Glenn E., QOrganiza-
tion and Administration of Guidance Services, pp.
vii-viil.

2. Ibid., p. xi.



education. They, therefore, encourage the pupils and
colleagues to discover for themselves moving purposes and
projects consonant with democracy, in the progressive
achievement of which they may organize their lives. The
pupil is thus gradually helped to create fundamental goals
which are both socially desirable and personally satisfying.
Guidance, as an integral function of all positive aspects
of school 1life, becomes a major process for accelerating
and directing this educational metamorphosis. The insti-
tutionalized, lesson-learning school has given way to the
creative school where there emerges individual liberty of
free men, self-disciplined by consideration of the rights
of other persons. These rights protect the privilege of
all to pursue happiness according to their own personal
resources and potentialities.

This type of guidance obviously cannot be separated
from the functions of all who come in contact with youths;
however, it is perhaps the classroom teacher who exerts
more influence than any other member of the school person-
nel.l

Guidance is necessitated by the social nature of

man's behavior. No individual is always sufficient unto

1. Cox, Philip W. L. and Duff, John Carr, Guidance by the
Classroom Teacher, pp. vii-viii.



himself, nor can any person, community, or natlon proceed
unmindful of its dependence upon others for a wholesome
and worthwhile existence, Fundamental changes 1n the
soclal and educatlonal structure of the country in the
last fifty years have intensified the need for organized
guidance services in the schools of Amerlca,

Alterations in the character of opportunities for
youth, populatlon shifts, increased standards of living
and reduced employment of youth have all been witnessed
in the last half-century, The followlng are some of the
observed modifications: A larger percentage of children
of school age is in schoolj both the large and small
schools are attempting to enrich their curricula with
functional types of educatlon sulted to our varied school
population; many of the social institutions such as the
church, the home, and industry have shifted their his-
toric responsibilities to the schocls, These changes 1n
school and soclety are taking place and must be recog-
nized,

Our American type of democracy has wldened the
opportunity for youth to make his own cholces; but soclal

changes have confronted him with problems which are far



beyond his sbility to solve unaided and alone.l

Some form of guidance, whether consciously or uncon-
sclously given, is always present whenever the educational
process 1s in operation, Young people as well as adults
have always had to meet certain conditions limposed by
soclety and to exercise personal optlions which involved:
(1) the need for choosing between courses of action; (2)
the inability to choose wisely without some assistance;
and (3) the possibility of adequate help wisely given,2
Moreover, these condltlons are intensified by the varying
needs, interests, abilities, and opportunities of the
individual, as well as by the scope and intensity of the
emergency in which he finds himself,

Guidance as an organized movement is of falrly recent
origin,_however. It was about 1900 that a great wave of
social and philanthrepic effort to serve humanity better
began to sweep over the country, finding expression in
many ways, especlally in the larger cities of the Atlantic
coast,

The vocational guldance movement was one aspect of

elty D,, Turrell, Archie M, and Weitzel,

l, Lefever, W
Henry I:, Principles and Techniques of Guidance, pp.
12-13 -

2, Jones, Arthur J., Principles eof Guidance, p. 365.



these applied theories, Although Boston and New York have
been rather generally credited with leadership, a number
of cities were pioneering along these same 11nes.1 As
early as 1908, the Boston Vocation Bureau was formed
through the efforts of Frank Parson and Meyer Bloomfleld,
Here the term vocational gulidance appears to have been
first used, The movement was recognized by the school
authorities of Boston a year later and resulted in the
aprointment of vocaticnal counselors in every high school
in 1910, |

This movement spread rapldly to other cities and the
National Vocational Guidance Association was founded in
Grand Raplds, Mlichligan 1n 1913, A study of the origins
in many clities reveals the influence of organizations and
activities external to educatlon,

Traxler points out that the present guldance movement
stems malnly from five divergent and highly dissimilar
sources:

(1) Philenthropy, or humanitarlanism, which stresses
benevolent regard for the welfare of mankind

{2) Religion

1. BReed, Anna Y., Guidance and Personnel Services ln
du tO,Pp.1-3.



(3) Mental hygiene, which sees in maladjustment a
need for mental therapy

(4) 8ocial change

(9) Fundamental thesls that the first duty of the
school 1s to know 1lts puplls as individuals.l

Guidance, as an organized actlvity, was first con~
celved as vocational guidance, The purpose was to bring
about & more adequate adjustment of the individual pupil
with his vocational environment, As the funections of
education expanded In response to a changing and in-
creasing complex soclety, need for adequate general
guidance became increasingly greater, Guidance has come
to be concelved as an adjustment process whose meanings
and possibilities have emerged as more and more was
learned about the child and his nature through the con-
tributions of psycholegy, especlally the study of ine
dividual differences, and more about hls environment and
home life through the seclal sclences, with education
being thought of inecreasingly as a chilld development
function,

The functions of gulidance have been broadened ac-

cording to the areas and nature of the services to be

1, Traxler, Arthur B,, Technigues of Guidance, pp. 4-5.



rendered, This is the way the terms educational guidance,
civic gulidance, health guldance, soclial guidance, rec-
reational guidance, personal guldance, and moral gulidance
came into prominent use along with vocatlonal guldance.

Following the recognition of the need for guidance
programs, the more lmportant problem was determining the
role that the school should play in relatlionshlip to 1t,
Brewer considered guldance to be as broad as education
1tse1f.1 As rapldly as his own maturation process allowed,
the individual was to be gulded to assume the responéibil-
ity for his own development, Jones considered guidance &s
that assistance given one in making intelligent choices in
times of crises,?

Varying polnts of view, between these extremes, will
be found which will determine the attitude and services
of the gulde toward his subject, Hutson considers guid-
ance as services which contribute to the developmentel
purpose and consist of (1) the service of distributien,
those activities of life desirable to differentlate the
training of youth, and (2) the service of adjustment for

l, Brewer, John., Educatjon as Guidance, prp. 2-3.
2, Jones, Arthur J., gp. ¢it., p. 28.
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all develcpment, common and integrated, adjusting the
individuel and the varicus elements of his environment
toward greater efficiency.l

Guidance may be concelved as primarily an educational
service having many manifestations, all designed to help
the pupil toward self-development and individual growth,
and at the same time toward attalnment of a desirable and
harmonious adjustment with his environment, It is not
necessarily a service that takes place at a given time,
but rather a pervading characteristic of the essential
teaching and learning processes, performed by individuals
with varying degrees of skill depending upon the nature of
the function to be performed, Gulidance 1s not an end in
itself, but is a means whereby the desired goals are
achieved.

Guldance services are becoming essential parts cof
every carefully directed educational activity. As the
school curriculum expands, the need for careful selection
becomes more important. As soclety becomes more complex,
the need for information about that soclety becomes more

acute, As teachers attempt to individualize instruction,

l. Koos, L, V,, Hughes, J, M, and Hutson, P, W,, Adpin-
istering the Secopdary gchool, p. 177.
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they need more and more information about pupils, And as
we encourage youngsters to become more self-directive,
thelr need for information about themselves becomes more
evident, It is because of these and other similar factors,
school administrators are recognizing the vital role of a
program of guldance services,

An effective guldance program requires the cooperation
and services of the entire school staff, and no amount of
speclalized tralning on the part of a few will compensate
for fallure to enlist the support and assistance of the
entire staff, The degree of success or failure attained
in securing staff participation will depend to a large
degree upon the leadership and support given by the school
administrator to the guidance program, Pupll appreciation |
of the gulidance services will depend in part upon the
enthusiasm with which the school prineipal and hils ad-
ministrative associates regérd the guldance program, as
well as their appraisal of 1ts potentlial value to pupils,

An adequate system of pupil records, library re-~
sources and materials, and the necessary facilities for
private interviews with pupils are among the tangible
properties of physical features of the school that bear
upon the effectiveness of the guldance program, Without

adequate provision of them the guidance service will be
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seriously impaired,

The developmental nature of the guldance program
sometimes requires that it grow from a small beglinning,
and this factor usually permlits guldaence workers to secure
speclalized tralning in accordance with the program,

While 1t is not to be expected that every teacher will be
thoroughly educated as a guldance worker, a great many
schools have developed successful programs through ine

service programs with staffs which had 1ittle or no pre-

vious training in guldance practices and techniques.l

There are a number of significant concepts which
should form the basls for any well-organized program of
guidance in the school, Among them are the following:

1, Guidance 1s not something new, For gener-
atlons, parents and other relatives, the
clergy, and soclal workers, as well as
teachers, have rendered much valuable guid-
ance services to young people., Our modern
guldance movement 1s largely an extension
of many of these servlices, but 1s based
on a greater recognition of their importance
and on a more sclentific and determined
approach to the problem,

2., Guidance 1s thought of as being broader and
more important than just vocational guidance,
It may be thought of as including health,
educational, social, clvie, lelsure, and
recreationai. It 1s also concerned with
personal problems in such areas as mental

1, Erickson, Clifford E, and Smith, Glenn E,, op. git.,
pp. 1-2.
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health, religion, sex, finances, and family
relationships,

The guldance program is as legitimate an
educational activity as the study of reading,
writing, or arithmetic, Any pupil experience
must be considered educationally worth while
to the extent thsat it influences pupil growth
toward desirable educational goals, Ordina-
rily, this is accomplished by stimulating
pupii acquisition of information, ideals,
attitudes, skills, understandings, and in-
terest whlch resuit in behavior desirable

for the individual and for soclety,

Guidance is assistance to young people in study-
ing their own problems; discovering and ex-
ploring potential interests and capacities;
getting information about opportunities for
further education; becoming familiar with the
opportunities, activities, demands, and re-~
wards of various vocations; and developing
desirable personality and soclial qgualities,
Guidance does not consist of making decisions
for young people, nor of encouraging them

to make decisions of their own immediately,

Guidance 1s carried out through many channels;
it is not confined to c¢ounseling alone, Guid-
ance may be provided through the older sub-
Jects in the curriculum; new subjects with
special guidance purposes, such as occupations
and vocational civies; exploratory courses,
such as junior business training and in-
dustrial arts; home-room discussions and
activities; individual counseling; assemblies,
clubs, and other extraclass activities; and
field trips into the community,

Gulidance cannot be confined to a few special-
ists, but must be carried on by the entire
professional staff, The extent of the par-
ticipation of each staff member should be
limited by his training, experience, inter-
ests, and personal quallties; however, in a
well-planned guidance program every teacher
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should render some guidance service,
while those who are specialists through
background and training should serve

as leaders in directing the program, in
gathering and analyzing information
about individual puplls, and in the more
difficult problems of counseling,

Guidance should be reserved and careful

to avoid influencing pupll decisions
through distorted, overemphasized, or
incomplete information, Such guldance
borders on quackery or professional
mal-practice, examples of which are mis-
understanding by teachers of wvalues of

the subjects they teach, misinformation
about college entrance requirements,
advice to pupils about going or not golng
to college without careful consideration,
misinformation about various vocations,
amateurish use and interpretation of tests
results, attempts to give puplls answers
for themselves, encouragling pupils to make
premature and 111—considered decisions

and the use of so-called guidance services
of the racket varlety, frequently provided
on a fee basls by 1nd1viduals commerclal
organizations, and representa%ives of some
esducational institutions,

The guldance program 1s sufficiently im~
portant so that the school should be
organized and administered with the guid-
ance function prominently in the fore-
ground, Teachers should be selected in
terms of their competence in guldance,
Guidance responsibilities should be con-
gidered in arranging the teacher's load,
School records should be expanded, or-
ganized, and simplified for guldance
purposes, Ample time should be allowed
in the school program for guidance actliv-
ities, and opportunities for the in-
service improvement of teachers for guldance
activities should be made avallable,
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9. The guidance program must be based upon and
make use of all the appropriate resources in
the community, directed and integrated
through the program of the school. Thils
should include the use of physical resources
(civic agencies, higher educational insti-~
tutions, and business and industrial firms)
and the use of human resources (civic leaders,
welfare workers, law officlals, Judliciary
offieisls, probation officers, professional
men and women, and representatives of labor,
business, and industry).l

Although the value of the guidance program will vary
with the needs of the communilty, guldance 1s an essentiasl
area of school=community relatlionship in all communities.
Its importance in urban communities has long been recog-
nized; that it 1s equelly important in the rural community
is pointed out by Works and Lesser:

According to a recent sample survey of the

U. 8. Office of Educatlon, only a small number
of rurel high schools are doing organized work
in guldance. Beyond any question, the difficul-
ties rural schools face in providing special
guldance service are very great. Nearly half
of all rural high schools enroll less than a
hundred pupils. Most rural schools are too
poor to employ a speclal guldance counselor.
Fortunately, it 1s possible to do excellent
work without a special counselor or with one
counselor serving a number of schools. BRural
high schools, furthermore, have certain ad-
vantages in furnishing guidance. Their smagll
slze permits teachers to become well acquailnted
with the individuael students. The relative
simplicity of the rural social structure makes

l. Gruhn, William T. and Douglass, Harl R., The Modern
Junior High School, pp. 281-83.




it easler to secure the background data so es~

sential for understanding the boys and girls

they teaoch...The need for guidance 1is at least

as great 1n the country as in the city, and

the responsibilit{ of the school for furnishing

it is undeniable.

To the teacher in guldance, the guldance program is of
great importance. It is not to be delayed until high school
or college, but should begin at birth. While special
counselors and guldance departments may be helpful to both
teachers and students, the role of such individuals should
be primarily to asslist teachers rather than to interview
students.

In the elementary school particularly, guldance and
good teaching are for all intents and purposes synonymous,
¥Guidance may be broadly defined as any planned experience
or contact with individuals for the purpose of helping then
to develop in certain directions."2

While guldance, on the elementary-school level, 1is
predominately educational guidance, broadly viewed as
encompassing the obJectives of physical and mental health,

well-rounded soclal development, proper use of leisure

time, and mastery of the fundamental school processes, on

l. Works, George A. and Lesser, Simon 0., Rural America
Today, pp. 93-94.

2. Kawin, Ethel, "Guidance for Living," Educational
Leadership, 3:360-63 May, 1946,

16



the secondary-school level is added the guidance that

facllitates the cholce of an occupation, or way of making

& living, whether 1t be one of the semiskllled, skilled,

technical, or professional occupations.l

We get conslderable help and direction for our learn-

ing and teaching situations from the guidance program.

Fedder has outlined some condltions essential to a guidance

program which could Jjust as well have been labeled essential

for effective learning. They are:

1.

2.

Small classes in which individual instruction
will be possible.

A plan of sachool organlization in which children
are known as individuals from nursery school on
throughout theilr school experlence,

Emphasis in teacher training on understanding
children versus subject matter and teaching
methods, and techniques of guldance, par-
ticularly the significance of observation and

group play.

Cumulative records giving such a complete ple-
ture of a chlld that there can be, in actuality,
progreesion in his experience.

Narrative reports instead of grades.

Recognitlion of the importance of group ex-
perience in soclal and emotional adjustment.

Grouping by social and phyeical maturity rather
than by chroncloglical age alone.

1. HRuch, Glles M. and Segel, David, Minlmum Essentials
of the Individual Inventory in Guidance, p. 1.

17



8. Coordination of each school level with that
above and below.

9., In-service training of all teachers to inorease
their understanding of boys and girls.l

In order that the classroom teacher may be able to give
valuable assistance with the guldance program she should be
able to understand chlldren. GCharacteristics necessary for
this understanding are:

1. They think of children's behavior as caused by
a series of factors that can be identifled and
they therefore belleve that boys and girls are
understandable and educable.

2. They are able to accept every child emotlonally
and to respect and value him as a human belng.

3. They recognlze that every child 1s unique and
therefore they constantly seek information
about each of thelr puplls that will enable
them to know the factors that are influencing
thelr development and behavior.

4. They know the common developmental tasks that
ell children face during the several phases of
thelr growth and what compllcations often arise
as individuals with varying characteristics and
backgrounds work at those tasks.

5. They know the more important generalizations
that describe and explailn human growth, de-
velopment, motivatlion, learning, and behavior,

6. They are well accustomed to methods of gathering
and organizing relevant information about a
chlld.

1. Fedder, Ruth, "Counseling Trends in Elementary and
Secondary 8chools," pp. 17-24,

2. Melchior, William T., Instructlonsl Supervision, p.
358.
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The guidance program should become an integral part
of the total school program, The success of the program
depends upon the interest and cooperation of the entire
staff, It is therefore necessary that each school con-
sider carefully the role of their guidance program, There
should be adequate time for the staff to participate in
planning the purpose and place of this service in the
school program, There are three important responsibil-
ities that must be met; direct counseling to pupils, re~
search and study, and cooperative services to the staff,
The possibility of securing this type of organization
depends upon the leadership ability of the administrator
and the working relationships of the counselors, pupils,
teachers, adminlstrators, parents, and community.

In summary, the organization of this guldance hand-
book will assist materlially in developlng a guldance
program,

Chapter II deals with organization of a guldance
program, Chapter III dlscusses the role of the classroom
teacher in the guldance program, and Chapter IV presents
the materials and methods of a guldance program for the

elementary school,



20

Chapter II
ORGANIZATION OF THE GUIDANCE PROGRAM

The preceding chapter dealt with the history and
philosophy of gulidance, It is important that some basic
understandings and principles form the bases for organ-
ization of the guidance program,

In the development of an organlized program of guid-
ance, several stages will be observed which require a
sequential and orderly process of development if the
ultimate plan is to be successful, It is not necessary
nor desirable that all schools follow the same pattern
since no one plan will meet all situations,

It is necessary that the administration and the staff
members recognize the need before an effective program can
be organized, This guidance readiness should apply to
administrators, school personnel, members of the school
board, and to people in the community,

It is the responsibility of the administrators to
take the leadership in securing this readiness,

Erickson and 8mith offers the following stages as

suitable to follow 1n organizing a more effective guidance
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program: (1) recognition of need for a better program,

(2) series of preliminary, exploratory meetings; admin-
istrator clears with the school board, and keeps them
informed; series of faculty meetings, (3) pre-organization
committee; locate beginning possibilities; information
given to faculty, (4) encouraging faculty participation,
and (5) starting the guidance council; the program gets
started,l

A proper start is important in developing or improving
a guldance program, It 1s important that the staff decide
on the approaches to be used; every staff member should
have a part to play in the approach used; that the method
which is used begin with the problems and needs of the
teachers and pupills,

After the faculty has made the declislon to improve the
guidance program, they have the question of where and how
to start, It is very lmportant that considerable thought
be given to the first few steps, because they have con-
siderable effect upon the final stages of the program.
Eleven possible approaches are suggested by Erlckson and
Smith:

1, A survey of puplil problems and needs

1, Erickson, Clifford E, and Smith, Glenn E,, Qrganization
and Adminigtration of Guidance vices, p. 29,



2.

e

4.
5.

6.

7.
8.

9.

10.

11.

22

A study of the guldance possibilities of the
regular classes

A program of visitatlion and observation in other
places

The use of the case study

A survey of the factors that may be handicapping
proper development of the guidance program

An over-all school study to determine strengths,
weakneases, needs, and possibllities

A study of guldance tools and techniques

The establishment of a program of guidance services
for one group or grade of pupils

A beginning with an obvious need or a service that
must be rendered to puplls

A study of the lliterature and the materiels in the
field of guldance or, preferably, an in-service
training program

A regearch approach-~-to begin the guldance program
with a study of a service to be rendered, a2 study
of the community, a follow-up of Erevloua pupils,
a survey of employer's attitudes.

Once guidance 1s recognlzed as an important part of

every school activity, it 1se essential that the admin-

istrative principle of locating and defining responsibil-

ities be conslidered. Guidance should be approved as a

school policy and its limits of attainment specified. It

ghould be concelved as an integrating or unifying process,

1. 1Ibid., p. 45.
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both by the teacher and pupil. The nature of the organi-
zatlion will vary with the personnel, size of the school,
ilvisions of the school, and to functional emphaslis to be
placed on 1t.

Guidance originated as a secondary school functlon;
however, 1t now has meaning for elementary achool students.
Perhaps the greatest source of influence is the increasing
concern wilthin the elementary school for meeting the in-
dividual needs of the child. Many of the problems requir-
ing guldance 1n the seoondary school could more profitably
be met on the elementary school level. 1In the elementary
schools, guldance has and should become an integral part of
the whole educational program.

Wherever child study takes place, guldance 1s 1ts
necesgsary acocompaniment. The chlld faces new problems and
different situations when he enters the nursery school,
kindergarten, and first grade and is 1n constant need of
adjustment and guidance. In these situations the teacher
is the person around whom the organization should be bullt.
Her approach 1s both group and individual. Her efficlency
increases with her knowledge and understanding of the pupil,
his problems, and his environment.

The child's needs for guldance continues as he pro-

gresses through the elementary school. The teacher remains



in a strateglc position; she assumes the role of teacher-
counselor, being responsible for knowing children as in-
dividuals and providing the experiences, information, and
counsel they need, The teacher-counselor avails herself of
the services of the principsl, school doctor and nurse, and
others who meay be helpful. Advantage should be taken of all
school and community facllities and adaptations made of
school procedures where advisable. 8peclal conslderation
should be given to points of articulation, as between divi-
slons of the school syatem.l

The responsiblility for guldance services in the ele-
mentary s¢hool is centralized in each teacher. B8he should
be responsible for guldance services for her pupils, and
is directly responsible to the princ¢ipal who should be of
conslderable asslstance to her.

'The principsal of the elementary school has been dele-
gated the over-all responsibility for the gulidance program.
His responsibilities as listed by Erickson and Smith are:

1. Administering and developing the progranm

2. Helplng teachers become more able to care for
their groups

3. Helping teachers with pupils referred to the
principal by a teacher

1. 8Strang, Ruth, Pupll Personnel and Guidance, pp. 1056-07;
171-80.
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4, Carrying out an in-service training program for
the members of the staff

. Coordinating home and community contacts

Working with the central guidance council

Using the resources of the guidance coordinsator

U)::i@ﬂ'l

Supervising the functioning of records, counsel-
ing, parentel consultation, etc.l

No speclialized guldance personnel are indicated in
addition to the principal. This point of view is basle to
the entlire elementary-school organization for it 1s felt
that:

1. In a school of 425 puplls 1t should be possible
for the principal to carry these responsibilities.

2. The addition of another counselor would tend to
encourage the prinelpal to shift administrative
responslbility for the guldance progream.

3. There are gerious disadvantages in the placement
of a counselor between principal and teachers.

4, The emphasis of the guldance organlization should
be placed upon the improvement of the practices
carried on by principals and teachers.

5. The typlical school system cannot afford the
addition of such speclalists.

6. No guldance program can be developed without the
support and leadership of the principal.?

1. Erickson, Clifford E. and Smlith, Glenn E., op. cit.,
p. 49.

2. Ibido, pc 49.
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The organization for guidance will be less elaborate
in a small school. If responsibllity rests too heavily in
the principal's office, he may (1) assign the direation to
a part-time teacher-counselor, (2) appoint a guidance com-
mittee who will have general direction of the service, or
(3) distribute functions among several teachers.

As the program in guldance develops, however, it will
be necessary to make provision for records and the col-
lection of information about each pupil. These data should
be properly housed and made readily avallable to the entire
staff. The facilities avallable within the community should
be properly utilized. An evaluation of outcomes should be
considered in the light of the obJlectlves and activities
of the gulidance service initially agreed upon.

Since most of the schools in the country are small, it
may be well to consider theilr problems. A small school is
not usually able to support a full-time counselor or any
other type of speclalist even though their needs of pro-
viding puplls with adequate individual counseling and
providing assistance to the faculty are much the same as
the larger school. Erickson and Smith offer several ways
in which these schools might meet their difficulties:

l. The principal can take over the responsibll-
1ties of counselor.



2. One teacher can be selected znd given some
training as a counselor.

3. The school might cooperate with some other

schools and together they might employ a full-
time counselor.

4. Since the vocational teachers already have some

time for individual counseling, they might help
by taking over more guldance responslbllities.

5. The school might reorganize 1ts curriculum and

provide many of the guldance services through
an enlarged academic unit.l

The size of the school will determine, to a great ex-
tent, the nature of the organization. All guidance in any
school system should be administered through the principal
who 1is responsible for the school. This responsibllity may
be directly entrusted to a capable director of guidance or
another administrative officer. A faculty committee may be
glven responsibility for policies and to coordinate the
program closely wlth other teachers and speciallzed person-
nel within the school system.

The size of the school may determline the number of
counselors assigned to duty. These should be profession-
ally prepared and certified. Requirements for certifi-
cation should include, beyond the regular introductory
college courses in guldance, training for proficlency in

individual testing, counseling for speclal technliques,

1. Ibid., p. 51l.
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and internshlp training in counseling. These persons
should be successful teachers with a wide knowledge of
those aspects of school-community life which will he
essential in carrying on their work. Satisfactory quar-
ters and equipment should be provided. ¥The fact 1s slowly
belng recognized that competency as a guldance worker 1ls
a composite of many factors fused into a personallty that
is effective 1n a guidance sltuation, not a mixture of
separate elements.®l Boynton states that the person who is
responslble for disciplinary problems of the school should
not be assigned guidance functions.2

The followlng two schematlc arrangements are taken
from Erickson and Smith. They can be coantracted to fit
the small school system or school, or expanded to flt the
large. The baslc principles of organization are the same

in either situatlon.3

1. Jones, A. J., Review of Educational Research, April,
1948.

2., Boynton, Paul L., Psychology of Child Development,
p. 439.

3. Erickson, Clifford E. and Smith, &lenn E., op. cit.,
ppP. 47-48.



A GUIDANCE ORGANIZATION FOR A SCHOOL SYSTEM

Elementary school

Grades:Kindergarten-8

Enrollment:425

A full-time principal-
counselor

L

Elementary school

Grades:Kindergarten-8

Enrollment: 425

A full-time principal-
counselor

T
1

Gulidance council

clty-wide guidance coordinator
elementary school principal-
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counselors
high-school counselors
special school services
high-school principal

classroom teachers (1 elementary,

1 high school)
superintendent of schools
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Elementary school

Grades:Kindergarten-8

Enrollments: 425

4 full~-time principal-
counselor
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Senior high school

Grades:9~12

Enrollment:800

8 part-time counselors
(1 serves as chairman)

2 freshmen--~1 hour free
dally

2 sophomore~l hour free
daily

2 juniore~--1 hour free
daily

2 senior-~~=1 hour free

daily

N —

Elenentary scheool

Grades:Kindergarten-8

Enrollment: 425

A full-«time principal-

counselor

- = « = = Advisory relationship



GUIDANCE ORGANIZATION FOR A SINGLE SCHOOL
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Chapter III
THE GUIDANCE ROLE OF THE CLASSROOM TEACHER

The previous chapters dealt with the hlstory and phil-
osophy of guidance in relationship to the organization of
a guldance program in the elementary school. Keepling this
in mind, the present chapter treats some of the manifold
responsibllities of the clazssroom teacher in relation to
the guldance program.

The effectiveness of any guidance program depends al-
most entirely upon the performance of the teachers. Guid-
ance cannot function as a separate department of the school.
Because of the close relationship of guildance to education,
it follows that the teacher will play the leading part in
the guidance program. The guidance program 1s not some~
thing extra which may be realized by a special organlization
or additional personnel; it can not be put into operation
by merely employlng "guldance specialists® or by an admin-
igtrative decree. The guldance point of view must per-
meate the entire philosophy of the school organization and
personnel.

The strategic position of the teacher is partlielly

responslble for her effectiveness in the guldance program



32

since she directs the situations to which the puplls re-
spond, and acts as guide, philosopher, and friend to her
Young companlions as they engage in activities., Every
normal student has some interest, some enthusiasm, some-
thing that he wants to do that can be promoted in con-
nection with his school 1life. This calls for slertness
on the part of the teacher,

By emphasizing the services of the guldance program in
the dally classes and by arousing in pupils the desire to
avall themselves of the counseling service, the teacher can
make a great contrlibution to the guldance program, The
class activitles offer a medium for assisting students 1in
discovering their assets and limitations and for students
to recognize their significance in terms of educational and
vocational planning.

Often 1t is the classroom teacher who 1s the sponsor
of the co-curricular activities which offer training and
exploratory opportunities for puplls and provide oppor-
tunities for observations of attitudes, behavior patterns,
and special abilities which are essentlal to the under-
standing of the individual. The teacher who develops gkill
in observing and reporting these characteristics to coun-

selors 18 an invalusble member of the guldance staff.
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The tescher i1s not usually assigned definite time or
responslbillty for counseling; however, she is called upon
more often than any other member of the faculty by pupils
for asslstance with thelr problems. The teacher should
never gvold the privilege of assisting pupils., 8She should
be certailn that her services are educationally sound.

The need for operating the guidance program in accord-
ance with a systematic plan dictates that counselors be
charged with the responsibility for referral of pupils to
outside agencies. Therefore, 1t 1s the responsibllity of
the teachers to refer pupils having problems that require
speclalized information or treatment by outside agencies
to counselors even though the teacher may be familiar with
the community agency that will ultimately need to be called
upon.l Special referral agencies are listed in chapter four.

In order that teachers might contribute materially to
the educational program, 1t would seem that they accept the
responsibllity for assisting with gathering, assembling, and
kesping school records which contain data necessary for
effective counseling. These records should be up to date

at all times. Teachers should be thoroughly familiar with

l. Erickson, Clifford E. and Smith, Glenn E., QOrganization
and Administration of Guidance Services, p. 59.
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the offerings of the school program and with the opportu-
nities of the curriculum. Child study is the key to the
success of modern education and guidance. Teachers in a
child-centered school know that provision for individual
differences is interpreted as an effective way of meeting
their individual needs.?l

Full cooperation of the teachers in the school will
make the guidance program most effective to the students.
Their services are necessary in assisting puplils to orient
themselves to the school, to locate educational information,
and to meet many personal problems. Services of teachers
are necessary in conducting the many services of an effec-
tive guidance program.

It, therefore, becomes a fundamental duty of every
school teacher to know as much as possible about her
pupils. It requires more than a glance at a cumulative
report card, more than an acquaintance with tests and such
concepts as intelligent quotient, mental abllity, and
chronological age. It calls for fundamental ccnceptions
and practices cn the part of the teacher. Some of these
are stated in the following:

First of all, sympathetic understanding involves an

1. Torgerson, Theodore L., Studying Children, p. 23.



appreclation of the social organizations of the community,
and the varying force of their sanctions.

Second, it assumes an interest in the nature of chil-
dren, and the knowledge and understanding of the psycholog-
ical, intellectusal, emotional, and physlcal equipment with
which they make soclal adjustments.

Third, a frank recognitlon that the pupills out~of~-
school lives are frequently, and perhaps generaslly, more
significant controls of behavior and attitudes than ig the
school. If the school 1s to function as a directive or
guidance instrument of society, 1t muat coordinate 1ts ef-
forts with the out-of-school organizations with which the
puplls are in contact. Of course, it 1s also the re-
sponsibility of the natlion, through the state and the com-
munity organizatlons to conslder and actively assist the
school in methods of tralining and educating our youth so
that we can enable young people to make a more satisfac-
tory social, economic and emotlonsl adjustment to the
soclety in which they will live,

Fourth, it requires a readiness on the part of each
teacher fto sponsor the efforts of his pupils, for this
seems the only way that a partnership and personal loyalty

between pupil and teacher can be developed,
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Often there are condlitlons affecting the teacher

which may handlcap her and reduce the effectiveness of her

teaching and role in the guldance program. BSome of these

conditions occur when it is found that---

1.

Se

S,

6.

It 1s difficult for teachers to get acquainted
with pupils. Thelr teaching loads may be too
heavy. They may have too many different pupils.
Pupll turnover may be too great, or some teach-
ers may teach too many different subjects.
Sources of informatlion about puplls may be in-
adequate.

Teachers do not understand thelr functlons in
the guldance program. The obJlectives and de-
slred outcomes of the total educatlonal pro-

gram may not be clearly defined 1n the school.

Teachers may have too many fears: insecurlty
of tenure, inadequate salarles, and critical
elements or pressure groups in the community.

Teachers may be restricted in thelr personal
lives: inadequate family experiences, lack

of opportunities for participation in com-
munity activities, inadequate living arrange-
ments.

Personality distortions may result from con-
tinuous pupll-teacher relatlonships.

Teaching alds and other facllltles may be
inadequate.l

There are many areas of information as to hlstory and

development of the indlvldual which are necessary for ade-

quate functioning of a well organized guldance program.

1. Erickson, Clifford E. and Smith, Glenn E., op. cit.,

P

213.
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Traxler llists ten areas which are closely related and which

seem egsential 1n order to have an adequate plcture of the

individual for guidance purposes:

1.
2.

It

Home background
School history and record of class work
Mental abllity or academic aptitude

Achievement and growth in different fields
of study

Health

Qut-of-school experiences of the pupill
Educational and vocational interests
Speclal aptitudes

Personality

Plans for the futurel

is 1mportant that the teacher become completely

familiar and understands the backgrounds, interests, and

potentlalities of each student. The gaining of this

knowledge takes time and will be done mostly through form-

ing hablts of careful observation. Proficliency in guildance

cannot be developed by teachers overnight, asnd time 1s

needed to effect changes which must inevitably take place

in the thinking of many before it can be achieved. It also

1. Traxler, Arthur E., Techniques of Guidance, pp. 20-25.
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takes time in securing a grasp of some of the practical
methods which are needed to do 1t effectively. However,
the Job 1s neither easy nor difficult, but is within the
reach of anyone who has the right and the will to be a
teacher. The rewardsl are amazing in terms of better
guided, more enlightened, and happlier boys and girls.

Some administrators choose guidance workers who are
kindly, friendly and who are interested in students. Sue-
cessful guldance is as much dependent upon sclientifie
findings made in 1te own and allled fields as it is upon
the interest in humens. A teacher who is interested in
guidance should prefer to measure rather than to guess.
Tests are not dangerous in the hands of a well-trained
individual, and every teacher should learn to use these
facilitating devices.2

Dunsmoor lists the following five lmportant ways in
which teachers contribute directly or indirectly to the
guldance of students:

1. Through exemplification of the qualities
possessed by an educated person

2, Through the building of group morale

l. Dunsmoor, Clarence C. and Miller, Leonard M., Guidance
Methods for Teachers, p. 373.

2., Hamrin, 8. A., Guldance Talks to Teachers, p. 141.
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3. Through study of and individual work with
students

4, Through classroom procedures involved in
subjects of instruction

5. Through cooperative relationships with others
who have guldance contacts with thelir stu-
dentsl
The guidance efforts of all the schoolt!s personnel
mugt be coordinated and brought to a focus on every student
1f the work of guldance 1s to be done in a vital manner,
The teacher who accepts the phllosophy that true gulid-
ance permeates every phase of school 1ife will plan = chilld-
centered curriculum. She wlll plan her work so as to make
a distinct contribution to the development and growth of
her pupils. The classroom teacher has the privilege of
counsgeling individual students.
The home 1s one of the most ilmportant educational
and guldance agenclies with which & teacher may become ac-
qualnted. Teachers must visit homes 1f they are golng to
understand the child, his opportunitlies, and the attitudes
of the home which are such an important part of a child's
growth and development. The teacher must tske the initi-

ative 1n promoting cooperation with the home toward common

1. Dunsmoor, Clarence C. and Miller, Leonard M., op. cit.,
p. 23.



ends. Although parents are often sensitive, and seldom
take the leadership, they are usually glad to cooperate
with the teacher when the center of attention is focused
on their individual chilld.

If a teacher 1s to he a good guldance worker, she must
take 1t upon herself to sit down and help youngsters in-
dividually, to listen to their problems, to help them see
themselves as they are and as they may become, and in that
way to asslet them to become better ad)usted and to make
more 1lntelligent plans for the future.l

Hamrin presents the following check 1list, as prepared
by Carl Horn of the Michigan State Department of Education,
of ways in which classroom teachers may assist in the guid-
ance of puplls:

1. Have I resally become personally acquainted with

each of the puplls 1n each of my classesg?

A. Do I know his academic ability rating?

B. Do I have the results of any achievement
teats he has taken recently?

C. An I aware of his general reading abil-
1ty?

D. Am I familiar with his scholastic record
to date?

E, Am I aware of any difficulty he ls ex-
periencling in my class?

F. Do I know his sublect strengths and
weaknesses, likes and dislikes?

G. Am I gware of hie educational and vo-
catlonal plans?

l. Hamrin, 8. A., op. eit., pp. 23-25.
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4.

H. An I familiar with hls home environment,
particularly if he 1s inclined to be a
problem case?

I. Do I have on file for him a record form
containing the above information?

Have I taken means to make each pupil in nmy
classes personally acqualnted with all other
pupils?

Have I taken an active, friendly, and personal
interest in each of my puplls and thereby en-
listed thlis friendsnip?

An I sufficlently acqualinted with the extra-
class and outside activities of each of my
puplls so that I am agble to express an in-
telligent interest and glve commendation for
achievement when Jjustly due? Can I correlate
the work of my class with these out-of-class
activities?

Do I have a thorough understanding and sense
of sympathetlic appreciation of each of my
puplls, even though some are not qualified
to do better than mediocre work?

Have I studled each of my class groups care-
fully each week in an attempt to discover any
puplils who are maladjusted or who are in
danger of becoming 8o?
A. Unhappy pupils
B. Lazy or procrastinating pupils
C. Pupills who are chronically tardy, or
who are careless or 1lndifferent toward
punctuallity
D. Puplls whose absence records should be
investigated
E. Puplils who are always or frequently
behind in thelir work
F. Puplls who seldom, 1if ever, do a
thorough Job in their assigned work
@. Puplls whose interests are apparently
centered outelde of school, or whose
extracurricular interests strongly out-
welgh theilr curricular interests



7.

8.

10.

11.

12.
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H. Pupils who obviously dislike school

I. Puplls who do not know how to work ef-
fectively

J. Puplls who are indifferent and not alert
in class

K. Pupils who have experienced relatively
few successes in most of the activities
they have undertaken

L. Puplls who do not seem to have a desire
to succeed

M. Pupils who have poor class attlitudes

N. Pupils who have poor physical attitudes
of attentlon-—~carelessness or untidiness
of person and clothing, uncleanliness,
poor posbure, poor poise.

Have I conferred individually with each of my
pupils who has shown any symptoms of maladj)ust-
ment?

Do I consider puplls who are inclined to be
disciplinary or problem puplls simply as
problems to be solved, rather than as non-
cooperative puplils who fall %o respect my
rights and feelings or those of other members
of the class?

Have I conferred with the class counselor
and the homeroom sponsor of each maladjusted
puplil 1n my classes, who has not shown im-
provement after the Aindividual help I gave
him?

Have I listed in my record book for ready
reference the name of the counselor and the
homeroom aponsor of each of my pupils?

Have I made special effort to see that every
one of my puplls knows how to study my sub-
Ject effectively?

Do I meke speclal effort to see that all
assignments are clearly made, written down
by pupils, and thoroughly understood by each
pupll? Also, to see that my assignments are
reasonable in length as they relate to home



13.

14.

15.

16.

17.

18.

19.

20-

21.
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work, recognizing that my pupils are likely
to have outside assignments 1n other classes
a8 well as my own?

Have I made a conscious and repeated effort
to "gell® the pupils of each of my classes
on the real values which they may hope to
recelve by doing good work in my class?

Do I encourage and develop a classroom atmos—
phere in which my puplls feel free to express
their 1deas about the work at hand without
hesitation?

Do I give genuine approval and commendation
for work well done, particularly 1n the case
of slower puplls?

Have I made sultable provisions for meeting
the wide range of individual differences in
my classes of both outstanding as well as
inferior pupils?

Have I helped each pupil in my classes to
find some phase of the work that gives him
a feeling of growth and accomplishment?

Am T able to handle my ¢lasses without re-
sorting to sarcasm and other harsh or unfalr
methods?

Do I constantly exemplify by words and actions
the fact that as a teacher I am a well educated
person and that I am a good example of the
product I am trying to develop?

Do I emphasize from time to time aa occaslon
permits the vocational implications of my
subject and the lines of work for which good
achlevement in thls subjlect will sultably
qualify the pupil?

Have I called to the attention of my pupils!
respective ¢lass advisers or homeroom sponsors
any esvidence of outstanding ability, achileve-
ment or potentlal vocatlonal proficiency that



have come to my attention 1n the course of my
contact with the pupila?

22. Do I inslst upon the observance of reasonable
standards of speech, courtesy, citizenship,
and decorum in all my classroom relatlonships?

23. Do I encourage my puplils to practice good
sportsmanship, loyalty, and democrecy in their
dally classroom relationships?

24. Am I constantly seeking the quiet, unobtrusive
child that needs help but often falls to get
it?

25. Do I see that puplls assume responsibilities
and carry through to satlsfactory completion
those tasks undertaken?

26. Are my classes so organlized that puplls co-
operatively handle all responsibllities whioch
they can reasonably be expected to assume?
(Taking roll, dlstribution and collection of
materials, arranging the equipment of the
room, etc.)?

27. Do I consider 1t to be of paramount importance
to provide in my classroom at all times a
wholesome and happy environment, conducive
to the realization and perpetuation of real
life values?l
The instructional program stands as the traditional
backdreop agalnst which all the other school activities are
planned and carried out. Lack of formal guidance tralning
on the part of the teacher does not greatly minimize her
indispensable place in the guldance program providing that

she has g wholesome interest in boys and girls, for 1t 1is

1. Ibild., pp. 232-35.
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true that much in the way of a sound guldance program can
be worked out in a cooperative democratic teacher organ-
1zation that is organized to meet the many problems of the
students. A few suggestions might help to recognlze with
increased clarity the potential contribution of the teacher
to the guidance program.

First, the exploratory nature of many school subjects
can be best emphasized by the sublect teacher., School sub-
Jects provide an excellent opportunity for disseminating
information about occupational, educatlonal, and tralning
opportunities to pupils through the use of printed materlials
and audlo-~visual aids that relate sublect content to these
opportunities.

Second, the classroom teacher occuples a strateglc
position in the total educatlional program and especially 1s
this true with respect to guidance, for the teacher 1is
asgoclated with the same group of puplls over a longer
perliod of time than all other staff members. Although 1t
is not suggested that every teacher sghould serve as a
counselor, the better teachers will frequently assist pu-
plls to make cholces and solve problems. The use of the
anecdotal method will enable teachers to report significant
obgervations and thus make them a part of the counselor's

records about puplls,
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Third, many problems and cholces of the puplls hinge
upon scholastic success, and 1t 1s the c¢lassroom teacher
who 1& 1n the best position to facllitate pupll achieve-
ment through provision of levels of instruction commen-
surate wlth individual abllities.

Fourth, the classroom teacher can effectlvely asslst
in developing a favorable pupll attitude toward the guld-
ance program if she understands her position 1n the pro-
gram and 1s sympathetic toward 1ts functlon and purposes.
Therefore, 1t is necessary that the guidance program not
be super-imposed, but 18 formulated and operated in the
spirit of democratlc cooperation.

Fifth, as 1t 18 the teacher's responsiblillity to be
prepared to provide puplls with general informatlion re-
lating to the vocatlonal implications of the courses 1n the
school, 1t 1s necessary that she be conversant with all
curricular and cocurricular offerings of the school and
community.

Sixth, morale in the school 1s greatly helped
through clasercom activitles and thus becomes an important
responsibllity of the classroom teacher. It 1s her re-
sponslbillty that proper guldance be adminlstered in all

such actlvitles.
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Seventh, many new puplls will require orientation
services in order that they may properly fit themselves
into & new social and physical environment. Most of this
function can be carried out in the classroom with maximum
effectliveness.

Eighth, as the school library is an important factor
in the guidance program, it is necessary that the teacher
become adequately famillar with its contents and use, 1n
order that students may have thorough assistance and pro-
fit fully from it.

Ninth, the urgent need of pupils for information
about occupational and educational opportunities suggests
a useful purpose to which occasional assémbly programs
may be put. The common practice of rotating the responsi-
bility for planning and supervising school assembly pro-
grams offers the teacher opportunity in the guidance pro-
gram.

Tenth, the more data the counselor and teacher have
about a pupil, the more intelligent and effective can be
their assistance with the solution of the pupil's problems.
The case study is a useful technigue for gathering ad-
ditional data about the pupil.

Eleventh, occupational and follow-up studies are

essential elements of the school's educational program if



the community and the school's former puplls are to be

given due consideration.l

The guldance program is often spoken of as four-
fold 1n its services:

1. Those services rendered by special officers

and teachers whose positions are those which
offer major opportunities for guidance

2. Those rendered in specific guidance courses
under the supervision of prinecipal, coun-
selor, or guldance director

3+ The homeroom teacher and sponsors of extra-
curricular actlivities

L, Those rendered by the classroom teacher in
the course of regular classroom instruction?

It is with the latter of these services that the
following deals. Erlckson and Smith outlined the class-
room teacher's place as follows:

What He Does

1. Disseminates occupational information through
his own subject

2. Helps puplls discover their abllitles and
limitations

3. Encourages and assists with school activities
having exploratory implications for pupils

4, Encourages all pupils to avail themselves of
the counseling service

1. Erickson, Clifford E. and Smith, Glenn E., op. clt.,
pp. 174-’780

2. ©State of Washington Department of Education, op. cit.,
p. 12.
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Bullds up a favorable attitude on the part
of puplls toward the guidance program

Observes and reports in writing to counselors
slgnificant data concerning puplls in classes

How He Does 1t

1.

2,

6.

By emphasizing occupations in which the sub-
Ject provides required or related training

By clasas projects and activities relating %o
the subject

By sponsoring class and extraclass activities
having exploratory value

By referring puplils with problems to coun-
selors and by acquainting all pupils with
the counseling service

By emphasizing the services that the guidance
program offers to all pupils

By reporting special abllities and interests,
and significant lncidents of behavior

Way He Doss It

1.

To encourage and asgsist puplls toward a
broader exploration of occupational op-
portunities

To provide pupils with a better understand-
ing of their own assets and limitations

To provide exploratory and developmental
opportunities for all puplls

To acquaint pupils with the need for and
value of the guldance service

To secure counseling for pupils with urgent
problems



6. To ald counselors to galn a better under-
standing of counselees, their abllities and
limitations.l

In summary, it would seem that the incidental guid-
ance activities of any school could be made to serve
pupils more effectively by weaving them into a systematic
framework in a recognized program of guildance. No guid-
ance program can be fully effective without the support
of the classroom teacher.

In the preceding chapters the history, phllosophy,
and organization of an elementary school gulidance program
has been presented in relation to the role of the class-
room teacher. The fourth and final chapter presents many
of the inatruments and materials which are helpful in the

actual operation of a succeasful guldance program for the

elementary school.

l. Erickson, Clifford E. and Smith, Glenn E., op. cit.,
pp. 65-66.
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Chapter IV
ELEMENTARY SCHOOL GUIDANCE MATERIALS AND TECHNIQUES

A good school 1ls an environment created and directed
by teachers, and centered in the growth and development of
students at all levels of learning. Guldance 1in such &
school 1s interested with growth and development. ®Growth
and development™ means the attalnment of knowledge, skills,
appreciation, habits, and attitudes, which help to make
students good citizens in our changing soclety, limited only
by thelr capacity to acquire these traits. Teachers must
have a wholesome and lasting respect for the 1ndividuality
of each student. Whlle there l1s no fixed formula by which
all students can be taught and developed to their fullest
capacitles, 1t 1s recognized that certain basic knowledges
and skills are important because they are the tools with
which students must work., It 1s also recognized that cit-
izenshlip, character, appreclation, attltudes, and feellngs
are lmportant, too, because they affect all human behavior.
The teacher must deliberately provide sltuations in which
tolerance, honesty, falr play, loyalty, affection, and other
desirable human traits, can be constantly emphasized and

conslstently practiced. The obstacles that hinder the
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development of these tralts must be removed. The ability
of a student to use knowledge in soclially significant ways
ls as important as the amount of knowledge acquired. As-
slstance in development can be provided best through long
and careful observation of each student as he progresses
in the school environment and by the use of carefully re-
corded data which cover his growth in all the phases of his
soclal, physlical, educatlional, and emotlional development.

The teacher's knowledge of the growth of each student
depends, to a ma)or degree, upon the collection, recording,
end interpretation of a variety of data in terms of an in-
dividuall!s interests, mental abillity, verbal and manual
skills, speclal aptitudes, limitatlons, personality pat-
terns, health and physlcal condlitions, educational history,
and home and community background. Much of this informa-
tion can be obtained from properly selected guidance in-
gtruments.

Many things should be considered, in selecting a tesat,
to meke sure that 1t is useful for the desired purpose.
Its type, scope, what 1t measures, validity, reliability,
and practicability should be studied.

Individual and group school-sptitude teste provide a
megsure of ability that has predictive value, since these

tests show the student's ability to progress in hils
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education. 8Scholastic proficlency or achlevement tests
should be used for dlagnosis, survey, and administrative
purposes. An individual's school aptitude and achlevement
are lmportant factors; however, his other aptitudes and
interests are signifiocant in connectlon with his choice of
curricula and, later, with occupational cholces. Person-
ality 18 a difficult tralt to measure, but 1t 1s one of the
most lmportant factors in a student's background.

In interpreting and evaluating test results, one should
keep 1n mind that many of our tests are not religble enough
for accurate individusal prediction. Even if they were,
there are so many ways in which students differ that 1t
would be difficult to predict accurately. However, by glv-
ing tests and collecting all other avallable informatlon
about the 1ndividual at different tlimes over a period of
years, one gathers data that wlll have more predictive and
diagnostic value and that wlll be more reliable than will a
cross section teken at any one time. In interpreting a
number of tests for one 1ndividual, the profile is very
useful.

If the teacher is to do a good Job, she must seek in-
sight intc the total development of the student. She may
use intelligence, aptitude, achievement, personality, and

interest scsles. ghe may also use biographies, inventories,



questionnaires, graphic scales, rating scales, check lists,
and autoblographies. As a result of the use of tests and

other measuring instruments of behavior, plus other infor-
mation about the student's development, the process of ed-

ucation becomes more meaningful and the guidance funetion

more complete.l

1. Erickson, Clifford., editor. A Basic Text for Guidance
Workers, pp. 83-85.
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Guldance Instruments

There are many instruments and techniques used in guid-

ance,

Some of the more common ones used by counselors and

teachers as listed by Ericksonl are:

*20.
21.

Cunulstive records

Tests and inventories
Autoblographies and personal-data blanks
Interviews

Case studies

Case conferences

Job—-analysis charts

Area or Job-family charts

Growth and development charts
Qccupational-~-information classes
Orientation activities
Problems-~and-needs surveys
Pupll-interest studies
Self-analysls blanks

Career books

Business and industriel visitation
Referrals to community agencles
Use of guldance films
Occupationel=-information flles
Educational and vocational=information libraries
Exit interviews

The followling pages conslat of some suggested formes and

materisls which may be used in the elementary guldance pro-

gram.

1. Erickson, Clifford., editor. A Basic Text for Guldance
Workers, p. 1l2.

#*_ The items marked with the asterlsk are not often used
in the elementary school.



Cumulative Records

Cunulative records may be considered as all records
that make provision for the accumulation of aignificant and
comprehensive information about an individual pupll over a
perlod of years. They are one of the most important re-
sourcea for the teacher in understanding her students. B8he
should not try to learn and remember all of the data on
these about each student, but should review 1t for general
background. In the event a problem arises, the cumulative
record c¢an be referred to and studlied more carefully. Such
records are a necesgsary part of the materials needed in any
good guldance program.

The use of the cumulative record card permits a higher
degree of efficlency in guildance and follow-up by making
posesible:

1. The teacher can learn to know her puplils more
quickly.

2. The number and varlety of facts about each pupil
which are available to the teacher are greatly
inereased.

3. Teachers are provided with facts about their pupils,
rather than mere hearsay.

4. Because of (1) and (2) above, the teacher 1s better
able to adjust her class work to the demonstrated
mental and physical abllity, and known interests of
her puplls.
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5. The number and variety of facts about each pupil
which are available to the teacher are greatly
increased.

6. The teacher can better understand what traits
cause a particular child to do poor work or mis-
behave.

7. Significant facts which explain the conduct of
children can be quickly transferred.

8. A teacher can devote more time to study her
children because she will spend less time in
‘collecting facts.

9. Necessary data are quickly available for:
2. Determining the progress of pupils
1. The amount and causes of fallure
2. The holding power of different school
units
b. Making relationship studies relative to:
1, Attendance and scholarship
2. Attendance and nationality
E. Attendance and mentality
. Attendance and physical ability
5. Scholarship and mentalityl

The followlng cumulative record form may be repro-
duced on a manila folder. The folder may serve as an
individual file for each student. Important samples of
work done by the student may be filed there. This is an
especlally handy place to keep such materials as anecdotal
records and standard test results until the time when sum-

maries are placed on the cumulative record form.

1. ©State of Washington Department of Education, Guidance
in the Junior High School and Upper Elementary Grades,
p. 8.



(Surname) (First Name) (Middle Name)

ELEMENTARY PUPIL CUMULATIVE RECORD

Date of birth Place of birth

Personal Data and School Record

- PARENTAGE SPECIAL RECORDS OR INFORMATION IN FOLDER
Mother Nationality 1. Picture
Father Nationality 2.
Occupation of mother 3
Occupation of father L,
Number of brothers Number of sisters 5
Child's position in family_ 6.
Others in the home_ 7o
Language spoken in home___ 8,
Broken home: Yes___No Cause. Death 9.
Divorce With whom residing 10.
. HEALTH . l TTENDANCE SCHOLARSH
Grade - 112 13 1% |5 16 17 Schoo o =ERRRRE -gﬁ a
. e Year o ' .
(1) Vision R, Eye SEEEEE 533%2%
L. Ear 310] vl o] o}+3] ed o Llelhlo o
Aoaring _fs 22 HEEREeEEEEERRE B ok
Defects ] [ = (=1 [ -Em =3 o ) il
(1) Teeth and Oral ‘ 1. - 1 E 1
: Mouth Hygiene
Weight ‘ -
1) Height
Defect
Irremediable
Remediable te. :
Temporary Code for Grading System Used:
Disabilities
Directions: Data for items marked (1) should .  TRANSFERS —
be taken from the inspection records of the Dist. | Teacher in |Date|Dist. | Teacher|Date
doctor or nurse. Items marked (2) should be :

taken from the doctor's physical examination
of the pupil if possiblae.

The item should be marked "OK" where con-
ditions are normal or "Ref." meaning item
should be referred to a doctor for diagnosis.
Comments on Healths

No. School Teft] | No. |PFntered




X Indicates satiSfactory growth

v Indicates need for improvement

A5 L VEMBER OF & CROUP

AS AN INDIVIDUAL GRADE |SPECIAL
- | INTERESTS,
ABILITIES,
TALENTS _
Year Year : C
Grade Grade 1
T, Work Habits 1. Has ability to work
a. Takes pride and play hermoniously
in his work 2¢ Is willing to share 2
be Is accurate 1 3. Courteocus
c. Completes work 4. Claims only his share
d. Judges work - - _ of attention 3
thoughtfully 5. Has pride in class ac-
e. Is in right place : complishment and school
at right time activities : by
ready for work _Ef_ﬁggﬁnggm%he property
2. Makes best of dif- ___of others
ficult situation_ . 5
3. ?as the desire to ;
improve himself ErETTe AT RECANE TR T T
DUTIES AND RESPONSIBILITIES
Iy, Responds prom promptly ‘ —— s P s I
accurately and ’ Grade | In the Home Outéggz thd 6
cheerfully to school - -
regulationsg . 1 7
5. Has grown in self-
confidence o
. Takes care of per- o 8
sonal belonglngs 3
7. Shows power af in-
dependent attack on L
own  problems
8. Thinks constructively 5
for self
9. Has grown in self- ete
control : '

GENERAL REMARKS:



TEST RECORD

Grade
level in
School

Grade
Level on
Test

Date Test Given

Month

Year

NAME OF TEST

Form
Used

Score

Norm
for
Test

c.
A,

E.
A.

M.
A

II
Q.
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A Minipum Evaluation Program

The number of tests administered in any school systen
1s determined by meny factors, including the amount of
money avallable, the interest of the school's personnel,
the attitude of the administration, the size of the sachool,
and the needs of the teachers. The following are some
cautions or things to remember about using teats:

1. A score from a single test should not be used as
an adequate basis for guldance. Other data and
results from additional tests should be obtained
whenever poscible,

2. Bulld an adequate philosophy and system of uslng
test results for effective and constructive guid-
ance.

3. Unnecessary duplicatlions in testing should be
avolded.

4. In selecting a test, choose one that takes into
conslderation the following factors relevant to
the persons being tested: age, sex, experience,
soclo~economic status, intellectual or educa-
tional level, natlivity, vocatlional goals and
speclal aptitudes.

5. A testing program comprising a small number of
carefully selected tests, administered as a
systematic continuous enterprise with cumu-
lative records 1s much to be preferred to more
extensive, sporadic testing without such records.

6. Study the results of a test by parts, when test
construction and evaluation make this a leglt-
imate practice, so as to dlscover the flelds
in which the individual 1ls weak.



7.

8.

9.

10.

11.

12.

13.
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A combination of a scholastlc aptitude test and
previous schocl scholastic accomplishments is
the best single source for prediction of success
or fallure in school.

Remember there 1s little correlation between
personality tests and school grades. These re-
sults should be used with extreme cautlion and
only in relation to emotlonal and attitudinal
problems.

The less information you have about a person the
more valuable are tests. The more information
you possesas the more supplementary your tests
will become.

The selection of tests should never be made and
they should never be administered until there 1s
clearly in mnind the use and interpretation to be
made of the data.

Counselors can build up a test fille by securing
the specimen sets supplled by publishers at
relatively small expense, at least in the case
of so-called pencll-and-paper tests.

A minimum 1ist of books on testing in guldance
should be avallable 1n the school.

Never make predictions or give counsel on the
basis of a test result unless you have thor-
oughly studled the available literature on

the test (more than Just the manual accompanying
the test) and know what the test results really
mean.

The following 1s a recommended minimum testing program

which 18 followed by some of the representative tests that

may be uged,

Grade Level Type of Test

K-1 Reading Readiness



Grade Level {continued) Type of Test

S-4 School Aptitude
Achievement Battery

67 School Aptitude
Achievement Battery

8-9 School Aptitude
Vocational Interest

Reading Readilness Tests

Studies have shown that factors other than mental age
should be considered in determining the child's readiness
to learn to read as well as in dlscovering types of in-
struction most needed by him. To galn the needed infor-
mation, one or more of the following reading readiness
tests should be utilized with one or more of the listed
mental tests for kindergarten and early first grade.
Gates Readlng Readiness Tests, published by the Bureau of

Publications, Teachers College, Columbia University,

New York, tests the child's ability to follow di-

rections, to distinguish between printed words, to

distinguish between sounds in worde, and to identify
numbers and letters by name.

Metropolitan Readlness Tests, published by the World Book
Co., Yonkers-on-Hudson, New York, test the child's

abllity to see similarities and differences in printed

forms, to reproduce printed forms, to recognize the
meaning of spoken words and sentencee, to understand
the meaning of numbers, and to identify meanings
described orally.

Monroe Reading Aptitude Tests, published by Houghton
Mifflin Co., 2500 Prairie Avenue, Chicago, tests,
among other things, the child's ability to see like-
nesses and differences in printed forms, to control

Library

Central ¥/:* pton College
e rpHan

o Ay
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eye-movements, to reproduce printed forms, to dls~
tingulsh between sounds, to blend sounds, to remember
a story, to articulate correctly and qulckly, %o
recognize the meaning of spoken words, and to use
sentences.

Van Wagenen Reading Readiness Tests, published by the
Educational Test Bureau, Minneapolis, Minn., test the
child's range of information, his ability to see re-
latlionships between ldeas, his ability to remember
and reproduce ideas, his abllity to distingulsh be-
tween printed words, his abllity to remember word
forms, and his spoken vocabulary.

Lee-Clark Reading Readiness Test, published by the Southern
California Book Depository, Hollywood, Calif., tests
only the child's ability to distinguish between print-
ed letters and printed words.

Classification Test for Beginning Resders, by Stone and
Grover, and published by the Webster Publishing Co.,
8t. Louls, Mo., tests the child's abillity to dis-
tinguish between printed words.
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Reading Tests

Iowa Sllent Reading Tests, New Editlon (Revised), Elemen-
tary Test, by H. A. Greene and V. H. Kelley. Yonkers,
New York: World Book Company, 1939, Revlsed, 1943.
$1.45 per 25 tests; specimen set, $0.35.

Subtests include rate, comprehension, directed read-
ing, word meaning, paragraph comprehension, sentence
meaning, and location of informatlon, which consists
of alphabetlzing and the use of index. Four forms,
Am, Bm, Cm, and Dm, ylelding comparable results.
Working time, 49 minutes. Raw scores are converted
to standard scores, thus providing a profille in
graphlic form. Rellabllity of the medlan standard
score is reported as .93.

Progressive Reading Tests, by Ernest W. Tiegs and Willis
W. Clark. Los Angeles, California: Callfornla Test
Bureau, 1934-1939. Primary Test, Grades I-III; Ele-
mentary Test, Grades III-VI; Intermedlate Test,
Grades VII-IX; Advanced Test, Grades IX-XIII. $0.90
per 25; specimen set of any one level, $0.25; machine-
scorable answer sheets, $0.02 each.

These reading teste are a part of the corresponding
batteries of the Progressive Achievement Tests, but
are also printed in separate booklets. The Advanced
Battery contains two forms and each of the other
three batteries has three forms. In the machine~
scoring editlion, two forms are avallable for the Ele-
mentary, Intermedlate, and Advanced Tests. There are
two maln divisions, reading vocabulary and reading
comprehension, each of which 1s subdivided into sev-
eral parts. A graphic proflle for each pupll may

be drawn on the cover page of the booklet or on the
answer sheet. Reliabllities of reading vocabulary
and reading comprehension are close to .90 according
to manual of directions. Relliabilities of subtests
are probably not very high., Test has no deflnite time
limits, as 1t 18 intended to measure power rather than
speed. There are public school norms for Grades I-
XIII. (Traxler pp. 70=-73)
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Chicago Reading Tests, by Max D. Engelhart and T. Gwinn
Thurstone and published by the E. M. Hale and Company,
Milwaukee, $1.00 per 25 tests; specimen set, $0.25.

Four booklets: Test A for Grades I and II; Test B for
Grades II, III, and IV; Test C for Grades IV, V, and
VI; and Test D for Grades VI, VII, and VIII. Three
forms each consisting of several parts covering word
meaning, rate, and varlous aspects of comprehension.
Time varies from 31 minutes for Test A to 4% minutes
for Test C. Scores may be interpreted in terms of
grade equlivalents. Authors! rellabillity coefficlents
for the total comprehension-score range from .85 to

+99.
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Mentel Tests for Kindergarten and Early First Grade

The first two tests listed are individuagl tests.

Reviged Stanford-Binet Intelligence Test, published by
Houghton Mifflin Co., Boston. This test should be
given by a person tralned to administer 1t.

Arthur Point Scale of Performance Test, published by C. H.
8toelting and Co., Chiceago.

Pintner-Cunningham Intelligence Tegt, published by the
World Book Co., Yonkers-on-Hudson, New York.

Kuhlmenn-Anderson Intelligence Test, published by Edu-
cational Test Bureau, Minnespolis, Minn.

Cole-Vincent Test for 8chool Entrants, published by Bureau
of Educational Measures and Standards, State Teachers
College, Emporia, Kansas.

Detrolt First Grade Intelligence Test, published by the
World Book Co., Yonkers~on-Hudeon, New York.

Dearborn First Grade Test of Intelligence, published by
Educational Test Bureau, Minneapolis, Minn.
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Aptitude Tests

A minimum program for evaluating intelligence would
be one test which affords one score. Such & test would
be the famlliar test of general intelligence, usually re-
quliring asbout a helf hour to administer. Many tests of
this type are avallable. The more well-known include the
following:

Otis Group Intelligence Tests, publlished by the World Book
Company, 2126 Prairie Avenue, Chicago, Ill.

Terman-McNemar Test of Mental Ability, published by the
World Book Company, 2126 Prairie Avenue, Chicago, Ill.

Kuhlman-Anderson Intelligence Tests, published by the

Educational Test Buresu, 720 Washlngton Avenue, S.E.,
Minneapolis.

Henman-Nelson Test of Mental Abllity, published by Houghton
Mifflin Company, 2500 Prairie Avenue, Chicago.

As yet no single battery of tests 1s avallable to
measure all phases of intelligence; however, the following
are of the multiple score variety.

American Council on Education Psychological Exsmination,
by L. L. Thurstone and Thelma Gwinn Thurstone.
Washington, D. C.: American Council on Educatlon,
1924-1944, High-school edition, $0.05 per copy,
speclmen set, $0.25; answer sheets, $0.02 each.

The test has four parts: completion, arithmetic,
anslogles, and opposites. Working time for later
editions, 35 minutes, but directions and practlce
exercises will extend the tlme to a full 50 minutes.

California Test of Mental Maturity, by Ellzabeth T. Sulli-
van, Willis W. Clark, and Ernest W. Tiegs.



Los Angeles: California Test Bureau, 1936-1939.
$1.40 per 25 coples of the regular edltion, which
requires approximately two c¢lass periods for ad-
ministration; $0.90 per 25 copies of the short form,
which can be administered within one class period;
$0.02 per machine-scorable answer sheet; $0.25 per
epecimen set of any one editlon at any one level.

Includes four maln parts: memory, spatisl relation-
ships, reasoning, and vocabulary, each of which con-
talns a number of subtests. Yields three intelli-
gence quotlients: an I.Q. for language factors, non-
language factors, and the usual type of I.Q. based

on total scores. Five levels: Kindergarten-Grade I;
Grades I-I1I; Grades IV-VIII; Grades VII-X; Grade
IX~-adults. Reliability of regular edltion, advanced
battery, as reported by authors: total mental factors,
.96; languege factors, .95; non-language factors, .94,

Henmon-Nelson Tests of Mental Ability, High School Exam-

ination, by V. A. C. Henmon and M. J., Nelson. Boston:
Houghton Mifflin Compeny, 1929: $0.81 per 25 tests.

Contains 90 multiple-~cholce items including both lin-
quistic and quantitative material. Working time, 30
minutes. BScoring is rapld. Responses are scored on
& separate answer sheet rather than on the test book-
let. Desligned for Grades VII-XII. Yields raw score,
mental age, and I.Q.

Kuhlmann-Anderson Intellligence Tests, by F. Kuhlmann and

Ohio

Rose G. Anderson. Minneapolis: Educational Test
Bureau, 1940 (Fifth edition). $1.25 per 25 tests:
instructional manual, $0.40; specimen set, $0.50.

Consists of nine overlapping batterlies, covering the
age range from Grade I to adult. Working time varies
from about half an hour to an hour depending on the
level. More time 1s requlred for adminiatration of
test to younger children than to older ones. One
form. The highest battery, Grades IX-Maturlty, 1s
suitable for use in the high school.

State University Psychologlcal Test, Form 22, by
Herbert A. Toops. Columbus: Ohlo 8tate University,
1937. Test blanks with inserted answer pad, 10 cents
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each; additional answer pads, $0.06 each.

A group test of abllity to think, requiring about two
hours of working time. Includes three subtests, some-
opposites, analogles, and paragraph comprehension.

The booklets may be used repeatedly, since the sub-
Jeet indicates hls responses by punching holes in
appropriate squares on an answer pad. Easy scoring.
There are publlc norms for Grades IX-XII. Designed
for secondary schools and colleges.

Otls Quick-8coring Mental Ablility Testa, by Arthur 8. Otis.
Yonkers: World Book Company, 1938. Alpha Test, Grades
I-IV, Forms A and B, $1.25 per package of 25; Beta
Test, Grades IV-IX, Forms A and B, $0.95 per 25, Forms
Cm and Dm, $1.05 per 25; Gamma Test, high schools and
colleges, Forms Am and Bm, $1.05 per 25, Forms C and
D, $0.95 per 25; Specimen set, Alpha, $0.25, Beta or
Gamma, $0.20.

One of the newer tests that 1s very easlly and quickly
administered and scored. Yields an I.Q. that 1s
closely comparable with the I.Q. secured with the
older Otis Self-Administering Test of -Mental Ability.
Contains 80 multiple-response items. Working time,

30 minutes, except Alpha, 20 minutes. May be scored
with a stencll or machine.

Otis Self-Administering Test of Mental Abllity, by Arthur
8. Otis. Yonkers: World Book Company, 1922. Inter-
mediate Examination, Grades IV-IX; Higher Examination,
Grades IX-XII and college. $0.90 per package of 25;
specimen set, $0.30.

One of the most widely used group intelligence tests.
Administration and scoring very simple; provides men-
tal age and I.Q. Consists of 756 items, most of which
are verbal, although there 1s some numerical and
spatial materlgl in the teat. Working time, 30 mln-
utes. Publishers reports relliability coefficlents of
.95 for Intermediate Examination, and .92 for Higher
Examination.

Pintner General Abllity Tests: Verbal Series, by Rudolph
Pintner, Bess V. Cunningham, and Walter N. Durost.
Yonkers: World Book Company, 1939. Pintner-
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Cunningham Primary Test, Kindergarten-Grade II, $1.25
per 25, specimen set, $0.20; Pintner-Durost Elemen-
tary Test, Grades II-IV, Scale 1, $1.50 per 25, Scale
2, $1.35 per 25, specimen set, $0.35; Pintner Inter-
mediate Test, Grades IV-IX, $1.40 per 25, apecimen
set, $0.30; Pintner Advanced Test, Grade IX and above,
$1.40 per 25, speclmen set, $0.30.

Four levels, two forms. One of the newer batterles

of mental teats, apparently carefully constructed and
standardlzed on large population. Results are ex-
preesed 1in terms of standard scores, mental ages, and
I.Q.'a. Administering time varles from 25 mlnutes for
primary battery, to 55 mlnutes for advanced test.
Rellgblllty according to publlsherts catalog, .90 to
.97. Correlation of .87 with Otis Group Intelligence
Scale.

Revliged Stanford-Blnet Scale, by Lewls M. Terman and Maud
A. Merrill. Boston: Houghton Mifflin Company, 1937.
2.20 per 25 booklets; box of supplementary materials,
9.00; Directlons for Administering, $1.45.

A revision of the most widely used individusgl intelll-
gence scele, May be used from age two to superior
adult level. 8Should be admlnistered, scored, and
interpreted only by persons tralned in the use of thils
particular scale. The results of the test may be ex-
preased in mental ages, I.Q.'s, or standard scores.
The authors report that the rellabllity values range
from .98 for sublects below 70 1.Q. to approximately
.90 for subjects above 130 I.Q. Terman and Merrill's
book, Measuring Intelligence,l includes a very com-
plete manual of directions for the test. This book,
which costs $2.60, should be 1n the possesslion of
anyone who plans to adminlster the test. 8ee Buros
1940, Mental Measurements Yearbook,? pages 242-244,
for extenslve bibllography of studles of 1916 and 1937

revision.
1. Terman, Lewls M., and Merrlll, Maude A. Measurin
Intelligence. Boston: Houghton Mifflin Company, 1936.
pPp. X~319.

2. Buros, Oscar K. The Nineteen Forty Mental Measurements
Yearbook. Highland Park, New Jersey: The Mental
Meagurements Yearbook, 1941. pp. xx111-647.
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Achlievement Test Batteries for the Elementary School

The achlievement tests for the elementary school may
be divided into two general types: tests ln whlch one
battery is intended to serve throughout practically the
whole range of the elementary school grades, and tests
conslsting of overlapping batterles for different grade
levels. The Modern School Achlevement Tests, deslgned for
Grades 2~9, illustrate the first type, while three well-
known achievement tests-~-the Stanford, the Metropolitan,
and the Progressive--represent the second type. The
annotated 1list as glven above is listed in the following:

Modern School Achievement Tests, by Arthur I. Gates, Paul
R. Mort, Percival M. Symonds, Ralph B. Spence, Gerald
3. Graig, De Forest 8tull, Roy Hatch, Amy I. Shaw,
and Laura B. Krieger. New York: Bureau of Publica-
tions, Teachers College, Columbla University, 1931.
Complete battery $8.20 per 100; short form: Skill
Sublecte test booklet, $5.70 per 100; specimen set,
$0.20 for complete battery or short form.

One battery, two forms, designed to test reading com-
prehension, reading speed, arithmetic computation,
arithmetic reasoning, spelling, health knowledge,
language usage, history and civics, geography, and
elementary sclence. Testing time 176 minutes divided
into four sittings. Raw scores are translated into
age and grade norme and may be graphed in profille
form. According to manual of directions, range of
reliabllity of individual tests for a single grade 1is
.67 to .96 with most of reliabllities over .895; re-
liability of entire battery 1ls .84 to .97.

Stanford Achlevement Tests, by Truman L. Kelley, Glles M.
Ruch, and Lewis M. Terman. (World Book Company, 2126



Prairie Avenue, Chicago 16) Primary battery for
Grades II and III, $1.20 per 25 tests; specimen set,
$0.25; Intermedlate complete battery for Grades IV-
VI, $2.40 for 25 tests; specimen set, $0.45; partial
battery, $1.80 per 25 tests; specimen set, $0.35;
Advanced complete battery, $2.40 per 25 tests; speci-
men set, $0.45;: partial battery, $1.80 per 25 tests;
gspecimen set, $0.35. '

Primary battery tests paragraph meaning, word meaning,
spelling, arithmetic reasoning, and arithmetic com~
putation; working time about 50 minutes

Intermedlate and Advanced complete batterlies test
paragraph meaning, word meaning, language usage,
arithmetic reasoning, arithmetic computation, 1lit-
erature, soclal atudles I, soclal studies II, ele~
mentary sclence, and spelling; working time about
150 milnutes.

The Intermediate and Advanced partial batteries in-
clude paragraph meaning, word meaning, language usage,
arithmetlic reasoning, arithmetic computation, and
spelling; working time about 110 minutes.

These teasts are a revislon of the New S8tanford tests,
Forme V, W, X, ¥, and Z. There are five forms ln the
new series, D, E, F, G, and H. Raw scores are changed
to equated scores which render the different parts
comparable. The scores may be graphed in a profile
form and the corresponding age and grade equivalents
identified., The Educational Records Bureau has inde-
pendent-gchool percentlle norms for the Stanford test.
Traxier p. 22-28.

Metropolitan Achievement Tests (Revised), by Richard D.

Allen, Harold H. Bixler, William L. Connor, Frederick
B. Graham, and Gertrude H. Hildreth. Yonkers, New
York: World Book Company, 1932-1940. Primary I
battery for Grade I, $1.30 per 25 tests; specimen set,
$0.25; Primary II battery for Grade II, $1.40 for 25
tests; specimen set, $0.25; Primary III battery for
Grade III, $§1.75 for 256 tests; specimen set, $0.30.
Intermediate battery for Grades IV, V, and VI; com-
plete, $2.40 for 25 tests; specimen set, $0.35;
partisl, $1.80 for 25 tests; specimen set, $0.30.
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Advanced battery for Grades VII and VIII: complete,
$2.40 for 25 tests; specimen set $0.35; partial,
$1.80 for 25 tests; specimen set $0.30.

Primary I battery test word and phrase recognition,
word meaning, and numbers; administering time, 60
minutes.

Primary II battery test reading, vocabulary, arith-
metic fundamentals, arithmetic problems, and spelling;
administering time, 70 minutes.

Primary III battery tests reading, vocabulary, arith-
metic fundamentals, arithmetic problems, language,
and spelling; administering time, 95 minutes.

Intermediate complete battery tests reading, vocab-
ulary, arithmetiec fundamentals, arithmetic problems,
English, literature, history, geography, and spelling;
administering time, 3 hours and 40 minutes. ILitera-
ture, history, and geography are omitted from the
partial battery, for which the administering time is
2 hours and 40 minutes.

Advanced battery contains the same kinds of tests as
intermediate battery. Administering time is 4% hours
for complete advanced battery and 2 hours and
minutes for partial battery.

Each of the primary batteries is available in three
forms: A, B, and C; the intermediate and advanced
batteries may be obtained in five forms: A, B, C, D,
and E. BResults are expressed in standard scores and
public school grade equivalents, which may be graphed
to form a profile of strengths and weaknesses in the
different subjects.

The reading and arithmetic tests may be obtalned in
separate booklets at the primary, intermediate, and
advanced levels.

Progressive Achievement Tests, by Ernest W. Tiegs and

Willis W. Clark. Los Angeles: California Test Bureau,
1933-1938. Primary battery for Grades I-III, $1.10
per 25 tests; specimen set, $0.25; Elementary battery
for Grades IV-VI, $1.40 per 25 tests; specimen set,
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$0.25; Intermediate battery for Grades VII-IX, $1.40
for 25 tests; specimen set, $0.25; Advanced battery
gor Grades IX-XIII, $1.75 per 25 tests; specimen set,
0.20.

The Primary, Elementary, and Intermediate batteries
exist in three forms: A, B, and C; the Advanced bat-
tery is available in two forms: A and B. There are
five mein tests in each battery: reading vocabulary,
reading comprehenslion, arithmetic ressoning, arlith-
metic fundamentals, and language. Within the five
tests there 1s a total of nineteen subtests. The
results are translated into age-grade scores and
percentiles. A dlagnostic profile may be prepared
for each pupil. There are percentiles for inde-
pendent-school puplls at the Educatlional Records
Bureau. Time limlts are approximately as follows:
Primary battery, 90 minutes; Elementary battery, 120
minutes; Intermediate battery, 150 minutes; Advanced
battery, 150 minutes. Rellablility at single grade
level as reported by publishers: Primary battery,
total score, .96; Intermediate battery, total, .97;
range for five tests, .89 to .95; Advanced battery,
total, .98; range for flve tests, .88 to .93. Re-
ligbilities of subtests not given but probably con-
siderably lower. The reading, arithmetic, and
language tests are avallable in separate booklets as
well sas 1n single booklet covering entire battery.
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Achlievement Tests~--Elementary School

Iowa Every-Pupil Tests of Basic Skills, by H. F. Spitzer,
Ernest Horn, Maude Mc¢Broom, H. A. Greene, and E. F.
Lindquist. (Houghton Mifflin Company, 2500 Prairie
Avenue, Chicago 16) Test A, Silent Reading Compre-
hension; Test B, Work-8tudy Skills; Test C, Baslc
Language 8kills; Test D, Basic Arithmetic Skills.
Elementary battery for Grades III-V, $1.25 per 25
booklets of any test; complete battery, $4.00; Ad~-
vanced battery for Grades VI-VIII, $1.35 per 25
booklets of eny test; complete battery, $4.25.

Test A: Elementary battery--reading comprehension
and vocabulary; Advanced battery--paragraph compre-
henslon, detalls, organization, total meaning, total
reading comprehension, and vocabulary.

Test B: Elementary battery--map reading, use of
references, use of index, use of dictionary, and
alphabetization; Advanced battery--comprehension of
maps, references, use of index, use of dictionary,
and reading graphs, charts, and tables.

Test C: Elementary bgttery--~punctuation, capiteli-
zatlon, usage, spelling, and sentence sense; advanced
battery simllar to the elementary battery with omis-
slon of test of sentence sense.

Test D: Elementary battery, Part I, vocabulary and
fundamental knowledge; Part II, computational skiil
in whole numbers, fractions, and decimels; Part III,
solution of problems. Advanced battery similar to
elementary except for Part II which includes whole
numbers, fractions, percentage, decimals, and de-
nominate numbers.

Working time: Elementary battery: Test A, 44 minutes;
Test B, 44 minutes; Teat C, 51 minutes; Test D, 80
minutes. Results may be graphed to show profile of
strengths and weaknesses. There 1s an extensive
manual for administration and interpretation. No
rellability or valldity are given in the manual,



Observation Through Inventory

The good teacher must cultivate an impersonal and
tolerant attitude toward the children she 1s observing,
forgetting those personal prejudlices and inferences which
might color an otherwise objlective record of actual be-
havior. A prejudiced teacher, who sees only what she wants
to see and therefore records a blased observation, will
make little progrese in the study of children and will con-
tribute little to the guidance program. Since observation
ls subjlective, 1t 1s necessarily affected to some degree
by the personal equation of the observer; however, train-
ing and directed practice in observation wlll enable teach-
ers to minimlze the personal bilas.

A skllled teacher knows what to observe, After a
teacher becomes aware of and sensitive to the multiplielty
of symptoms a pupll manifests every hour of the school day,
she 1s confronted with the problem of evaluating those
symptoms in order to differentiate normal behavior from
maladjusted behavior. All pupils on occasion exhibit some
maladjusted symptoms but maladjusted pupils are those who
have become habituated to incorrect ways of responding and
always resort to emotional or unsocial modes of behavior

when difflicult problems confront them. Observatlion as a
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method of studying children 1s valuable because the pupll
does not realize that he 1s belng studled, and his be-
havior is consequentiy completely natural, in both simple
and complex sltuations. The teacher may examine the
pupil's normal, uninhibited responses under these con-
ditlons, and thus obtaln accurate data on the nature and
effectiveness of the pupll's integration of his menteal,
physical, emotlonal, and social life. At all times during
the school day the teacher has an opportunity to observe
her pupils-~1n the classroom, the halls, the gymnaslium, the
playground.

Teachers should be asslsted by psychologists, psychi-
striests, soclal workers, and welfare agencles in rehabll-
itating thoee pupils whose problems are of so serious a
nature that the teacher 1s not equipped to solve them. If
these speclallsts are not attached to the local school
staff, their assistance must be obtained from the clty,
county, or state.

The school should, however, accept responsibility for
a program of prevention. Preventlion rather than cure 1is
the fundamental aspect of child study that every school
must be prepared to promote.

A program of prevention ls based on two necesslties:
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(1) early recognition of disabilities or their symptoms,
and (2) the use of school practices which promote learning
and normal adjustment. The wholesome school environment

is one in which scholastlic failure and maladjustment are

the exception.1

The followling inventories may be helpful in objective

evaluation of the ehild.

1. Tgrgerson, Theodore L., Studying Children, pp. 50-%51,
76=77.



Date

BEHAVIOR INVENTORIES

School

Observer Grade

Check: BSymptom or disability apparent frequently (X)

12.

13.

SCHOLARSHIP
Work Hablts

Unable to plan and outline
Budgets time inefficlently
Short interest span

Does not concentrate on work

Study Skills

Very slow reader

Falls to comprehend text
Inefficlent use of an index
Unable to read maps and graphs
Inefficlent use of the library
Inefficient use of the dletionary

Speaking Vocabulary

Very limited vocabulary
Achlevement
Below average in subjects
Failing in subjects
READING

8ight Vocabulary

Faulty word recognition
Repeats words

Miscalls words

Guesses at words
Confuses letters
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6. Confuses letters

7. Adds words

8. Sklps words

9. Faulty mastery of basic skills

11

Word Analysis

10, Mispronounces words

1l. Unable to sound letters
12. Will not try hard words
1l3. Reverses letters

1l4. Reverses syllables

15, Reverses words

|

Meaning Vocabulary

16. Inadequate meaning vocabulary

Comprehension

17, Cannot recall what he reads
18. Faulty comprehension

19. Does not like to read

20. Phrases 1lnadequately

Rate

2l. A word reader
22. Reads too slowly

SPELLING

l. Addition of letters
2. Omission of letters
3. Bubstitution of letters
4, Transposition of letters

ARITHMETIC
Deficlent in: S8kills
l. Number facts

2. Column addition
3. Carrylng end borrowing
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15.
16.
17.
18.
19.

|

|

20.

]

22.

23.

[

Two-and three-place multipllers
Long Divislon
Reading and writing numbers

Fractions

Addition of fractions
Subtraction of fractions
Multiplication of fractlions
Diviegion of fractions
Proper fractions

Improper fractions

Mixed numbers

Reduction of fractions

Declmals
Addition of decimals
Subtraction of decimals
Multiplication of declimals
Divislon of decimals
Reading and writing decimals
Percentage
Problems 1n percentage
Expressing declmals as per cents
Expressing per cents as declimals
Problems

Written problems

VISION
Aculty Far Point
Unable to see blackboard distinetly
Holds book too close to eyes
Holds head too close to desk
Aculty Near Point

Confuses words and letters
Holds head on one side
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18.
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13.

14.
15.
16.
17.
18.
19.

Covers one eye when he reads
Frowns when he reads

Discomfort

Has inflamed, swollen eyellds
Has inflemed eyeballs

Has dlscharge from eyes

Pain in and about the eyes
Pain at the back of the neck
Has headaches after reading or movies
Eyes are sensltive to light
Eyes tire when reading
Unwillllng to wear his glasses
One eye turns in (squint)
Eyes tremble or twitch

HEARING
Aculty

Questlons must be repeated
Imitates other puplls
Seems confused

Daydreams

Faulty epeech
Unintelligible speech
Speaks 1n a monotone

Volce too loud or too soft
Symbollic geetures in lieu of words
Language handicap

Listens very intently
Ignores verbal directlons
Reads lips-—-watches faces

Ear Trouble

Spells of dizziness

Nolses 1in the ears

Excess of wax 1ln ears
Discharge from ears
Earaches or mastold pains
Previous mastold operation

8l
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24.

25.
26.
27.
28,
29,
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1.
2.

HEALTH
Physical Development

Obese, overwelght

Thin, underweight
Excessive height
Retarded stature

Mouth breather

Frequent severe colds
Frequent sore throat
Chronic cough

Poor teeth

Sore gums

Swollen ¥glands" in the neck
Dry, scely skin
Protruding eye-bealls
Frequent ltching
Convulsions, fits

Blank spells

Fainting spells

Nervous mannerisms, tles
Puffiness of eyes and face
Swollen hands or feet
S8allow complexion
Listless, tired

Falls zsleep 1n school

Frequent absence due to illness

Handiceaps

Faulty posture

Awkward galt

Crippled

Partlally paralyzed

Has had scarlet fever

Has had rheumatlic fever

Not immunized agalnst dlsease

SOCIAL BEHAVIOR
Aggressive

Angers easlly
Temper tantrums
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Uncooperative

Sex irregularities
Uncentrolled bladder or bowels
Enuresis (Bed wetting)
Truancy, unexcused absences
Cheats

Resents correction
Destructive

Overcritlical of others
Irresponsible

Impudent, defiant
Quarrelsome

Cruel to animals

Irritable

Belligerent, bossy

Bully

Vindictive

Steals

Dishonest, untruthful
Marked change in personality
Negativistic

Runs away from home

Seeks attention

Recesslve

Overconsclentious
Emotionally inadequate
Overexuberant

Whiner

Pessimistic

Suspleclous

Plays by himgelf

Avolds others, unfriendly
Shunned by others
Over-religlous

Daydreams, preoccupled
Plays wlth younger children
Physlcal coward

Selfish

FPeigns lllness

Too submlsslve

Depressed

Overdependent

Sullen



Nervous tenslons, tics
Bites fingernails
Fearful, timid, shy
Worrles

Jealous

Cries easlly



SPEECH INVENTORY

Date Grade Teacher
School City or County Student
Check: Symptom or disablility apparent frequently (X)
Vocal
1. Remalns silent, when he otherwlse would talk, be-
cause of his speech handicap
2. Speaks too loudly
3. Has to be reminded frequently to speak louder
4. Quality of hls volce annoying
5. Volce lacks varlety
6. Inflections of volice are tiresomely repetitious
7. Volce suggests a person of different age or sex
8. Volce differs from what 1ls expected from that in-
dividual
Articulatory
9. Bpeaks too slowly
10. Speaks too rapldly
1l. Omits or slides over sounds
12. Adds superfluous sounds
13. Substitutes one standard Engllsh sound for another
14, Substitutes an unusual sound for a standard English
sound
15, Difficult to understand hls pronunciation of cer-
taln words
16. Clumsy sapeech
17. Speech requires undue effort
18. Attentlion 1s called to how he is saylng something
rather than to what he 1s saylng
19. Speech 1s accompanlied by distractlve movements of
the lips or tongue
Rhythmic
20. Speech 18 blocked at times
21. Speech 1s blocked by stopplng the alr flow

22,

S8peech 1s blocked by restricting movements of the
tongue or lips
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23,
24,

25.
26.
27.

|

28.
29.
30.

Sl.

Repeats certaln sounds unnecessarily
Distracting movements of head, face, shoulders,
hands, etc., during speech block

Linguistic

Shows dlfficulty in understanding siample oral
directions

Has difficulty in understanding simple written
directions

The words beilng clear, 1t is difficult to under-
stand the meaning of his thoughts

Has difficulty in recalling names of common oblects
Resorts to signs and gestures to express his wants
Has difficulty in recognizing simple words when
spelled for him orally

Has difficulty in learning to read, write or spell
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DEVELOPMENTAL INVENTORY OF BACKGROUND FACTORS

Name Grade Age Date

Teacher City School

Check the statements which apply to this pupil. Use O if
you d¢ hot know.

School
Readiness

l. Entered the first grade when he was five years old
or younger

2. Reading readiness test score below average at the
beginning of the first grade

3. A mental age of 5 years and & months or lower at the
beginning of first grade

4. Underage mentally for present grade

5. Underage educationally for present grade

6. Present curriculum too difficult

7. Present curriculum too easy

LT

Scholarship

8. Repeated rade
9. Scholarsﬁip difficulty started in the grade
10. Reading difficulty started in the grade

Teacher-Pupil Relatlonship

11. Present teacher-pupil relationship unwholesome
12. Unwholesome teacher-pupil relationship in the
grade

Pupil-School Relationshilp

13. Disliked school since the grade

14. A disciplinary problem since the grade

15. Irregular school attendance since the grade
16. Truant in the grads

|
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Personal

Physical

17. Premature birth

18. Suffered birth inJjury

19. Walked slone at 24 months or later
20. Learned to talk at 42 months or later
21. Retarded physical growth

22. Accelerated physical growth

23. Abnormally tall ( ) or short ( )
24. Abnormally obese ( ) or thin ( )
25. Faulty motor coordination

Health

26. Impalred health during infancy
27. Chronic dlsease of

Health Hablts

28. Sleeping habits difficult to establish
29. Food hablts difficult to establish

30. Tollet hablits difficult to establish
3l. Dlet 1s unbalanced

32. Appetite 1s poor

i

)

Ad Justment

33. Overaggressive behavior started in the grade
34, Submlssive behavior started in the grade
35, Defectlve speech started in the grade



Although a great deal of background information can be
obtained from the student's autobiography, it 1s necessary
for the teacher to visit the home and interview the parents
if adequate evaluation takes place. Pertinent information
on parental relationships, child training, parent-child
relationships, child-~to~child relationships, and soclio-
economlc status are perhaps best secured from home visits.

The following sample of an autoblography form and the
home environment inventory are suggestive of adequate in-

formation desirable in the elementary school guldance pro-

gram.
HOME ENVIRONMENT INVERTORY

Date Grade Teacher

School City or County Student

Check the statements which apply. Use O if you do not
know.

Parental Relatlionship

1. Parents are incompatible

2. Parents quarrel

3., The home 1s broken

4, One or more relatives live 1in the home

Child Training

5. Parents disagree on methods of c¢child training
Parents dominate the child
. Parents are inconsistent in disciplining the child

~3®
*
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8.
9I
10.
11.

i

12.
13.
14.
15.
16.

|

|

|

18.

19.

20,

|

2l.
22.

23.

24.

25,

26,
27,
28.
29.

30.
31.
32.
53
4.

|

|

Parents are too severe 1n their disclpline
Parente are overlindulgent or oversolicltous
Parente are neglectful

The chlld's spending money 1s lnadequate or ex-

ceagslve

The child's lelsure time 1s unsupervised

The child has no home dutles or responsibilities
The child's diet 1is unbalanced

The child's food habits are undesirable

The child's rest 1s 1lnadequate

Parent-child Relationship

The parents relect the child

The father
problen
The father
future

The father
career

The father
catlon

The mother
future

The mother
problem
The mother
career

The mother
cation

seems unconcerned about the child's
seems unconcerned about the child's
dlsapproves of the child's cholce of a
shows no concern for the child's edu-
seems unconcerned about the child's
geems unconcerned about the child's
dlisapproves of the child!s cholce of a

showg no concern for the chlild's edu-

Child-to-child Relationship

The children are quarrelsome in the home

The child 1s Jealous of & sibling

The chlld i1s an only child

The child has too few contacts with other children

Soclo~Economic Status

The parents do not spesk English

The parente have few 1f any cultural interests
The parents do not read to the children

The parents do not use the public library

There are no worthwhille books or magazines in the

home
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39.
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There are no booke for chlldren in the home

The
The
The
The
The
The

father tends to be shiftless
mother tends to be shiftless
famlly l1s lnsecure economlcally
home 1s inadequate

neilghborhood 1s undesirable
companions are undesirable

Playgrounds are lacking or unsupervised

The

home-community relationshlp 1s unwholesome

22



I.

II.

AUTOBIOGRAPHY FORM
My Autoblography
First Facts About Myself:

My name is: last name middle name

first name . My address 1s .
I was born in the year on the day of

at . I 1ive 1n open country, village,

town, (underscore). This has been my home for
years. Besides my birthplace, I have lived in these
places: . My family lived in
for ~before I was born. I have
vislted these places: .

My Family:

My father's name 1s . He 1s years old.
My father's name was . He was years
old. He dled ears ago. He was born 1in
. He has lived here years. He com-
pleted rades 1n the elementary school;
years 1n high school; years in college;
years 1in . Hls present occupation is .
He has also peen & . He attends the
church of which he is (is not) a member.
¥y mother's maiden name was . Bhe is
years old. She died years ago. She was
years old. She was born 1n , and ghe also
lived in or near before I was born. She
completed grades 1n the elementary school;
years in high school; years in college;
Years 1in_ . ©She attends the "
church of which she 1s (is not) a member. I have
brothers and sisters. I am glving these facts
about those who have left school: Name s
age , grade reached , occupation ’
living in clty, town, or country . Married?
. These are now in school or college: name of
8Chool , h&ame , age ’
grade . These havVe not yet entered: name

home are .
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IIT.

Iv.

Qur Home:

We own {do not own) the home in which we live. We
own (rent) acres of land. The chief crops on

our farm are . We have_ __

car {(s), truck (s), head of stock. 1
am allowed to drive the « I live a dls~
tance of from school and reach it by .

Our home 18 of brick: frame, painted; frame, un—
painted; logs, other, It 1s heated by

lighted by . We have (have not) ru nning

water. We get water from a . We have
rooms. These include a (no) living-room, {no)

Pathroom, and bedrooms. I sleep alone, or with

. We have the following conveniences in

our home: washing, ironing, sewing machines; outside
help in cleaning, ocoocking, washing, 1ron1ng, nursing
{(underscore). We have about books in our home.
We take these magazines and papers:
. We have these musical instruments in

our home: .
Home dutles: My regular dutles each day or week, at

home are .
My occaslonal dutles are .

My Education Thus Far and Plans for More:

I was years old when I started to school. I at-
tended (did not attend) kindergarten. I began in the
rade and I have repeated the grades and
skipped the rades. 1 have attended the follow-
ing schools: (Give name and location of schools. If
doubtf?l glve what you think with question mark in
front.
We had teachers. 1 attended months. 1

finlshed . The grades were . As a
rule I spend hours at home studying my lessons.,
I should llke to stay in school through the___ grade,
and then take years in . I am plan-
ning to stay 1in school through the rade, and
then teke years 1in My parents would
like me to stay in school through the grade, and
then take years in . T have earned
money in these ways: Kind of work M &

earned about ; the date of thls was
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V. What I Like--My Interests:

VI.

VII.

When I have time of my own these are the things I

like to do: .

I 1llke best these kinds of readings:___
» The studies I like best are

these: .

My Future Occupatlon-~Occupational Preferences:

The occupations in which I am somewhat interested for
myself, are: first cholce , Becond cholce
, third choice « The edu-

catlion needed for each cholce (report for each

choice) takes high school years, college

years, business or professional tralnlng
years. My father would 1like me to be g .
My mother would llke me to be g .

Group Contacts:

I have belonged or do belong to these clubs, teams,

or socletles: name of club s years_ ,
number in group , office held .
I attend ___church of the

denomination regularly (irregularly) every .
I am {am not) a member. Our church 1s miles

from home, I do {do not) belong to thé young
people's soclety of the church., I attend 1t regu-

larly {irregularly). I take part in 1t by
. When I finish school, I should like

to live in the country (a town) (a clty) because
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Interviewlng

In some schoole, teachers have a certaln number of
1ndividual conferences with each pupll in the rom. In
other schools, she holds conferences with only those
pupils who present some partlicular difficulty. It is
suggested here that every elementary teacher in self-
contained classrooms hold at least one individual con-
ference each semester with each pupll, regardless of his
evident problems, and perhaps a number of conferences
with those who present particular difficulties. Thease
are 1n addltlon to the conferences which are held at the
request of the puplils. It 1s important that each class~
room teacher accept indlvidual counseling as an indla-
pensable technlque of their jJobs.

It 1s easy to tell the teacher that she should hold
conferences with her puplls. It 1s another matter to tell
her how to handle these interviewa. The technique of the
counseling interview has been pretty well standardilzed.
How to begin 1t will depend on whether 1t 1s inltlated by
the pupil or by the teacher. It 1s one thing to answer
& pupll's questions when he wants help, and 1t 1s another
to lead up to a problem for which he has been summoned,

whether or not he 1s aware of the problem. It 1s generally



agreed that rapport 1s the big problem in the latter case,
The following list of suggestlons may be helpful as guldes

in interviewling.

A B C's OF INTERVIEWING

Arrange your office so that there 1s an atmosphere of com-
fort and warmth. A chalir beslde the desk adds to the
informality of the interview and 1s better "form® than
interviewing across a desk.

Be friendly, cordisal, and informal; Just be your natural
self!

Cast asilde completely unfinished tasks lying on your desk,
You can't read your mail with one eye and carry on an
interview with the other.

Do something to put your guest, {the counselee) to ease if
he seems to find initial conversation difficult; i.e.,
introduce a toplc he knows something about or 1s com-
petent in, or help him by coming to the point with a
question such as ¥S8am, what 1s on your mind?"

Exhiblt a keen interest in him and in his problems. This
lg a first step. Just give him simple "acceptance.®
Thlis may be all that he needs and as much as you can
do anyhow,

Find out what he conalders to be important in the slituation;
i.e., his attitudes and his thinking.

Give him ample opportunity to tell his story. Let him talk
freely without interruption if he seems 80 inclined.

Help him to see hls own problem clearly and in proper per-
spective by letting him talk about his situation.
Your ideas for a solution can come later, maybe asev-
eral interviews later.

Inquire concerning the steps he has already taken in solv-
ing his problem.
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Judge his morsal or soclal actions obJectively, if you have
to Judge at all, first, by his own standards and then
if necessary by those of soclety.

Keep a friendly, sympathetlc, and helpful attitude, but
don't assume responsibility for finding a solution to
the counselee's own problem, Just "help him help him-
self.t

Lead the counselee himself to develop a definite plan of
action. Buggest some possible next steps. Asslst him
to choose those most likely to prove helpful, but leave
the declsion to him. It is his 1life and he should have
freedom to make his own cholces.

Mention by title and author a book or other printed material
which might help, 1f such information seems indicated.
Build a library of helpful books.

Name people or community agencies who might have suggestions
to ald him in solving his problems.

Observe any signs of disappointment, dissatisfaction, or
discontent the counselee may reglster during the inter-
view. This may be a cue to his real problem or that
you are helping him solve something that he really
wants to handle in hlis own way.

Pursue the main problem, 1f the counselee so desires, until
you are satlisfied that you have been definitely helpful,
then bring the interview to a close. (Two 40 minute
interviews are usually better than one one-hour and 20
minute interview.)

Quell any desire to sermonize. Do not attempt to act as a
Judge.

Review the steps to be taken before the next interview.

Stimulate thinking by the counselee himself. Encourage him
to develop his own plans. You won't always be there
to do 1t for him. A good counselor like a good doctor
is always trylng to work herself out of a Job and do
Upreventive medicline."
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Take tlme to make notes of the interview for future refer-
ence. Review thls record before the next interview.
If the counselee seems unduly concerned about the note-
taking, postpone 1t untll after the interview.

Utllize all the resources avallable to you to understand the
counselee and his problems as falrly as possible. GCon-
fer with others. Re-check his cumulative record. Give
objective tests.

Value the counselee as a personzality. Let hlm make the de-
cilaslon about returning for a second lnterview himself,
before maklng a definlte appolintment. Leave him free
to take the 1nitlative for further conferences or
interviews.

Withhold 1lnformation about the case from all but those who
are directly concerned. HNever violate a confldence.
This 1s our first professional must.

Expect to meet many problems you can't solve glone. Have
case conferences with other persons of the staff.

Yield to the tralned speciallst in areas outslde your own
fleld and to others who might be helpful, but follow-
up and cooperate. Don't Just refer the person and
atop there. Pass on your lnformation and confer later.

Zealously protect the counselee in his right to continue to
carry the responsibillity for his own problems. He
shou%d have the chance Yto make his own bed and lle 1in
1t.®

1. 8State Board of Education, Department of Vocatlonal Edu-
cation, Salem, QOregon as reproduced from the April 1948
lssue of Work and Tralnlng publlished by the Virginia
State Board of Education as an adaptation of the origl-
nal ABC's of Interviewlng secured from the Institute of
Counsellng, Testing and Guldance, Mlchlgan State College.




OQutline for Msking a Case Btudy Report of a Child

Although i1t is assumed that a teacher is familiar with
each of her students, it is also recognized that her knowl-
edge 18 at times lnsufficient to explain the behavior of a
certain child. Bhe may be aware of all the seemingly ob-
vious factors, but cannot on the basls of this overt be-
havior explaln to those (principal, or parents) interested
in the welfare of the child why he i1s failing to adlust to
a particular situation. It 1s at such times that a teacher
utlilizes a case study.

A case study, which has been carried out in a thorough
and careful manner, may be used to (1) explaln a child's
present behavior, (2) trace a problem to its source, and (3)
usge such information as 1s obtained to gulde and direct the
child's future behavior or adjustment. Briefly stated, it
s a means of gaining an insight into the child's present as
well ag future behavior,

A further value of a case study 1s that it attempts to
explaln the actiong of a ¢hilld as evolving from all that has
happened in the past. It takes into conslderatlon all the
various factors which have at some tlme or other influenced
the chlld, and tries to utilize thls knowledge to explaln
the whole child's emotional, soclilal, physical, and mental

ﬁWTg”
F '
L ,

’ -_‘1

99



development.
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Because 1t 1s felt that every teacher should be famil-

lar with the case study method the followlng ocutline is

glven. One caution is forwarded--collect only that data

which is important.

Case Study OQutline

1. Background Information

A. Physical status of the chilld

1.
2.
S.

age, sex
height, weight
physical defects

a. vlsual

b. audltory

c. adenolds, tonsils or others
d. nervousness

Health history of the child

(History of any 1llness, which may be obtained
from records and which helps understand the
child's present condition)

B. Family

1.

parents

a. age
b. occupation

{1) mother's

2) father's
¢. general health of parents
d. ethnic group
e. education

(1) mother's

(2) fatherts
f. character
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attitude of parents towards the child
(1) acceptance

(2) rejection

(3) affectionate

(4) severe

h. interest 1n school 1ife of child

1. 1interest in future of the chilad

s8iblings

a. number

b. order of birth

¢. brothers and sisters

d. ages

e. education or schoollng

f. resemblances or differences among chilldren

Home and nelghborhood

1.
2.
3.

4.
5.

location of honme
kind and size of home
provision of home for occupants

8.
b.

individual bedrooms
playroom

cultural possiblilities
language spoken in home
play groups of child

Q.

is

companlonship
(1) children--ages
(2) adults

laymates
fl) age, sex, character

clubs

roles played by the child in group

(1) leader--always

(2) follower-—always

(3) alternate roles depending on situation

the famlly accepted by community



D.

School life

l.
2.
3.
4.

S,

grade in school

rank in class

number of chlldren in ¢lass
relatlionship to

a, teacher
b. clasamates

resulte of tests

a. 1intelligence--names and dates
b. achlevement-—-names and dates

participation in school activities
child's school ambition
school history

a. date of entrance

b. age at entrance

¢. adjustment to school 1life
d. fallures

e. regularity of attendance

II. Personal and Soclal Relationships

A.

B.

Parent-child relationship

l. parent!s attitude towards the child
2., ochild!'s attitude towards his parents
a. over-dependence
b. some independence
S8iblings
1. child's attitudes towards siblings
a. Jealousy
b. over-dependence
¢c. non-acceptance
2. attitude of siblings towards the child

a. Jealous
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c.

D.

b. non-acceptance

¢. teaslng, bullylng, helpful

Teacher-child relationship

1.
2,

does chilld like his teacher snd does she like

him?%?
influence of the teacher on the chlld

a. stimulates him
b. makes him self-consclous, 111 at ease
c. accepts or relects her praises and rebukes

Child~child relationship

1.
2.
3.

accepted by other children

cooperates with others

competes with others

interest 1s centered on himself, not others
leader

follower

domineering, bullying, submissive, meek,
easlly lead, very suggestible
solitary--withdrawn

Reactlion to soclal situations

1.
2.

3.

fearful-tends to avold them
aggressive--enters into situation with much
aggression--pushing, loud talk, ete.
prefers adults to c¢hildren

Emotional Behavior

1.
2.
%7

4.

is continually cheerful and happy or depressed
and discontented, sad

reacts emotlionally to restrictions or regula-
tions, to freedom or liberties

indulges in frequent emotional outbursts

a. anger
b. fear
¢. temper tantrums

emotlional maturlity

103



104

a. a8 indlcated by behavior
b. a8 indlcated by tests

III. BSummary
Summary should contaln interpretation of the above

facts plus any additionel information the teacher has
been able to acquire.



PROFILE CHART AS DERIVED FROM CASE STUDY

Case Worker

Case Referred by

Name School

City Date

Grade Sex C.A._
Binet M.A. Binet I.Q.
Verbal I.Q. Non-Verbal I.Q.
Auditory Aculty: L.E. R.E.

Visual Aculty: Blnocular L.E. R.E.

Fusion (N.P.) Coord. (N.P.)

Laterality: Hand Eye
OCccupation: Father Mother
8iblings: (Age) Nationallty

Medical Heport

Reasons for 8tudying This Child:
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CASE STUDY FORM
Btandard Test Results

Elementary Grade
Test Score

Oral Readlng

Silent Reading

Sight Vocabulary

Vocabulary

Reading Rate

Arithmetic C.

Prob. Solving

Language

Spelling

A Descriptive Analysls of the Chlld's Problem:

Descriptive Summary of the Hazardous and Casual Background
Factors:

Therapy-—Recommended or Applied:
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Follow-up

Follow-up 18 a guidance service intended to secure in-
formation about former pupils, and to provide continulng
gervices to puplls after they leave school. Whenever a
pupll moves into a new situation, he needs help and in-
formation both before he moves and after he has arrived.
The guldance program should provide pupils with the needed
information, and help students study themselves in relation
to their new situations. Thls guldance service is also
interested in helping the pupll to meke the best possible
adjustments in his new experience.

The obJectives of follow-up are (1) to evaluate the
school program, (2) to determine needed curricular changes,
and (3) to give additional assistance to "drop-oute’ and
graduates.

It 1s important that the follow-up service be tallor-
mgde for the school, and that the follow-up information is

recorded on the cumulative records.
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Referral Agencies

There are times when the school will be unable to meet
all the problems confronted by its students or parents. It
1s advisable to have at hand a directory of outside referral
agencles to which such cases can be lmmedlately referred.
These egencies may have different names and will offer va-
rious services in different communities; therefore, it is
important that a survey be made to determine the type and
extent of such services in the local community, county, and
state from which your school may derive service.

The followling agencies, with a sampling of services
performed by them, as found in the staté of Washington are
presented here merely for suggestlve purposes.

1. Children
Care of children:

Washington Children's Home Soclety, €516 32nd Ave.
N. E. Seattle. KE 8696

Beattle Children's Home, 2143 9th Ave. W. Seattle
AL 3300

Seattle Pollice Dept., Juvenlle Buresu, 416 Yesler Way,
Seattle., MA 7810

Delinquency and other behavlior problems:

King County Juvenile Court, Probatlion Dept., 200
Broadway, Seattle. 8SE 2800

School Guidance Dept., 810 Dexter Ave,, Seattle.
AL 0900
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Seattle Guidance Clinic, 211 New World Life Bldg.,
Seattle. MA 6083

Medical care of children:

State Dept. of Health, 1412 Smith Tower (provides
hospltal care for crippled children) Seattle. EL 3892

Health and Sanitatlion, Dept. of Health, Public Safety
Bldg., for preschool, parochial school children up to
14; (provides dental care, glasses, nose and ear care,
etc.) Seattle. MA 600 Ext. 362

Curative Work Shop for Spastic Children, 1531 1l4th Ave.,
deattle. EA 1800

Mental or emotlonal difficulties:

School Guidance Dept. (for children in public schools),
810 Dexter Ave., Seattle. AL 0900

Seattle (State) Guidance Clinic (children under 21) 211

New World Life Bldg., Seattle. MA 6083

The Natlional Committee For Mental Hyglene, Inc. 1790
Broadway, New York 19, N.Y. has publlshed a Directory of
Psychlatric Clinics and Related Facilitles for twenty-five

cents which contains referral agencles 1n each of the states,
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Orientation Acotivitles

The teachers engaged in an effectlve guidance program

in a specilflc school would attempt to contact the pupll

prior to his admittance. Some of the activities carried

on during thies orientation process are:

b

2.

Se

Teacheras from Yrecelving" room or school contacts
puplls and teachers in ¥sending" room or school.

Teachers provides needed information to puplls
and cooperates with "eendlng! room or school
representatives in helping pupils plan their
future program.

Teachers in ¥Ysending" room or school pass on
cumulative records and other types of important
information.

Pupils from ¥gendingh room or school spend a day
visiting the "receiving! room or school.

Pupils meet their new counselors and teachers and
learn about the school.

Pupils have an opportunity for individual coun-
seling on problems that develop during the first
semester,

The school begins to collect much information
about the pupills.



Guldance Films

Since projlectors for 16 mm. sound film are now stand-
ard equipment in many elementary schools, prinelpals should
be alert to opportunities to use guidance films in pro-
roting understanding of pupil behavior, problems encoun-
tered by young pecople, and procedures of organizing and
-administering guidance. Fllme such as those listed below
can be used to advantage in educating counselors and
teachers in guldance procedures., Titles of other films
which might be useful in a school!s guldance program can
be checked in the Educational Film Catalog, published
monthly during the college year by the H. W. Wilson Com-
pany, 9560 Universlty Avenue, New York City.

Choosing Your Vocatlion, by Harry D. Kitson. 10

minutes. Sound. Cnicago: Encyclopaedia Britannica
Films, Inc., 1931.

Guidance in Public Schools, by Richard D. Allen. 20
minutes. Sound. Ghicago: Encyclopaedia Britannica
Films, Inc., 1931.

Guidance Problem for School and Home. 18 minutes.
Bound. New York: Buresu of Publications, Teachers
College, Columbia University, 1935.

Helping The Child Accept the Do's. 9 minutes. Sound.
Chicego: Encyclopaedia Britannica Films, Inc.

Helping The Child To Face the Don'ts. © minutes.
Bound. Chicago: Encyclopaedia Britannica Films, Ine.

Learning and Growth. 10 minutes. Bound. Chicago:
Encycilopaedie Britannica Films, Inc.
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11.

12.

112

PRACTICES AND CONDITIONS ESSENTIAL IN AN
EFFECTIVE CHILD STUDY PROGRAM

I

Make Child 8tudy an Integral Part
Of Teaching

Provide time every week for testing, studying records,
interviewing puplils and parents, and visliting home.
Provide remedial instruction for puplls with disablli-
ties in reading, arithmetic, spelling, and other
specific gkillls.

Make use of all avallable means--tests, interviews, home
visits, inventorles, anecdotal records, speclalists--to
locate causes of problems.

Record and analyze each day those symptoms which reveal
problems and disabling factors.

Base instructlional procedures and ourricular assignments
upon a study of cumulative records, case summaries, and
careful dlagnosis.

Determine the proper grade placement for each pupill
through the use of intelligence and achlevement tests,
and adJust asslgnments accordingly.

Locate an area in which the dull child is successful and
allow him to display his achievements in thlis fleld to
the other pupils.

Locate disabillties 1n vision and hearing, and make
proper adjustments in seating.

Maintain a wholesome attitude toward child behavior in
all instructional activities.

II

Establish Permanent Developmental Hlstorles Through
Cumulative Records

Provide for each child a cumulative folder that 1s de-
velopmental, functional, and usable.

File the behavior inventorlies in the pupll's folder to~
gether with the results of tests, interviews, hone
visits, parent conferences, and anecdotal records.

Study the cumulatlive records as a developmental history,
in order to galn a better understanding of the child.



113

III

Employ Administrative and Instructional Practices

13.
14.

15.

16,
17.

18.
19.

20.
21-
22.

23.

24.

25,
26,
27.
28.

29.

30.

Which Promote Child Development

Teach puplls how to study more effectively.

Through observation and analysls, dlscover and point
out pupils! wasteful procedures.

At the time of making an assignment, point out special
difficulties that may be encountered and give sugges-
tlons as to how to meet them,

Help the pupll discover the method of study best sulited
to him.

Instruct puplls in the efflcient use of an index, the
library, and the dletionary.

Teach puplls how to read maps, graphs, charts, etec.
Provide ample opportunities for every child to recelve
wholesome soclal experlences.

Encourage puplls to take part in home-room and audito-
rium programs.

Appolnt every pupll to at least one speclal committee
during a specific period of the achool term.

Provide an adequate extra-curricular program and gulde
the pupll 1in choosing appropriate extra~curricular
activities,

Make use of gptitude tests and speclal 1lnterest in-
ventories to dlscover the pupll's speclal talents and
interests.

Have the offlcers of the various school c¢lubs and extra-
curricular activities outline thelr programs at an
assembly program. Ask the pupll to tell you which
program sounded moat lnteresting and why.

Administer a baslc testing program which will provide a
record of intelligence, achlevement, aptitude, soclal
adjustment, and physlical development for each pupll.
Administer survey achlevement tests annually in the
basic sublects in grades one through eight.

Administer dlesgnostic tests of achlevement as needed.
Administer group intelligence tests at the beginning of
the firat grade and every second or third year there-
after.

Administer aptitude teste 1ln mechanical abllity, cleri-
cal sklllis, vocational pursuits, art, and music in
grades seven through nine and as often as needed in the
high school for individual cases.

Adminigter tests of personality and adjustment to indi-
viduals as needed.



Sl.
32.
3S.

54.
358.

36.
37.
38.

39.
40.

41.

42,
43.

44,
45.
46.
47,

48,
49,

50.
51.

52.
93,
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Encourage flexibility in the grouping of students.
Administer a reading-readiness test, and conduct a
reading-readiness program for those pupils receliving
low scores.

Administer a promotlon policy in the first grade based
on readiness.

Promote democracy through the school.

Allow the pupll to have a part 1n making and enforcing
regulations for the home-room group.

Allow the pupll to particlipate in the student council
organization.

Provide for the periodlc election of officers by the
home-room and club groups.

Take the puplle to vislit the county court, cilty coun-
cll, etec., to observe democratic government in actlon.

v
Establish Teacher-Pupll Rapport

Reflect optimism and friendllness toward puplls.

Be ready to gilve the child due credlt and a word of
encouragement or pralse.

Participate in the pupil's soclal and extra-curricular
activities.

Keep the child's confidence.

Avold the use of ridicule, sarcasm, scolding, or nag-
ging.

Avold domination or *bossiness.®

Reflect fairness and sympathetic understanding.

When a pupll comes to you with hls problems, be a
sympathetic listener without constantly contributing
advice.

Judge all puplls or situations objectively on the basis
of facta, not emotions.

Display sympathetic understanding of pupll needs.

Regard all puplls as equally deserving of advice,
guidance, and recognition.

Extend privileges to all chlldren who earn themn.

Do not make light of a problem which may seem very
important to the child.

Use dilsciplinary measures that are wholesome, con-
structive, and corrective, rather than punitive.
Arrange for a correct response to bring its own reward
so that correct behavior patterns are strengthened and
wrong ones eliminated.



54,
55.

56,
o97.
58.
59.
60.

61.

62,

63.
64.

65.
66.

67.

68.
69.

70.
71.

Make sure that the punishment 1s not an activity to
which the child can attach & pleasant feeling.

Make participation in certaln pleasurable activities
dependent upon improvement in some respect, such as
attitude, cooperation, soclal behavior, etc.

Be ready and willing to tell a pupil he 1s improving,
whether 1t be in scholarship or soclial behavior.

Write personal comments of pralse on some especially
good written work turned in by a pupill.

Inform the pupil!s parents of some particular accom-
plishment of his in such a way that he will learn of 1it.
Commend the pupil in the presence of the principal or
supervising teacher for marked accomplishment.

Make comparisons between the presgent and past achleve-
ment of the pupll and point out specific lmprovements
which he has made.

Accept and encourage constructive criticlsm and sug-
gestions from puplls as to how conditions might be im~
proved.

v
Establish Teacher~Parent and Schoocl-Home Rapport

Promote parent-teacher conferences and home visitations
as a basls for better understanding between the school
and the home,

Invite and urge the parents to vislt the school and to
agk for conferences with the teachers.

Show the parents obJjective evlidence to substantiate your
Judgments of pupils.

Interpret the pupll's scholastic record for the parent.
Call on the parents at home--gometlmes when the child

is present, at other times when he 1s not--to learn all
you can about the parents, the pupll, and the home en-
vironment.

Get acquainted with the problems and the point of view
of the parents in order to learn what understanding they
have of the child's problems.

Reveal to the parents the social problems encountered by
the child.

Help the parents acquire a wholesome attitude toward
success in school.

Make the chilld's health record avallable to the parents.
Through stories of actual cases, show the parents the
relationship between school success and success 1n later
life.
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73.
74.

75.
76,
7.
78.
79.
80.
81.

82.
83.
84‘

88.

86.

87.
88.

89.
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Inform the parents of any speclal talents, aptitudes,
or interests possessed by the child.

Demonstrate to the parents the necessity for the pupil's
regular and punctual school attendance.

Secure the parents! cooperation in encouraging a rea-
sonable amount of home study and proper work habits,
attitudes, and ideals.

Encourage the parents to provide regular home dutles
for the child.

Suggest that the pupll be given a room of his own and
that he be made responsible for keepling 1t 1n order.
Demonstrate to the parents the deslrabllity of requir-
ing the child to perform certaln tasks well each day.
Discuss with the parents the value of tralning the
child for cooperation and responsibility.

Encourage the pupil to help in the home--setting the
table, dusting, wiping dishes, gardening, etc.

Help the parents plan a better social life for their
child.

Urge the parents to permlt and encourage the child to
participate in the school!s social and extra-curricular
activities.

Persuade the parents to send the child to a vacation
camp.

Urge the parents to participate with the child in the
goclal activities of the school.

Urge the parents to spend more time with the chilg,
galn his confldence, and become acquainted with his
problems, interests, needs, desires, and achlevements.
Impress upon the parents the need for and the value of
character-bullding agencies. Urge them to study the
child (or make suggestions on the basis of your own
observations) to learn what community agency can bene-
fit him most, such as scout work, supervised recreation,
hobby c¢lub, etc.

Urge the parents to make use of community services,
such as health clinics of various kinds, free dental
work, behavior clinics, and other speclal agencles.
Point out to parents the 1ll1 effects that specific
home conditions are having on the pupll.

Collect all avallable data on the home environment by
personally visiting the home, conferring with the
visiting teacher, nurse, welfare worker, or any other
persons acqusinted wlth the home conditions.

Explein to the parents the effects that are noticed in
a child's behavior when home conditlions are altered.
Cite specific examples, 1f possible.



90.
9l.

9z.
93.
94.

935.

96.

Show the parents how a child's worries about home con-
ditions affect his behavior outslde the home.

Work out a cooperative plan with the parents to alter
certain home conditions for a certain period of time,
i.e., a month or two, and confer with the parents from
time to time on the results.

Convince the parents that correct eating and sleeping
habits are essentlal to success 1in school.

Explain the advantages of giving the child a room of
his own for privacy and study either during the day

or during the night.

Make a study of the home to determine the cause (s) of
the conflict in relationships within the hone.
Interview the child and attempt to gain insight into
relationships existing in the home between parents,
parents and child {(or children), child and child (or
children).

In conference with the parents, dlscuss the family
sltuation and suggest ways in which the causes of con-
flict may be removed.
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,10.
11.
12.

13.
14,

15.

SUPPLEMENTARY ADMINISTRATIVE PRACTICES AND
CONDITIONS ESSENTIAL IN AN EFFECTIVE
- CHILD STUDY PROGRAM

Consider all pupll records as confldential, and make
them accesslible only to teachers and administrators
engaged in child study.

Before the opening of a new semester, glve teachers an
opportunity to study the folders as a basls for further
testing and dlagnosis.

Provide time for child study by relleving teachers of
the clerical detalls involved.

Sponsor school clubs and parties to encourage soclal
contacts among pupils of different groups.

Arrange for close cooperation between the school and
other soclal groups, such as Boy Bcouts, Girl Scouts,
YMCA, etec.

Have representatives of the various speclal services,
i.e., school psychologist, guldance department, health
service, psycho-~educational clinic, etc. explain to the
teacher their functions and objlectives and how cases
may be referred to them.

Have a qualified person instruct the teachers in the
proper methods of recognizing children who need to be
referred to specialists or speclal agencies for re-
medlal ftreatment.

Organize teachers!' study groups under the direction of

a qualified person to study the problem of selection and

administration of tests and interpretation of test re-
sults.

Provide instruction in the use of the interview as an
effective method of child study.

Provide 1instruction in the technique of effectlive home
visitations.

Provide instruction in the use and interpretation of
anecdotal records.

Point out to teachers the advantages of the case atudy
technique in determining the causes of pupil maladjust-
ment and cite speciflic instances of 1its successful use.
Schedule regular meetings for round-table discussions of
pupil problems,

Promote panel dlscussions by small groups of teachers
for the purpose of studying the technlques and resultes
of completed case studies.

Have the school nurse visit the home, or see the parents
at school, to explain to them the nature of the defects
and the recommended treatment.
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If the parents are financially unable to pay for the
correct treatment for the child, assist them to secure

Provide a thorough medical examination at least once a

Encourage home visltation by provliding relief teachers.
Promote special activities in the school in which the
parents and teachers may cooperate, such as study ¢lubs

Acqualint the parents with the objlectives of the school
and the level of achievement expected of the pupil.
Conduct a ¥go-to-school% night at which parents go
through & typicel school day of their child.

Provide for curricular adjustment or reclassification
of a pupll whenever i1t 1s shown by his achlevement or
by test results that hls grade placement 1s improper

Make puplls responsible for order in the halls, on the

Arrange for school organlizations made up of pupils to
take over or to_observe the functions of city govern-

16,
ald from some community agency or fund.
17.
year.
18.
19.
lectures, and discussions.
20,
21.
22.
for optimum growth and development.
25'
0 rlaygrounds, and in assembly programs,
4,
ment for & day.l
l-

Torgerson, Theodore L. Studyine Children. pp. 216-25,
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