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I. INTRODUCTION

A. General statements

There have been times when the schools presented only con-

crete fact s to the pu~il, and education consisted 1 argely in

the accumulation of knowledge. The pupil was assigned definite

lessons to master and to recite. He was graduated When a know-

ledge of a given number of facts was indicated by his recita-

tions. In recent years there has been a decided shift in edu
1

cational methods. Dr. John Dewey in his "schools of Tomorrow It

has said that the work of the schools should prepare children

for the life they are to lead in the world. Because of the

lack of training in the changing home, it is imperative that the

school take upon itself the task of giving moral training t,o

the children in its care, and of developing correct attitudes,

ideals, and appreciations. There is not much time left in the

already overcrowded curricula of many of our high schools for

attaining these educational objectives, but extracurriculum

activities have proved to be a means of accomplishing these
2

ends. Herbert Hoover in his "Ideals in American Education"

says: !tAs a race we produce a considerable percentaGe of per

eons in each generation Who have the intellectual and moral .

lJohn Dewey, Schools of Tomorrow. (New York: E. P.
Dutton and Son) p. 288

, 2Herbert Hoover, "Ideals in Atnerican Education," Journal
" ,of the National Educational Association. 12:29. March, 1923.

: ~">,: : --., ~ ""',, ':J. ~ ,,'J, J'I• ..... II ••,, '":': .'.. .:-,.. !/..... f :~ .
'" ,J. • •• ', "

• • .' t •••

, . ',' :,,; :::: f··: /..... i'·:. ".:
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qualitie s fot' the moral and intellectual inspiration 01" others,

tor the organization and administration of our gigantic economic

and intellectual machinery, and for invention and creation. I

believe that we lose a, large portion of those who could join

, these ranks because we tail to find them, to train them rightly,

to create character in them, and to inspire them to effort.

Our teachers are necessarily the army 01' inspectors in our na

tion who must find these individuals and Who must stimulate

them forward. 1I

The main objective of education is to develop good citi

zens. The broader concept of education demands that the school

be organized as a society. If people are to become worthy

citizens of a democracy, they must have developed within them

the ,power of self direction and initiative. This training

should come in their early years when desirable habits, atti

tUdes, and ideals are more readily formed. Our efforts must

be directed toward training boys and girls to control them

selves, since in a democracy order and law proceed from within

the individual and cannot be successfully imposed from without.

The school should attempt to utilize to the maximum ad

vant.age the mental, 'physical, and social traits of the child.

ana to guide ~hese traits into the correct channels. No two

people are alike in thes~ traits. It is the business of the

school to provide tor the education 0:1:" all and it becomes

necessary to make provision ror ina.ividual d11'!'erences. With

the shifting in educational methods, new methods of meeting
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the social nee~s and interests of the pupils have arisen. '

Probably the field of ethical and moral education under

lies all others and helps to determine the success or failure

of the individual. MOpt schools now accept the program for

the development of the many elements or character to the end

that the member will be upright in his own personal life and

that his influence upon his associates will be help:t'ul. It

is foolish to think that because a student ranks high in his

mental activities, he will rank high in his ethical and moral

lite also. In ract, the results are too frequently the oppo

site.

Interesting the pupil in the main objectives, purposes,

materials, an~ methods of education is an important function

of our school. It is equally important to help him to study

his own characteristics in the interest of his developmept and

to accept the responsibility for his progress.

The pupil should become acq~ainted With his immediate

school, namely: its history, traditions, aims, objectives,

courses of stUdy, requirements, regulations, marks, and With

all 01' the many opportunities for activities, honors, and re

cognitions. 11" he does not know his school and its opportun-.

ities, he is an unworthy school citizen and an unintelligent

stUdent.

Another important phase of education must center i~self

about the pupil's efforts in school'work by the developing or

proper emotional attitu~es toward the school and its activities
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which would lead him to study effectively, to accept personal

responsibility, and to measure his own progress.

Further, after completing his stay in his present school,

the student should be provided With the opportunity to continue

his education in college, night school, correspondence school,

or in any of the number of other types of school available.

Recently the appearance of occupational information, try-

out, and guidance courses under supervision of a guidance

counselor is evidence of an interest in vocational guidance.

Questions concerning personal and educational requirements,

remuneration, conditions of employment, opportunities ror

advancement, sources of additional information, education,

and self-appraisal and inventory are usually handled through

this medium. The trend now is toward the decentralization of

these activities by placing them in the hands of the individual

teacher under the supervision of the counselor. This is done

because the guidance counselor is unable to know and handle

personally all of the many students of the school. The home

room affords a splendid opportunity for the guidance of these

boys and girls if the teacher cooperates with the guidance

director.

In defining guidance we might say, lilt is any help that

is given to an individual that will enable him to make an in

telligent choice at the time of a crisis in his life. _The.-. . : ,.

htrh-p,to be 'guidance, must be more or less in the nature of

conscious personal assistance. Guidance, as organized, is
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then concerned with crises, 'with times of choice, times when

the ways diverge, with times of needed ad justment. ,,3

B. The problem

The major problem of this study is to make an analysis

of guidance programs (educational and vocational) in high

schools of various sizes and, in consideration of the above

data, to evolve a more satisfactory guidance program for the

Linton-stockton High School.

c. Scope of the study

The study was based on the guidance programs of represent

ative small high schools of Indiana and Illinois, representa

tive medium-sized high schools of Indiana and Illinois, and of

a few large high schools of the united states. All the pro

grams that were studied have been in use in the schools.

D. Procedure Used

The writer made a study of the various sizes of high schools

through programs that have been outlined by the guidance di-

rectors and by personal interviews with the various principals

of schools that have definitely prescribed guidance courses.

3Arthur J. Jones, Principles of GUid~. (New york:
MQGraw~Hill~ 1930) p. 28 -



E. Historical Background

The school community of Linton is located in the western

part of Greene County, Indiana, and comprises all of Stockton

township. It is 'located about forty miles north of Vincennes,

about forty miles south of' Terre Haute, and about forty miles

west of Bloomington.

The population consists chierly of native-born Americans.

In the northwest and south sections of the city there are

some French ramilies, but there are also Greek, German, Jewish,

Italian, Hungarian, English, Irish, and Welsh families pl'esent.

Most of the foreign element moved into the community about 1900

--attracted by the need ror miners. At that time one could

hear the whistles of thirty or rorty mines, blowing for work

at eight o'clock each evening. As these deep min~s were work-

ed out, jobs became more scarce, and a number of these people

moved'on to other mining communities. The population 01' this·

oity reached 10,000 inhabitants in 1915, but since that date

has gradually decreased to about half that number. These

foreign people have lived in America long enough to have be

come fairly well Americanized. Their children speak English,

as fluently as native-born Americans and progress about as

rapidly in school.

~he business and professional men or this city are de

pendent upon ,the mining industry for their success. During

the lean years ~n mining, the entire community suffers. Many

of the deep vein mines are becoming exhausted, but strip



does not employ nearly so many men as deep vein mines.

girls were segregated into two assemblies, but now one of the

was considered adequate at that time. originally the boys and

This type of mining
I

mining ,is carried on extensively now.

ing. The four other school bUildings in the city are under

control of a city school board. The trustee and city board

assemblies is used for the library and the other for the com

mercial subjects. Convocations are held in the auditorium.

There are no assemblies, but a study room is available in the

library. There are six fifty-five minute classes per d~ •.

of education control the high school.

The new high school building was constructed in 1923, and

Every pupil is expected to have one library period a d~ and

the sixth period, that most students would have as a study

period, is used for extracurriculum activities. The' classrooms

would easily lend themselves to an organized home-room program•

. 'The curriculum is of ,the major-minor type. It is possible

ganization. The Rotary Club and American Legion offer scholar

ships and awards to outstanding students.

The schools are organized on the 6-2-4 plan. The high

school is a joint school, stockton township and the city of

Linton having consolidated to construct the high school build-

In Linton there are nine churches, eight lodges, five

school buildings, and a community park. The social life of

the city is built around the Rotary, Greater Linton, and Elks

• Clubs. The Greater Linton Club is a chamber-of-commerce or-
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,

for a student to major in agriculture or home economics, com-

merce, industrial arts, or the regular academic work leading

toward college entrance. Often the student is a misfit on the

curriculum that has been selected. Proper guidance would

eliminate this trouble.

The faculty of the high school consists of twenty teachers.

Of this group, only five teachers have not been in the system

for at least five years. Most of the faculty are tenure

teachers.

The student body, which consists of about five hundred

twenty-five students, is composed of the upper four grades. It

is made up of individuals representing about an average distri

bution of intelligence. A great many who enter school are not

allowed to finish even though they desire to do so, but are

required to leave school when they attain the legal age.

Guidance in Linton High School has been neglected during

the 'past few years. During the depression the teaching staff

was reduced to a minimum and the offices of principal and

superintendent were combined. The superintendent has under

his supervision three elementary ward buildings (grades 1-6),

junior high school grades seven and eight, and the high school.

Consequently, little time and effort have been spent on guidance.

It has been handled by the classroom teacher and club sponsors.

Moat of the educational guidance has been given hurriedly at

the beginning of the school year. Students were assigned to

home-rooms, but during the fifteen minute period, they were

permitted to visit with each other, and had nothing presented
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to them in theway'of guidance.

Most of the patrons desire the best for their children

and are enthusiastic after they are convinced that a thing is

worthwhile. So the sUQcess in the establishment of a guidance

program depends on convincing the patrons of the worthwhileness

of the new idea of guidance.



II. SURVEY OF PREVIOUS STUDIES ON

GUIDANCE

A. Status of Guidance in Secondary Schools

Upon investi'gation of previous studies the writer was

Burprised at the number of studies in this field. Upon ex

amination it was found that most of the information written

on guidance programs pertained to those high schools in the

United States having a thousand or more students enrolled.

These programs are developed in detail and are of considerable

value in helping the guidance counselor of the small school,

for such programs are sources of inexhaustable information

rrom which he may draw.

There seems to be little information regarding the high

schools of two hundred to eight hundred students. This is

probably due to the fact that the principal combines his office

with that of counselor and in his overcrowded day is unable

to give a guidance program enough consideration and time. In

the small high school the electives are so rew that the student

is given a "tin cannedtt education, allowing very little oppor

tunity to study vocations, to participate in extracurriculum,

activities, and to ftnd the many other situations in which the

pupil needs guidance.

Data collected in 19271 from a sample group of 522

lW., ,C. R~avis and R. C. Woellner, Office Practices in
Seconaary Schools. (Chicago: Laidlaw Bros., 1930) pp. 190-197.

10



secondary schools in four states, ranging in enrollment from

4 to 6,500 pupils, show that, according to the judgment o'f the

principals, educational guidance was provided in 87 per cent

of the schools and personal guidance in 74 percent of the

schools. The findings of the sampling indicate that the

activities involved in the three general types of guidance

specified are carried on in the large majority of secondary

schools. The small schools enrolling 100 pupils and fewer

give considerably less attention to educational and vocational

guidance than the schools in the larger enrollment groups,

which vary only slightly in the relative emphasis given to

the three types. The data show that for schools of all sizes,

vocational guidance receives somewhat less attention than

educational and personal guidance.
2

Koos and Kefauver collected data regarding specific

phases of guidance during 1927 from 336 secondary schools in

44 states. These schools ranged in enrollment from 47 to

4,072 and showed a median of 24.9 activities in guidance within

a range of 51 activities, reported by the principals to be car-

ried on in their schools. Among the leading activities through

Which guidance oPRortunities were provided in the different
'.

schools were: discipline, 72.2 per cent of the schools; over

sight conduct, 74.6 per cent; guidance concerning quality

2 '
'" " "Leonard V. Koo s and Grayson N• Kefauver, Guidance in
seconda~ Schools. (New York: The Macmillan Co., l~~)-
pp. 511-513.
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of work, 63.5 percent; curriculum guidance, 60.8 per cent;

vocational guidance, 37.7 per cent; placement, 20.4 per cent;

and follow-up service, 13.5 per cent.

The varia~ion in the percentages of the two investiga

tions cited is accounted for in part by the vagueness of the

term "guidance." To some persons the "guidance" is very

general and is virtually synonymous with the process of edu

cation. .An individual with this conception, when evaluating

guidance activities according to the three general cate

gories, might consider that curriculum guidance is educational,

personal, and vocational in character; but, when evaluating

guidance according to specific categories, .he might consider

it curriculum guidance only and not vocational or personal.

The above data indicate that guidance in some form or

other (general or specific) is a well established function

in ~ost secondary schools. The activities carried on in sec

ondary schools under this caption are, however, extremely

varied. In some schools guidance means anything which the

principal or teachers do for pupils in the way of personal

counselor advice. In other schools guidance activities are

roughly differenttated into types, such as educational, per

sonal, vocational, social, and moral. still other schools

analyze guidance into special activities, such as providing

assistance to pupils in choosing curriculums, overcoming de-

. flciencies, developing special talents, cul tivatlng intellectual

inte;:oests, imparting occupational information, assisting

ea.ohstude~t i:pdiv1.d~ally to secure fitting employment,
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helping in the choice of a college, ,and giving supervisory ~

oversight to an individual after employment.

In some schools the activities are carried on only in

formally and inci~entally by the regular school officers-

principals, deans, and teachers. In other schools it is

systematically organized under the direction of persons es

pecially selected for the purpose' and definitely charged with

the responsibility of serving pupils through the types of

specific activities enumerated.

B. Guidance Functionaries in Secondary Schools

In a sampling of 522 schools1 the functionary most frequent

ly found responsible for the assumption or gMidance duties is

the school principal. In 77 per cent of the schools this of

ficer provides guidance for boys and in 56 per cent of them

for girls. The assistant principals are assigned the responsi

bility for boys in 32 per cent of the schools and for girls in

26 per cent. Counselors for boys are employed for this purpose

in 21 per cent of the schools and deans for girls in 50 per

cent. The guidance functions are delegated to other officers

whose title is not f:i.xed in about one-sixth of the schools.

Other data4 of "a more specific character reveal a ten

dency in secondary schools to develop programs of counseling

lind"'guidance around different guidance 1'unctionaries. The

:.'C'l;;·~3.fu2". ill. pp. 190-197

4:rbld." pp. 511-513.
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data show that guidance activities are carried on to some extent

in the majority of schools, both small and large. In the small

schools the guidance director is usually the principal, while

in the large schools tne work is carried on by the home-room

advisor, dean of girls, and dean of boys.

c. Principal as a Guidance Functionary

The principal is chiefly responsible for the guidance

activities in high schools of fewer than 200 pupils, since

he personally carries on guidance work for all pupils in ap

proximately two-thirds 01' the small schools. The gUidance or

ganizations are lacking in the majority of the schools with

enrollment of fewer than 200 as shown by the facts that (1)

the principal heads the guidance program or serves as one of

a group or advisors in only a few schools, (2) he acts as

chairman of the guidance committee in only 5.4 per cent of the

schools, and (3) he is responsible for developing home-room

programs in only 10.8 per cent of the schools. The work of

the principal as a guidance functionary in schools With enroll

ments of fewer than 200 is obviously very general in character

and probably belongs, more properly in the field of administra

tion than guidance.

In schools With an enrollmen~ in excess of 1,000 the re

lations of the principal to the guidance program vary from the

practices found in the smaller schools in the following

respects: (1) In approximately two-thirds or the schools he
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heads the work in a general way, a fact which suggests the'more

frequent existence or guidance organizations in the larger

schools, (2) He serves as one of a group or adviBors, as

chairman, or as a member or a guiQance committee, (3) He more

orten is responsible for developing the home-room program.

It is seldom that the principals of the larger schools personal-

ly carryon the guidance work and serve as advisors to the boys.

In practice, administ:r'ation may interfere With guidance and

guidance may interfere with administration. This rela~ion

t~
$. orten renders guidance difficult by officers whose primary

responsibility is administration.

D. Dean of Girls and Dean of Boys

The data show that the four chief duties of deans, e. g.,

discipline, social eonduct, supervision or extracurl'iculum

activities, and control or attendance, are in the main adminis-

trative duties instead 01 that or counselors.

E. Home-Room Advisors

It was found that the home-room was more rrequently used

than any other as tho unit or the guidance program. This is .

especially true in the larger secondary schools in which the

home-room may have preViously existed as a unit for carrying

on certain routine administrative activities. About seven

eighths 01' the schools With enrollments in excess or 1,000

stUdied by Koos ana. Kefauver employed the home-room organiza

tion in the development of guidance programs. They found
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that home-rooms were utilized in only one-fifth of the schools

enrolling fewer than 200 pupils. The conclusion is warranted

that the home-room organization is characteristic of the larger

secondary schools.

In the home-room system, the duties of the advisor are

~ likely to be general instead of specific, and the guidance

values only incidental.

Certain schools have introduced class directors, class

guides, class supervisors, and class principals, to organize

and direct the work of the home-room advisors and to unify the

guidance actiVities for the different class groups.

F. Teachers as Advisors

Teacher advisors are used chiefly by the smaller schools,

which signifies usually the absence of a guidance organization.

As a rule the teachers' guidance activities are more or less

general. The counsel that is 6iven is many times incidental

without definite objectives for the group or individual. Often

the teachers working in this field are not interested in this

particular phase of school work and therefore neglect it,

while other advisors possess the ability and have the interest

in the work necessary to accomplish the purpose of the guidance

program.

G. Guidance Committee

The guidance committees are usually released from teaching
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duties or are paid' a fixed amount for assuming the responsibil-
,

1ty. The plan enables the principal to sel ect from his staff

teachers best qualified for guidance work, to establish standards

of training for the advisory committee, and to effect a contin

uing organizati'On for the guidance service. The committee organ-

• ization represents a stage between the home-room or teacher-

advisor organization and the special-counselor plan. The members

of guidance committees as a rule are not specialists in guidance

work, although they may be looked upon as potential specialists.

In this plan the principal approves the work of the guidance

director, the guidance director delegates and approves the work

of the home-room teacher, and opportunity is had by the stu

dent in placement and follow-up. This is all made possible by

haVing an efficiently trained counselor Who knows What work

is to be done and how to do it.

H. The Visiting Teacher

The.visitin~ teacher is utilized instead of a guidance

functionary in the large schools with enrollments in excess

of 1,000 to about the same extent as the guidance committee.

She is often a trained social worker. The training is funda

mentally different from that of a special counaelor, although

the work of the Visiting teacher is indispensable in efficient

counseling. Only a small per cent of schools were found to

have this functionary.



III. PRESENTATION AND TREATIVfENT OF DATA

A. General Statements

Guidance is not something that can be separated from the

general life of the school. It cannot be located in some

particular part of the school, nor can it be tucked away in

the office of counselor or in the employment bureau. It is

a part of every activity of the school. Some form of guidance

is the duty and the responsibility of every teacher in the

system. It is, then, a function that is shared by all and

must be so administered.

The problem of organization is one of coordinating the

guidance activities of the school in such a way that (1) all

the forces of the school are brought to bear in a unified and

consistent way upon the problem of each child, (2) definite,

primary responsibility for parts of guidance are placed upon

certain individuals, (3) the work is so diVided that each

person and each agency shall know what its particular duty

is, the things for which it is primarily responsible, and the

) ways in which it merely contributes to the work of some other

agency, and (4) the ina.ividual pupil has unified assistance
.

so that he may not be confused by a multiplicity of counselors.

This is often difficult to accomplish.

No one type of program would suit the needs of all

school~. At, present the guidance activities undertaken by.

schools differ, .the .personnel varies greatly, and the method

18
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of attack on the problem varies. The amount of money available

for guidance is a very important item in determining the kind

of program that will function. Often there follow discourage-

ments when such a variety of programs and types of organizations

are seen, but the situation is really hopeful, because these

• varied programs indicate that school authorities are studying

the problem and are making an effort to find ways and means

by which the work of guidance may be carried out effectively.

Each is studying the problem from a point of view of his own

need.

In developing a plan for the administration of guidance,

it is best to keep the organization as simple as possible and

to have different parts growing out of the actual needs of the

system. A complicated program seriously interferes with the

real function of the work by taking so much time and money to

run the machinery itself that the actual guidance of the stu-

dents is neglected. We must never lose sight of our objective

--to help the individual. If the machinery is developed as

the needs arise, this danger will be avoided to a great extent.

There are some disadvantages to this plan. A school m~ begin

in a small way to do guidance work. Some teacher or the prin

cipal starts it; as the work develops, need is more clearly

seen and further agencies are needed. But the guidance has

all been done by one person, and to introduce new agencies

will necessitate taking away from.the one who started the

work part, at least, of what he is doing. sometimes it
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require s taking all the work from him and giving it to soms'one

who is better qualified than he. This always causes compli

cations; it seems so ungrateful to penalize the very one who

started the idea. It takes a wise principal or superintendent

to overcome such a difficulty.

No attempt will be made here to show an ideal organization

for guidance. There is no such organization. Several plans

now in use will be described, and certain suggestions made.

B. Small High Schools

In a small school system the organization is very simple

and such that it can be administered with a minimum of time

and effort.

The superintendent or principal appoints from among the

teachers a special committee on guidance. The superintendent

may a~t as the chairman or appoint some teacher who is interest

ed and well qualified. The committee studies the problem of

guidance in the school, devises plans, and is responsible for

the develop~~nt of the plans in the school. These plans are

always subject to the approval of the superintendent. The

members of the committee work with the classroom teacher and.

the home-room teacher, if there are home-room teachers. They

seoure the cooperation of' all in the school in the work of

assisting the pupil. They divide the work among themselves.

one being responsible for the adjustment of the stUdent to

the 'school, another for the guid.ance into vocations, ana.
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another ror further educational guidance. M~ny times, mosu of

. the special work is done by the chairman 01' the committee.

Errort is made to locat~ definite responsibility for certain

phases of the gUi,cLance ,program among teachers, home-room

teachers, and special workers. The most important part of

the initial work is likely to be that of selling the idea, and

or centering the attention of the school upon gUidance. In

the small schools it is practically always necessary for the

work of guidance to be done by the regular teachers. Often

this is done as additional work, although it is desirable

that provision for such work be made in the teaching load.

A decided advantage of this plan is that it provides a means

of interesting all teachers in the study of guidance problems

and furnishes a basis of specialization as the school increases

in size.

~roady and Clasonl present the following guidance pro

gram for small high schools. Large high schools frequently

engage specialists who devote all their time to guidance.

The smaller high school uses its teachers. The principal or

superintendent is usually in charge of guidance and, if a

man, acts as persona~ counselor of the boys. A woman member.

of the faculty, called the dean of girls or the assistant

principal, personally counsels the girls. I1' the school has

1
Knute O. Broady and Elgin D. Clason, "Guidance in

Small High Schools,1I Occupations. November, 1933.
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Small School System
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home-rooms, assistance in counseling is rendered by the home

room teachers; otherwise class sponsors or other special ad

visors assist. The control of the planning 01' guidance rests

with the principal or superintendent, and the major responsi

bility rests with a faculty committee, but the whole staff

understands what is being done. Numerous opportunities for

inc~dental but highly important guidance come to every teacher.

The freshman course in orientation and guidance has for

its purpose adjusting incoming high school pupils to the school

and showing them how they may gain most and contribute most

while students in school. The purpose of the course is also

to start pupils on the road to learning about themselves and

about the vocational and educational opportunities they will

have. T he course is only one part of the whole guidance pro

gram which every high school should maintain.

The program provides information regarding the world of

work and of education. A pupil is in no position to make a

choice of vocation until he is familiar with the opportunities

that lie ahead of him. It is advisable that this acquaintance

be first hand, although lack of time and money often makes it

necessary to substit~te second-hand material. Some of the

means by which pupils secure information follow.

1. Visits. The small school is generally not located

near any large industries. Regardless of location, there are

always opportunities to observe first hand a number of voca

tions. V~sit8 are planned carefully in order that attention
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is I·ocused on the right things when the observations are under

way. Pleasure as well as guidance may be derived from the

day's activities.

2. Talks. High s~hools quite commonly bring before the

student body speakers who describe certain occupations or

eduoational opportunities. These speakers may follow or pre

cede the visits referred to in the paragraph above. Now and

then such talks enlighten young people along educational work

by pointing out unfavorable aspects of the vocation as well

as the favorable. Talks on some one vocation given before the

whole student body generally fail to interest a large per cent

of the listeners. Therefore, a personal conference is very

valuable.

3. Reading. This is probably the most valuable way of

getting information to the pupil. Literature is abunuant and

fairly reasonable in cost. The school builds up a library of

vocational and educational references as rapidly as possible.

Such reading proceeds according to a definite schedule with a

check-up on mastery. Usually the vocations considered in each

course are those which relate most directly to the subject

matter taken up. For. example, the home economics teacher pro.

vides opportunity for the study of the work of dress designing,

dietetics, etc. The commercial law teacher provides material

on law, real estate, li1'e and fire insurance, banking, trans

portation, etc. The pupil becomes interested in a certain

vocation or type 01· education ana. on the basis of this



interest he secures':' al-l the information available.

4. School Clubs. These and related extracurriculum

activities provide opportunities for discovering vocational

interests and abilities. Aptitude for work along administrative,

clerical, politi,cal, and many oth~r lines often becomes evident.

5. Fil~ ~d ~des. The visual presentation of inform

ation regarding vocational and educational opportunities is

al so made by means of slides. A list of such material is

obtainable from the Extension Divisions of the University of

Colorado, University of Kansas, the University of Nebraska,

and elsewhere. Films and slides are superior to actual visits

in that the camera is actually focused on the points to be

observed. Visits have the advantage of supplying more first-

hand information.

6. outside ~cies. Agencies outside of school assist

the school by providing reading material and visual supplies

which give definite information in regard to educationa1 and

occupational opportunities. Such assistance is invaluable

and hence is utilized to the fullest extent.

7. Finding Courses. small high schools cannot afford

a large variety of courses as a rUle. This fact should not
•

constitute any handicap, since finding courses are but one

agency and an expensive one at that. The small high school

depends upon the other agencies that have been mentioned.

The school collects any information that helps the pupil

in choosing the educational program he is to follow and the
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vocation he plans to enter and also information that assists

the counselor in helping the pupil make that choice. The

data needed include:

a. Vocational interests. The vocational interests
i

are not nearly so important as the vocational abilities. In

terests are developed to a greater degree than abilities;

most children will become interested in the things they can

do. The student is asked at intervals to state his first and

secondary choice of vocations. Interests that are expressed

when the pupil has had time to study the vocational opportuni

ties ahead of him are most important. The interests and desires

of the parents are obtained.

b. Educational expectancy. The time of beginning

vocational preparation is determined to a great degree by the

length of the time the pupil expects to remain in school. The

counselor secures the pupil's statement as to his educational

expectancy, and has such indirect indicators available as

chronological age, previous grade earned, intelligence, and

attitude of the home toward education. Since the pupil's

plans relative to staying in school may change overnight this

factor is checked frequently. The boyar girl should not be

handicapped by inaccuracy of information possessed by the

school.

c. Abilities. One's aoility is usually indicated

by his mental rating, by the school record he has made, and by

the results of aptitude tests.
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d. Health. Obviously health and phy sic al condlt ion

are determiners in the pupil's vocational and educati onal out-

look.

8. Sources of Information. Some of the information is----- --
furnished by the pupil at registration. Other information is

~ obtained from tests, from visits to the home and conferences

with the parents at school, from the scholarship records,

and from observation by the high school faculty. Whatever

the source of the informatlon, it finds its way to the pupil's

record.

Personal counselinG deals with both educational and

vocational problems and with certain additional problems which

may be included under the term, personal. It is obvious that

the counselor for boys should be a man and that the counselor

for girls should be a woman.

AS an advisor, the counselor does not tell the boys and

girls what they should do but helps them to be able to make

their decisions in light of the available facts. Personal

counseling is continuous and must last as long as the school

has responsibility for the pupil.

Counseling occurs whenever the need for it arises. This

means that the pupil will always be advised at any time prob-

lems arise about which he needs assistance. If home-room

teachers act as advisors, the principal, or superintendent,

and the dean of girls will handle. only the most difficult

cases. If there are no home-room advisors, the dean of girls
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and the principal will handle the counseling, assisted to l

some extent by the teachers and class sponsors.

Administrators of small high schools are constantly fac

ing two big pro~lems in developing their high school curricu

lums. First, there is a need for developing a curriculum to

be pursued by all students, which will fit them for the hap

piest and most useful lives. secondly, there is the need for a

curriculum which will provide for the peculiar or individual

needs of the boys and girls attending high school.

In general the needs of these individuals grow out of

(1) differences in native abilities which are so extreme they

cannot be cared for in the classroom, (2) differences in the

avocational interests and abilities, and (3) differences in

vocational needs. There is considerable overlapping among

these three, but the classification is useful, nevertheless •

. The small high school at present finds itself handicapped

in providing a curriculum as highly differentiated as would

seem advisable. The handicap can gradually be overcome by:

1. Wider use of alternation.

2. Combination of classes through individualization.

3. Superv.ised correspondence study.

These three items are discussed at length in a recently

published bulletin. 2

Follow-up is that activity which seeks a better adjust

" ment or readjustment of a pupil who has already been placed.

Placement and 'follow-up in a small community will be quite

2 "Practical Procedures for Enriching the Curriculums of
Small Schools," Educational Monographs, No.2, Extension

.:Dlvision, University of Nebraska, June, 1'931.-
7:

1

-: :';'~~'~~., '
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informal, but because they are informal they need nat be in-'

efficient. The principal who nas ten,or 1'ift~en students

graduating will know quite well by the, time of graduation what

each i,s planning to do., The guidance program will have seen

to that. After the stUdent has gone, there will be friendly.
conferences, lettersJand contacts with former students. Many

a successful career can be traced with the discovery that along

the line valuable lifts were given by teachers whose help

determined the success or failure of the individual.

Every agency which is responsible for the preparation of

individuals for living and working in our present-day world

is aware'of the need for so placing those who leave school

that they will have the greatest possible chance for happiness

and service.

The director of guidance at West Bend, Wisconsin, evolved

a program which did not cost the school extra money or teacher's

time. The author3 'believes the program carried out parts of

the special functions of secondary education.

At the beginning of the program the author met with the

guidance committee of the local Kiwanis Club. The committ'ee

agreed to finance an\assembly talk by the director of guida:nc~

of a large high school in Wisconsin. Furthermore, the com

mittee agreed to follow his talk with some announcements of

awards for students who WOuld make the best written rep~rts

3GertrudeForrester "A Guidance Program Without Extra
Money or Teacher's Time.~ _Occupations. October, 1934. pp. 54-55.
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on the study 01' an occupation. The two stUd.ents who did the

best work on this project from each class were to be guests

at Kiwanis and to be awarded books for their achievements.

The author mimeogrp.phed lists of 136 occupations on which

The WIli te House Conference' Committee noted materials and sources

of information. Each teacher was asked to sign one occupational

field for which he would be willing to gather information and

sources of material, give a thirty minute talk, and assist any

student interested in that sUbject in gettinginformation~ A

teacher could choose any subject, provided he was the first to

sign for it. A student from a stenography class was assiBned

to each teacher to assist in collecting material and dO steno

graphic work. The eighteen teachers gave their talks simul

taneously and the students went to the talk they chose. The

following week the talks were repeated and students heard a

second one.

While the teachers were assembling the In~ormation, forty

local men and women came to school to talk on their occupations.

They were given the guide to the study of an occupation which

the students were to use in their reports, including the duties,

requirements, qualif1.cations, advantages, disadvantages, oc

cupational distribution, schools for preparation, economic

demand, trends, reference for reading, etc. In the letter to

each of these speakers they were told that the student chair

man would calIon them to see if the dates were satisfactory,

etc. The result was that the student had the experience of'
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going to places of business, interviewing the speakers, and!

talking about possible choices of vocations. By having students

sign for their choice of chairmanship, it was possible, for

instance, to arrange that those interested in law interviewed

the speaker on law.

The speakers ~ook their tasks seriously. They followed

'the outline earerully. They ofta-red to give rurtheL' counsel

to anyone who came to them. Many of them purchased books ana.

pamphlets to supplement their first-hand inrormation.

Two men said it was the first time they had been in the

school room since graduation twenty years before, and they

s:eemed to enjoy seeing the increased enrollment in action.

C. Medium Sized High Schools

After considerable search through periodicals, textbooks,

theses, and other available material, the writer was very much

surprised to rind a lack of reference work regarding guidance

programs of high schools from 200 to 800 student enrollments.

The high school needing development in gUidance work more than

any other is the medium-sized school.

~By personal con~erence with superintendents, principals,

and teachers attending Indiana State Teachers College, the

writer was again surprised at the futile attempts that are

being made in this field in schools of this size.

In medium-sized high schools the organization· should be

very simple,and such that it can be administered with a
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minimum of time.

As in the case of the small high school, the superintendent

or principal appoints from among the teachers a committee on

guidance. Generally the principal acts as chairman or gUidance

counselor along with his administrative duties. Sometimes this.
duty is turned over to some interested and well-qualified

teacher. The committee studies carefully the problem of guid

ance in the school, evolves plans, and is responsible for the

execution 01' the plans in the school. These plans are always

approved by the principal or superintendent. The committee

works with the home-room and classroom teacher. The work of

assisting pupils requires the earnestness and cooperation of

all in the school. Many times most of the social work is done

by the chairman of the committee. The committee divides the

work among its members, one being responsible for the adjust

ment of the student to the school, another tor the guidance

into vocations, and another for further educational guidance.

Then an effort is made to allocate definite responsibility for

certain phases of the guidance program among the teachers,

home-room teachers, and special workers. The most difficult

part of the beginning\work is likely to be selling the idea of,

'centering the attention of the school on guidance. When pos

sible in the medium-sized high school, a large part of the

gUidance is done by the home-room teacher. Often this requires

'extra work, but, provision can be made for such work in the

teaching.load.
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In these high schools more emphasis is put on placement.

If guidance has been successfully handled, a student leaving

school should have interests in some vocational and educational

advancement as well as possessing a knowledge of his ability.

Dftentimes the school is able to give more assistance in the
•

placement of its former students. Rarely is much work done

in this direction. While the student is in school, it some-

times becomes necessary for him to drop out or do part-time

work. ',fhe school would help secure such work.

An alumni association forms an excellent agency in the

follow-up of former students. Most of it is done on an unor

ganized basis and handled by personal contact. Would it not

be well for our high schools to have a record of their former

students?

In an interview with a principal of a high school (A) in

central Indiana the writer found this information concerning

the school city.

The popUlation of the city is 7,500. The majority of

people are native born Americans, although there are some

Germans, Assyrians, and Negroes.

The ,community, be,ing urban, is located near Indianapolis,.

Indiana. Many of the people. are employed in the neighboring

city in various professional trades, and industries. In this

partiCUlar community gardening is carried on extensively by

. some Of ~he German peoples.

The high school has the 8-4 plan and has approximately
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600 students. The curriculum is organized on the major-minor

plan, ofi~ring commerce, vocational home economics, vocational

industrial arts, music, ana. the J:'egular academic work. There

are twenty-one teachers who are unaer the a.irection ana super-

vision or the county superintendent and the high school prin-
~

c1pal.

An analysis of the guia.ance pl'ogram indicated that the

principal acts as counselor and delegates the duties to the

hom~-room teachers and sponsors. All schedules are made out

in the various home-rooms, and any other problems are given

the necessary attention in light 01" individual records that

are kept in the home-room.

The most important extracurriculum activity, from the

viewpoint of the principal, is the student council. It is

composed of a representative of each home-room, president and

vice-president of the senior and junior classes, president of

the Booster club, president of the lettermen's club, and

president of the dramatics club. This organization holds its

meetings once a week during the thirty-five minute actiVity

period. After any problem is discussed in a meeting, these

representatives report., to their home-room. In this manner

better policies are evolved by both the faculty and council,

and the student body feels as if it has an important part in

developing the rules of the school.

This school does very little in respect to placing stu

dents when leaving school. However, the teachers and



principal frequently write references and consult possible
I

employers for graduates. The teachers do this willingly

but do not consider it part of their duties.

The follow-up is carried on by personal contact with no

organized effort to investigate all of the former students.

The advantages of this program depend upon the extent

to which the program is develop~d. The student council,

through representation, is an agency for creating respect for

the rules of the school. The home-room teacher learns the

individual student better than any other person affiliated

with the schooL

The disadvantages of the program begin where the program

ends. There is felt a severe need for placement and follow-

up.

In another interview with a high school teacher teaching

. in a county seat in southern Indiana, a city of 13,000 inhab

itants, the following information was obtained concerning

school B. There are very few foreign people in this community,

and most of the people not engaged in the two large manufac-

turing companies located here engage in agriculture as a means

of livelihood.

The high school has an enrollment of fewer than 1,000

students. It is organized on the 8-4 plan, has thirty-four

teachers who are directed and supervised by the city superin-

. tendent, principal, and special supervisors. The curriculum

isthe.major-minor type with offerings in commerce, vocational

home economics, vocational industrial arts, music, and academic
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work.

In this high school the guidance director is the principal

of the school. He delegates duties and numerous responsibilities

in guidance to the spon~ors. The sponsors are selected by the

individual student. Time is given ror group conI'erences in the

home-room. At the beginning of the semester inaividual educa

tional guidance is given regarding program making, etc. An

elective couz'se in occupations is orrered in the senior year.

The course is well organized and properly presented. The

special supervisors deliver talks concerning pZ'ogram making

ana curriculum selection ror the high school to the junior high

scnool pupils during the secona half 01' the eighth grade. Other

means of guiaance consists or printed material, school papers)

stuaent handbook) pamphlets, and college bulletins.

In the placement or students this program is very weak.

However, the personnel will give references and assist indi

viauals in securing positions. This is a phase or the program

that coula be carried on better in that type of inuustrial

community.

The follow-up in this system corresponds to high school A.

What little is done i,9 by personal contact and is not organize.d

to cover all of the individual cases.

This represents the beginning of a guidance program. The

school has a broad offering for the students, which Within a

few years, will be more ably handled'.

The main disadvantages of this program are: (1) not



having counselor spend needed time and work on the program,

(2) lack of interest in placement, (3) no est ablished effort

for readjustment, and (4) the popular sponsors may have too

many students and others may have but few to direct.

The next principal interviewed represents high school C

of 225 student enrollment. This rural community is near Terre

Haute, Indiana. The people are· mostly native born Americans,

but there are several families in the community who CLime from

England. Vocations include truck farming, mining, electrical

work, and many of the people are employed in the neighboring

city. The population of the community is about 400, but the

high school has students from over the entire township.

This high school is organized on the 6-6 plan, has four

teen teachers, and a major-minor type curriculum. The offer

ings are commerce, vocational home economics, industrial arts,

and academic work. The administrators of this school are the

superintendent, principal, and assistant principal.

The principal of the school combines his office with that

of the counselor and is making a program with the aid of the

faculty committee. Educational guidance, regarding the selec

tion of curriculum and program making, is given by the entir~

faculty at the beginning of each school year. During the

school year there are no courses offered in curriculum making

or citizenship. What information that is learned regarding

vocations, we might say, is learned incidentally. There are

few extracurriculum activities in this school. They are as
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follows: student council, boys' athletic association, girls'

athletic association, boys' 4-H club, and girls' 4-H club.

The sponsor of each organization accepts the guidance responsi

bility of each group. This, as it stands, is an example of a

subject-centered school. However, the administrator is working

~toward a better program for this coming year.

This program has no placement or follow-up phases and,

in fact, very little guidance. The individual student does

not have guidance from the teachers unless he presents an

unusual problem.

A school woman interviewed was from a city having a popu

lation of 4,000 inhabitants in the north central part of Illinois.

This town has as its major industries coal mining and agricul

ture. As is typical of most mining towns, there is a foreign

element present. It is composed of Lithuanian, Italian, French,

and Belgian people, but most of the inhabitants are native born

Americans.

The high school D has an enrollment of 350 students, with

15 faculty members, and is organized on the 8-4 plan, with a

county superintendent as its director and a principal as super

visor. The school has a major-minor type curriculum with offer-
1

"ings in commerce, home economics, industrial arts, music, and

general academic work.

The guidance program is combined with the administrative

duties of the principal. In this school the typical assembly

room is used, but When it is overcrowded, students are sent to
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another room which is called the home-room. It would be very

difficul t to sell this community on a guidance program because

the foreign elements of the population do not believe in edu-

cation. ·Most of the boys leave school at the age of sixteen

to begin work in the mines. Considerable guidance is given in

~curriculum selection at the beginning of the school year.

Practically the only other organized guidance given is by the

sponsors of the extracurriculum activities. They are as fol

lows: boys' athletic association (football, basketball, base

ball, . tr.ack), girls' athletic association, dramatics, debating,

Hi-Tri, boys'league, student council, student management, and

the four class organizations.

Many of these boys and girls leave this community after

completing their high school work. These people often feel

the need for vocational study after they have left the school.

During the past year the school helped people secure

part-time employment through the government in the National

Youth Administration.

The program provides no organized system of follow-up.

It does offer some guidance through extracurriculum activities,

but this is much tQo inadequate for the size of the school.

Prospects for a better program are not good. A guidance pro

gram has no interest in this community.

High school E is located in the southern part qf Indiana

in an urban· center of apprOXimately 5,000 inhabitants. The

major industries are manufacturing, farming, and quarrying.
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·There is practically no foreign element in this community.

The high school has an enrollment of approximately 200

students, with 16 teachers, and is organized on the 6-6 plan,

with a county superintendent as its director and a principal

as supervisor. The curriculum is organized on the major-minor

~type, offering vocational industrial arts, vocational horne

economics, commerce, vocational,agriculture, and general

academic work.

The principal assumes the duties of director of guidance.

Educational guidance begins at the first of school in the

ninth year. Later a course in occupations is offered as an

elective. Conferences in curriculum selection and program

making are given by the classroom teacher. The student council

is organized similar to the student council in high school A

and functions in the same manner. This school does not have

the home-room organization, but does have the typical assembly

and the opportunity rooms. The extracurriculum aQtivities are

the following: boys' athletic association (basketball and

baseball), girls' athletic association, debating, dramatics,

glee clubs, commercial club, girls' 4-H, boys' 4-H, and or-

ganizations competing in state academic contests. The princi
~

pal teaches a course in guidance to the faCUlty members, and

the entire program is centered around him.

The person interviewed thought that among the advantages

of this program were the following: it was the first step in

the right direction in making pupils conscious of the value
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of vocations; it crystallizes fairly early in life the prefer-

ences of the student so he can more easily be guided into a

vocation; and it gives the proper guidance to the few who at-

tend college.

The disadvantages of the program are: (1) there is no

effort made to place students; (2) the follow-up is almost

negligible; (3) no individual is' properly trained in the work

as gUidance counselor.

In the community of high school F the population is rural

and scattered over the township. The major industries are

agriculture and gardening, and a number of the inhabitants

are employed in a near-by city. This high school is located

in southwestern Indiana.

The enrollment of the school is 220 students, having 12

teachers, directed and supervised by a county superintendent

and p;rincipal. The school is organized on the 6-6 plan, and

has the major-minor type curriculum with offerings in commerce,

vocational agriculture, vocational home economics, academic,

and general course.

The guidance program is in charge of the principal of

the school. Most of' the educational guidance is given through

conferences. If the students belong to the girls' or boys'

4-H club, the sponsors give them group guidance. This school

has neither a home-room nor the typical assembly room.

A course in occupations and citizenship does not have a

place in the curriculum. The extracurriculum activities are
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the following: boys' athletic association (basketball, base

ball, track), girls' athletic association, intramural sports,

chorus, dramatics, science club, social studies club, boys'

4-H and girls' 4-H. Each organization has a sponsor, and the

sponsor is responsible for the direction and guidance of each

organization that is not administrative in nature.

The school is too subject-c'entered, but there are develop-

ments toward a better guidance program for the school for next

year. No attention is given to placement. occasionally, the

principal is called upon to write a reference for a former

student. The alumni organization is the only form of follow

up the school maintains, and it is not kept up-to-date.

High school G represents a rural community of about 800

people, but it has students enrolled from over the township.

It is located near a large city in southern Indiana. Many of

the p~ople are employed in the city following professions,

trades, and industry. There is a small foreign element in

this community.

The high school has an enrollment of 200 students, is

organized on the 6-6 plan, has a major-minor type curriculum

with offerings in commerce, home economics, agriculture, and.

an academic course. There are 15 teachers under the super-

vision of the county 'superintendent and the principal.

The. principal of the school is in charge of the guidance

work and the administrative duties of the school. In this

school very little has been done in the field of guidance.



In the curriculum there is a course in family relations, ocbu

pations, and citizenship (in the social studies group). The

school uses the typical assembly and has no home.,.room. The

extracurriculum activities are limited in number. They have

the boys' athletic club, girls' athletic club, music club,

dramatic club, and Boy scout s. These organizations are·. in

charge of a sponsor who does guidance work with the group.

The school does not attempt to place students and the

follow-up is by personal contact. The progrron is very inade-

quate for a child-centered suhool.

High school H is located in a mining city in southern

Indiana. The population of the city is 5,000 inhabitants, and

the major industries are coal mining and agriculture. There

is a foreign element in this city (French, German, Italian,

Jew, Irish, Slav, and Hungarian), but they have lived here a

great ~any years. Their children speak English fluently.

The high school is organized on the 8-4 plan; it has a

major-minor type curriculum, and offers commerce, vocational

industrial arts, vocational agriculture, vocational home

economics, music, and an academic course. The school has an en

rollment of 525 stud~nts with 20 teachers and a superintendent.

The guidance program is under the direction of a faculty

committee. The principal's duties are combined with that of

the superintendent, and consequently, all the superintendent

does is to approve the work done in guidance. There is no

assembly:in this school, but the library has been made into a
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large reading room. The home-room here is a place for students

to study before the first hour of the morning and before the

first hour of the afternoon. Often the home-room becomes a

visiting room, since ~t is in charge of the class sponsors.

Extracurriculum activities are the following: Hi-Y, Blue Tri,

boys' athletic association (football, basketball, baseball,

and track), girls' athletic association, commercial club,

dramatic club, boys' 4-H, girls' 4-H, boys' glee club, girls'

glee club, orchestra, band, school paper, French Club, social

studies club, boosters' club, science club, student council,

and the four cla,ss organizations. Each one of the organiza-

tions has a sponsor who gives educational, personal, social, and

health guidance.

An occupations course is offered in the industrial arts

department, B.nd all students in the ninth year must take a

course from the social studies group in citizenship and voca-

tions.

This program assists the student by individual and personal

conferences, and the course in occupations orients the student

in the various vocations.

There is very little work done in placement and follow-'

up in this school. There are no alumni organizations and the

follow-up consists of occasional visits to the school by

former students, letters to faculty members from former students,

and from places of employment, colleges, etc.

The program offers ample room for student participation



school of this size.

It would be better to have a guidance counselor in a

D. Large High Schools

programs of
Government

,
It is intended that each stu-

The following pages are composed of IIcase Reports ll on

sists of the director, six vocational instructors (men),

eleven vocational assistants (women) ,and two clerks.,
'\

At the present time the personnel of the department con-

certain large high schools over the United states, as were

compiled by William Reavis4 on the larger high schools of the

of his studies that pertain more to this phase of guidance

than do the others.

1. gase Report on Boston. 5 The schools of Boston,

Massachusetts, are thought to be the first in the united

states to provide organized guidance for pupils. This was

first used in 1910. Later years find a much improved program.

United states. The writer has Given in this survey a digest

of past achievements and participations is maintained.

in extracurriculum activities.

dent be in at least one activity and, therefore, have guidance

through that sponsor. Under this system an insufficient record

4 William Reavis, 2£. cit.

5 National survey of Secondary Education,
Guidance. Bulletin Number 17. (Washington:

. Printing' Office; 19':3)
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The Objectives of the Department

I. Educational and Vocational Guidance:

A. To assist pupils in acquiring of a better knowledge

of educational ,and vocational possibilities.

B. To assist pupils in acquiring a better knowledge of

the common problems of the occupational world so that

. they may prepare more fully for lives of usefulness

in the community. Vocational and political citizen

ship must go hand in hand.

C. To obtain for each pupil, as far as possible, every

opportunity which it is the duty of the public schools

to provide.

II. Placement:

A. To assist graduates and undergraduates who must leave

school to work in finding suitable positions. Physical

and mental fitness, school preparation, and vocational

interests are the determining factors in placement.

B. To aid those who need readjustment in their work.

C. To aid those who, in order to continue their school

work, must have after school work, Saturday, or
•\

summer work.

III. Follow-up:

A. To help young workers to a better understanding of

their, relationships to other workers in their own
j •

and other occupations and to society.



B. To insure better cooperation between the public schools

on one hand and the higher educational institutions

and the various commercial and industrial pursuits on

the other hand" in order that there may be no gap

between the groups.

C. To make scientific studies of the information gathered

for the benefit of the child, the school, the employer,

and society.

D. To assist in adapting the schools to the needs of the

pupils and the community, through providing the in

formation needed for the modification of curriculum

materials.

IV. Persons Responsible:

A. Duties of Director:

1. Policies of the department.

2. BUdget making.

3. Departmental staff supervision.

B. Duties of instructors and assistants:

1. Personal inter'views.

2. Registration and personal interview with fresh-

men, sophomores, juniors, and seniors.

3. Instruction in occupations.

4. Placement.

5. Follow-up investigations.
,-

,6. Modified in a light of needs of school.
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ments for obtaining work permits.

Interschool and Curriculum Guidance.

Counseling and Guidance.

Placement Servic~.

Follow-up Work.

S~ate law requires that every pupil who has been

in a trade school for six months or more shall be follow-

ed for a period of five years.

The cost of the program is about $1.20 per pupil, ex-

elusive of sixth grade.
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2. Case Report £Q Cincinnati.

a. Present Organization. The Vocation Bureau is now

organized in five divisions; certain types of cases are handled

by more than one divisi.onof the bureau. All divisions cooperate

closely, with each contributing its particular service in the

solution of a difficult problem.

b. Staff and Functions. The staff of this division

of Occupational Research and Counseling consists 01' the director,

seven counselors, and three clerks. The counselors spend half

of their time in conferring with individual pupils, a fourteenth

in teaching classes in occupations, a seventh in occupational

research, and the remaining time in conferring with teachers,

principals, parents, and arranging trips for pupils, etc.

c. The Division of Occupational Research and Counsel

ing Emphasizes~

(1) An understanding of the individual child and

his problems, based on a careful stUdy of

such material as is available from the

psychological laboratory, the school grades,

teachers' estimates, social agencies, etc.,

~s well as conferences with the child

himself.

(2) A knOWledge of the world of occupations and

the related problems gained by each counselor

through her contact with industry and

business, as she conducts field investigations
,; '- :



and mak~s the results of these available for other counselors.

Each counselor spends part of one day each week in occupation

al research, which amounts to approximately 30 days each year.

d. Classes in Occupations. The classes in occupations

are taught by the vocational counselors. These contacts made

by the counselor with the pupils in groups afford an excellent

:background for the subsequent individual conference.

e. Individual Conference. Before sending for the pupil

the counselor secured and studied the following in1'ormation

concerning him.

(1) Data concerning home, family relations, interests

and activities and plans for the future.

(2) An estimate by the teacher on special character

istics, abilities, or weaknesses of the pupil

and information that she may have concerning

his home.

(,) Information based on the cumulative school re

cord which had followed the child from class

to class since his enrollment in kindergarten,

and which often contains valuable information

concerning his school record, family and special

abilities.
" ,'.(4) A current school record on which were reported

the pupil's grades in the various SUbjects as

listed on his report card.

(5) Results of psychological tests and facts and

interpretations concerning him.

(6) Data from social agencies which were known to

be.interested in the pupil or his family.
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(7) ~h~_counselor's record of any previous con~

ference or conrerences with the pupil.

f. Occupational Hesearch. Counselor spends 30 days

per year in gathering and preparation or new data and in the

revision of old information. This includes visits to in-

dustrial establishments, and interviews with employers, mana

gers, and workers, as well as with technical authorities, in

~he various business or profes~ional fields.



Associate Director

Board of Education

•·Director Vocational Bureau
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Conducts child ac
counting citizenship
decisions ana school
census. Issues
work certificates,
and enforces attend
ance laws.

Occupational research
and counseling division
collects and publishes
information on occupations
confers with pupils' vo
cational and educational
plans. conducts classes
in occupations.

·•

·•
·•

••

Scholarship division admin
isters scholarships rund
appropriated by community
chest, interested organizations
and individuals.

••

Chart 3. Organization and functions of the Vocational
Bureau, Cincinnati, Ohio.

••
Superintendent of Schools

\
~

Psychological labora- :
tory administers
individual and group
tests. Evaluates,
diagnoses, and makes
recommendations of
these data.

Visiting teacher division
relates and helps solve
home and school problems.
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3. Case Report on Milwaukee.

a. Life Advisement Bur~. Guidance as a specific

function of the secondary school was introduced in the public

school system of Milwaukee, Wi~consin, in 192~, through

~he Life Advisement BUreau. A director was appointed to

consult with the principals of the high schools regarding

the establishment of guidance service in the schools and

to develop an organization designed to aid pupils in making

school adjustments and in planning their life careers. In

order to avoid a topheavy central organization, the per

sonnel of the Life Advisement Bureau was restricted to the

director; but any principal was permitted to assign any

number of his teachers to guidance duties for such portion

of their time as he might see fit to utilize, provided that,

the minimum teacher-pupil ratio of the school was not changed.

T~~ pI~n made possible the establishment of guidance services

in every secondary school in the city through the coopera-

tive planning of the director of life advisement and principals

of the schools.

How the life advisement organization functions in an
1

individual secondary school will be discussed briefly in

the following paragraphs.

In some of the schools the chief advisor devotes full

time to guidance work, usually concentrating on the fresh

manclaee. These pupils are interviewed prior to admission,
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records ar's secured, tests are administered, COUrS8f- 9re

planned, parents are advisee, schedules ere made ant, 8djust~

ments are effected, B,nd individual 80visement is provided.

The assistant advisers are assigned toadv8n.ced p;roups, for

which they are responsible during the residence of trle /Sroup

in the individual school. The work of the assistant is

unified through the counselor, principal, and director oJ"

life advisement. All teachers en~aged in advisement worl:

are under the direction and supervision of t:he officers naDed. If

aptitude, interest, and devotion to the work qie Dot developed by

the assistant advisers during the period of overtime service,

they are relieved of guidance responsibilities befo~e rele9ses

from teaching duties are granted. The assistcmt ,3dviser, 88

well as the chief adviser, must thus est,'3olish for hhnself c}

place in the guidance organization of a c;iven secondary school

through an internes11ip of overth:.e advisory sel'vice before re-

cognition is given in the form of release from teachinG' duties.

In the individual schools the advisers cooperate with

classroom, and home-room teachers, sponsors of extra

curriculum activities, and administrative officers in. the

administration of pupils. Records are 8.ssemblecl i.n accum-

uloti've folders for pl./pils as i11(1ividlJals, d it"'1i7,nost ic study

is carried on, and corrective or remedial treatment is ad-

vised. In case pupils are required to seek employ:r1ent,

assistance is given in securing placement; and transfer to

the part tiIl1e 'vocational school is arranged if the incHvidlJa1

is under 18 years of age. In the senior yearcsuidance is

provided for pupils in the choice of college or in the
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selection of a life work. Throughout the secondary school

period the primary concern of the adviser is individual

adjustment to the opportunities provided by the school end

life advisement for those who manifest an l.nterest in choosing

a vocation or are, compelled by circumstances to enter upon

a career •
•.

The term "life advisement" as used in Milwaukee has a

broader meaning than educational or vocational 01.ddence con-

sidered separately. It encourages the study of the present

performance of the individual PUI)il in light of his t8nt,1tive

goals and future plans, as a J:leans of inducint~ self-aDpraisal

and self-discovery:. To accomplish this purpose certain

general policies are encouraged by the director of advisement

on the part of all the schools. These are: (1) pre-admission

advi,sement, (2) follow-up of pupils after ac1miss i.on, (3) in

dividual counselling, (4) group advisement, 8 net (5) OCCl1lJ8tioTI8l

inform.at i on •

The director of life advisement service in the in-

dividual schools has refused to set a fixed progr8m. He

has chosen to accept the role of the consultant rather

than that of adviser. As a reSUlt, the programs in the

different schools va~y a great deal. Initiative on the

part of the principal and counselor has been developed

in the formation of programs.



IV. CONSLUSIONS

A. small High Schools

1. The mos,t impo'rtant part of the initial work is

likely to be that .of selling the idea.

2. In practically all the small schools the principal

acts as the guidance director. Sometimes the duties are

delef::,ated to a faculty committee, but the principal, even

then, approves the entire program.

3. I f the guidance is not done by the principal, it

is delegated to the teachers, making an extra load for them.

This may be an advantage as it enables the teacher to be-

come better acquainted with the students, althou6h it is

well known that not every teacher is prep ared for this

responsibil i ty.

" 4. In home-room guidance all are provided a means of

becoming interested in the guidance program.

5. A need for the study of occupations is present,

which should be a part of the guidance program.

6. Pupils secure information on occupations and avoca

tions by visits, t~lks, reading, school clubs, films and

slides, outside agencies~ and finding courses.

7. Vocational interests are not so important as vo-

cational aOilities. one's ability is most usually indi

cated by his mental rating, by the school record he has

made, and by the results of aptitude tests.
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8. The guidance organizations are lacking in the

majority of schools with enrollment of fewer than 200 students.

9. The four chief duties of deans, e. g., discipline,

social conduct, supervision of extracurriculum activities,

and control of attendance, are, in the main, administrative

duties instead of that of counselors.

10. Home rooms are utilized for guidance in one-fifth

of the schools with enrollment of fewer thro1 200 students.

11. Teacher advisors are used chiefly by the smaller

schools.

12. The teachers' guidance activities are more or less

general.

13. There is little money available for guidance work.

14. The small schools give practically no recognition

to the question or problem of placement in guidance courses.

15. The guidance work in the small schools emphasizes

group guidance, with very little attention to individual

guidance.

16. Because of a lack of understanding, the small school

seems to reflect a certain degree of helplessness in pre-

paring a guidance program.

17. In small school s that have counselors, the counselor

for boys is a man, for girls, a woman.

18. Rarely is much effort made to pl ace former students.

19. Most placement of former students is done by the

alumni. It is handled on an unorganized basis and by



60

personal contact.

20. Many of the small high schools are too subject-

centered to give the necessary attention to individual

problems.

21. Administrators of small high school s 1'ace two big

problems: (a) there is a need for developimg a high school

curriculum to be pursued by all students which will fit

them for a happy and useful life and (~) there is a need

for a curriculum which will provide for the individual needs

of the boys and girls attending high school.

B. Medium-Sized High Schools

1. Little or no work has been done on gUidance in the

medium-sized high school.

~. They do not have counselors to spend the needed

time on the student's program.

3. A very pronounced lack 01' interest is shown in

placement.

4. They have no established effort for readjustment

of the students.

5. The guidance may be delegated to the sponsors who

are often "popular" teachers and not qualified for the

responsibility.

6 •. ,The h'igh school that needs development more than

any other is the medium-sized high school.
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7. Most of the follow-up is done on an unorganized

basis and handled by personal contact.

8. Most high schools do not make an established effort

at readjustment.

9. Mest of the information regarding curriculum making

and vocation in schools of this size is learned incidentally.

10. There is a trend toward a pupil-centered school

instead of a subject-centered one.

11. Most of the guidance in curriculum making is given

at the beginning of the year.

12. Guidance crystallizes fairly early in life the

preferences of the students, so they can more easily be

guided into vocations.

13. Guidance is a step in the right direction in making

pupils conscious of the value of vocations.

14. A large part of the guidance is done by the home-

room teacher.

15. More emphasis is put on placement of students in school

than is given in the smaller schools.

16. Some work is done to place former students.

17. Most placeme·nt of former students is done by the

alumni. It is handled on an unorganized basis and by

personal contact.

18. The individual student does not have guidance unless

he ,presents an unusual problem.
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19. Many of the medium-sized high schools are too sub~

ject-centered.

20. Because of a lack of understanding, the medium-sized

school seems to reflect .a certain de5ree of helplessness in

preparing a guidance program.

21. The counselor for boys is a man and for girls is a

woman.

22. The guidance work emphasizes group guidance with

very little attention to individual guidance.

23. The teachers' guidance activities are more or less

general.

c. Large High Schools

1. In the large high schools the work of guidance is

in the hands of a guidance director or counselor. He,

in turn, delegates the work to an assistant superintendent

or dean of boys and dean of girls. Then the two deans make

the home-room and club sponsors responsible to the student.

2. Many times the student selects a curriculum for which

he is not suited. Proper guidance eliminates this trouble.

3. The home-room advisor, dean of girls, and dean of..

boys are most commonly the guidance officers found in the

large schools.

4. In two-thirds of the schools with excess of 1000

enrollment the work is supervised in a general way by the

principal s.
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5. It is seldom that the principals of the larger

schools personally carryon the guidance work and serve as

advisers to the boys.

6. The home-room is more frequently used than any

~ther as the unit of the guidance program.

7. Guidance committees are usually released from

teaching duties or are paid a raised amount for assuming

the responsibility.

8. The members of guidance committees as a rule are

not specialists in gUidance work.

9. In the schools With over 1000 enrollment the Visiting

teacher is utilized in stead of a guidance functionary to

the same extent as the guidance comr'littee.

10. The Visiting teacher is often a trained social

worker.

11. Rarely is much effort made to place former students.

12. J!iiost placement of former students is done by

alumni. It is handled on an unorganized basis and by

personal contact.

13. Most large schools are able to finance a guidance
<,~

program rather extensively.



V. TENTATIVE PROGRAM FOR EDUCATIONAL

AND VOCATIONAL GUIDANCE FOR LINTON STOCKTON HIGH

SCHOOL

A. The Aims' and Objectives of GUidance

in the Guidance Program

1. General Objective. The'general objective of the

guidance program is to assist the individual to make an

intelligent choice in the selection of subjects, to acquaint

him with the various vocations and to assist him in finding

the place best fitted for him in his life work.

2. Objectives of Education.§! Guidance. The general

objective of this type of guidance is to assist the students

to choose, to prepare for, enter upon, adjust themselves

to and make progress in a course, curriculum, or school.

a. Specific Objectives.

(1) To help the student to secure informa

tion regarding possibility and desirability of further school

ing, and to develop a method by which he can determine the

value of such further schooling for himself.
~

(2) To enable the student to find what is

the purpose and function of each type of school he might

attend.

(3) To help the student to secure definite

knowledge of the offerings of the high school and of the

purpose of each course and curriculum.
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(4) To give the student an opportunity to

tryout various studies so that he may gain some insight into

the school life and work that is ahead, in order that an

intelligent choi~e may be made of school, clubs, and

other activities.

(5) To enable the student to determine or

understand better the requirements for entrance into these

schools and what abilities are necessary for success in them.

(6) To assist the student in securing

information about his own ability to do the work of the

advanced schools and about his own interests in such work,

as well as to assist him in the choice of school or course.

(7) To help the student to adjust himself

to the curriculum in the school.

(8) To help the student to adjust himself to

his teachers.

(9) To develop in the student the desire and

ability to progress in his chosen course.

B. Objectives of Vocational GUidance

1. General Obj~ctive. The general aim of vocational
"

or occupational guidance is to help the individual to choose,

to plan and prepare for, to enter upon, and to make progress

in an occup at ion.

a.' Specific Objectives

(1) To assist the student to acquire greater
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knowledge of the characteristics, duties, and rewards of.

the occupations within which his choice will probably lie.

(2) To help the student to find what general

and specific abilitie~ and skills are required for the

group of occupations under consideration, and also to find

the qualifications of age, preparation, and sex for

entering them.

(3) To give some opportunity for experience

in school (try-out courses, out of school, after school, and

vacation jobs) that will 8ive certain facts about conditions

of work. It will assist the individual to discover his own

abilities and help in the development of wider interests.

(4) To develo) in the student the idea that

all honest labor is worthy and that choice of occupation

should be based upon the peculiar service that the indi

vidual can render to society, upon personal satisfaction

in the occupation, and upon ability, possibility of advance

ment, and the like.

(5) To teach the student how to analyze

occupational information and to develop the habit of anal-

ysis of such infor~ation before making a final choice. A

choice of occupation is often made before sufficient in-

formation 1s gathered together or before the information

at hand 1s properly analyzed.

(6) To assist the individual in securing

such information about himself--his abiltties, general and



specific, his interests and his powers--as he may need for

a wise choice, and such as he cannot obtain himself.

(7) To assist economically handicapped

children who are above the compulsory attendance age as

well as college' students to secure, through public or pri

, vate funds, scholarships or other financial assistance,

so that they may have opportunities for further education.

(8) To assist the student to secure a

knowledge of the training facilities offered by various

educational institutions and a knowledge of the requirements

for admission to them, the length of training offered, and

the cost of attendance.

(9) To help the worker in adjusting himself

to the occupation in which he is engaged and to assist him

in understanding his relationship to workers in his own and

related occupations and to society as a whole.

(10) To prOVide the individual with reliable

sources of information and help by means of close coopera-

tion between schools, colleges, and social agencies on the

one hand, and the various industrial, commercial, and pro-

fessional pursuits on the other hand.

c. Suggested program

The present guidance program in Linton-Stockton High

School has' ,been evolved as a result of extracurriculum

activities, administrative needs, and educational guidance

demanding attention.
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The responsibility for developing the work is dele-

gated to the principal.

Because of the lack of financial resources and the size

of the school, many difficulties exist in starting this

~ program.

The program as outlined will fall into units, each of

which will be briefly described.

From the data presented on small, medium, and 1 arge

high schools, advantages and disadvantages in the various

programs were found. An effort will be made to avoid some

of the major weaknesses existing in these programs.

The following ideas will serve as a guide in beginning

the work:

1. Evolve a program that will enable the director of

guidance to maintain contact with the student during his

entire four-year high school course.

2. Provide for development and growth of the program.

(It will require at least four years to put into effect

the program as now organized.)

3. To develop a philosophy that will serve at all

times to direct progress and keep the program moving along

in the right direction.

4. Provide a program that will utilize personal and

group conferences, thus eliminating the over-used text-

book type of course.

The program consists of two major divisions. One

division is taken care of through organized home-room
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and group activity, and the other through personal and

individual conference with the student at various times

during the school year.

The group ~r home-room activity is under the direction

of sponsors who meet the groups once each week (see form A.)

The groups will be selected at random in each class with

a few changes being made to foster better teacher-pupil

relationship. The activity periods of the other four

days will be used for assembly programs, activity meetings,

supervised study, and faculty meetings. The faculty meeting

each week at this time will help to enable the teachers to

follow the same objectives, aims, and special problems that

occur from time to time relative to the guidance work.

The next year the same home-room teacher will be in

charge of the same group although it has advanced into the

tenth year of school work.

In the eleventh year the same arrangement will prevail,

with each group meeting once a week.

In the twelfth year the home-room teacher will have

developed the proper relationship for knowing the individuals.

She will be able to give more individual approach, and

contact with the student will be maintained in a form, con-

sistent with the type of work being done.

The plan as outlined will give a full unit's credit to

those whose work has been satisfactory for the full four

year's work. This .work will be required of all high school

students~
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A brief description of the material outlined for each

year follows:

1. For the Ninth Year.

a. The, student -is given a description of the build

ing with special emphasis on the location of rooms, an explana

tion of the location of rooms, an explanation of the various

rules and regulations of Linton~stocktonHigh School and a

discussion of various types of procedure required when tardy

or absent.

b. A brief study is made of the extracurriculum

activity program as provided in the school in order to acquaint

the student with the purposes and values of the various types

of activities and to encourage student participation, A

system of compulsory participation in these activities is not

used.

c. In this unit a study is made of the various honor

awards of the school (scholastic and athletic.)

(1) Membership in honor society and qualifica-

tions.

(2) ScholarShips offered by the different

organizations.

(a) Rotary

(b) American Legion

(3) Rotary trophy award.

(4) Letters and sweaters awarded in football

basket ball, track, and to the cheer leaders.

(5) Attendance certificates.

(6) Names read on recognition day.
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d. A thorough study is made of the general subject

of citizenship. What is a good school citizen, and does good

citizenship carry over to life work? How does a good school

citizen act and ~ow does he express himself? A close ob

servation of the other students forms a part of this unit,

which ends with a thorough explanation of the "citizenship

sheet." (see form F.)

e. This unit covers about one-third of the year's

work and consists of a study of the question of "HOW to

Study." Emphasis is given to the following points in this

unit.

(1) start to work promptly and with determina-

tion to get work assigned.

(2) Review previous lesson before starting

advanced assignment.

(3) Read the entire assignment and understand

most important features of it.

(4) Except in mathematics, usually read the

lesson as a whole first.

(a) It is desirable to see things as a

whale to get an idea of relation

between the various parts.

(b) Often time is saved because points

not clear in first part are explained

in last part.

(5) Re-read and pick out important parts,

often taking notes, outlining and underlining.
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lW. C. Wrenn, £tudy Hints. Stanford University press
1930

(6) Question what has been read and associate

new knowledge with old--visualize the relation of points

to each other and to preceding lessons--assimilate and fix

points.

(7) Learn the important things in the lesson.

(8) Summarize the whole lesson.

(9) Memorize by wholes instead of parts.

(10) Develop powers of concentration.

(11) Learn for value received and not for

recitation or grade.

(12) Develop initiative and independence.

(13) Use library intelligently.

This work will be supplemented by Wrenn's ·studr Hints.l

f. The last unit in the ninth year deals with a

study of school courses and sUbjects and their values. The

meaning and value of a high school educaUon is discussed,

and consideration is given to the contributions and values

to be expected from the various curricula. This unit should

help the student decide which major and minor field he

wishes to study.

2. For the Tenth Year.

a. A study of vocations is started at this time.

: The vocations studied are selected by the teacher and the

t
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students in the occupation class. This is provided for in

the curriculum. It is not a textbook course but is divided

into units of work that require reference work and supple

mentary study in each Jield.

Through cooperation with the Rotary Club, Greater Linton

Club, and American Legion experts, the leaders in the various

vocations are invited to speak before the classes, and the

class is taken frequently to places of business, offices, and

industries, where the various occupations are explained. Each

of these trips should be well organized and a few will last

one-half of the entire day while some are taken on Saturdays

and others after school.

Each student is required to keep a work book, consisting

of his notes, clippings, articles, and pictures dealing with

, the different phases of the occupations studied.

,During this year the student should have decided on the

course he will pursue in the high school. Again emphasis is

placed upon the values of studies offered in the high school.

3. For the Eleventh Year.

a. The unit on vocations begun in the tenth year is

continued in the eleventh year. Each student is expected to

make an individual study of those occupations in which he is

most interested. Many other studies are taken up during the
It

year that are supplementary in nature and center around

occupational study. Each student is expected to make a study

of the biographies of various successful men in the particu

lar occupations in which they are especially interested.
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In this manner the student is able to learn some of the charac

teristics and abilities required of men and women in these

occupations. They also learn something of the personal qual

ities necessary ,for success in these o~cupations.

The following list of aims indicates the chief values

set up for the occupational study as offered in the tenth

and eleventh years.

A. A better understanding of the various occupations

eXisting in the community.

B. Development of an understanding on the part of

the student of the contributions to society made by men en

gaged in these occupations.

C. Acquainting the student with the various methods

of studying the different occupations.

D. Giving the student a more general and more prac

tical education by developing a better understanding of the

world in which he lives.

4. For the Twelfth Year.

a. During this year a special effort will be made

to deal with the personal problems that confront each student.

Conferences will enable the student to secure assistance

with his specific problems as they relate to his future life.

A very important part of this unit deals with placement.

This will include a study of how to get a job, to write

letters of application, letters of inquiry, to secure an

interview, and to ask for a personal interview.
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through the Greater Linton Club the student actually

makes application for a position. The secretary of the

club reports back to the class the manner in which the

applicant actually performed.

Emphasi sis placed on the problem of individual anal

ysis of capacities and aptitudes.

More attention is given to the question of a college

education. Even though only a small per cent attend college,

they are made acquainted with the values to be expected,

dangers and problems confronting the college student, costs

of college education, selecting a college, and many other

questions pertainine; to college life. For the large

percentage who do not intend to go to college, additional

assistance in the matter of selecting a vocation is given.



VI. GUIDANCE FORMS

A. Educational GUidance Form A

This form is referred to as the "Home-Room Form."

DUring the first few days of the school year this inform

ation is obtained from the student in the home-room.

This form is for the home-room teacher and enables her

to know the student better and be of more help to him in

gaining the most from his high school experience.

76



FORM A

Pupil's Home-Room Record

For the present year, fill in what you expect to be in:

77

Grade 11 Grade 12

·............. . .
·............. . .
·............. . .

Grade 10

·..............
"

·..' .

·.............. .

Grade 9

2 ••••••••••••••

3 .•••••••••..••

1 ..........•...

Nee ~e S~
01 ass Linton Address T":::e-:;l~e-p;-h-o~n~e::-------

Resident of Linton Resident of TWp.
~ Church Aff iIi at ion Do you att end c~h-u":":r-c;-h--:-:r~e-:87.U~1-ar-""'1-y~?~-
Occasionally? Do you attend sunday School Regularly? -
Occasionally?-- Father living? yes No
Nee Occupation . Working now?
Mother living? If living, her name ---------
Occupation Working now?
I have brothers, whose ages are -------.-='I-.-h-a'""'v,...,e-

___-:-:-_si sters, who se ages are_--:"__-_-_-_-_-_-_~~---:I~·have cho sen
a vocation • My choice is
I have not chosen a vocation Vfuen did you select-------:your vocation? Why did you select the
vocation? -------------------------- What subjects do you
like best in school?
What honors have you won in school?
How far do you live from the school~?------~Bl~o-c-k~s~?---------

Miles? Do you walk to and from school? If not, what
transportation do you use? --~I~n~what school activi-
ties have you taken part? . _



B. Educational Guidance Form B

This form is also referred to as a "Home-Room Form. II

It 1s kept by the home-room teacher for her use, and assists

her in determining the reasons for unsatisfactory student

• achievements.
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FORM B

Where
do you
work on
this?

. .

. .

Parents
help me
with
these

HoW long
has it
been a
hobby?

Record in
proper
spaces
time
spent
studying
each sub
ject at
home

............

. .

Who encourages
you in the
hobby?

.............

.............

day Check in pro
per spaces

this time spent
studying
each subject
at home

• •••••••• e· •

Time per
spent in
studying
subject

·..........
·.......... ...... ....... ............ . .
·.......... ............. ............ . ..........

2 •••••••••

SUbject

Make a list here Time per week
of your hobbies spent on this

hobby

3 .

4

Outside Conditions Affecting

school Achievement

1 ••.•.••••

Do you work for money outside of school hours? Where?
What are your hours? How many hours per day? -----
Per week? How much money do you make per week through this
work? What do you do with this money each week?-.._-,-- _
Per cent saved? per cent spent on self for luxuries?
Per cent spent on the support of the family? Per cenr-ror
miscellaneous items? Your miscellaneous items include such
things as Are you given a money
allowance? HoW much per week? Do you work at home?

How long per day? What hours?
=Wh:--a":""t--::'d-o-'you do? ------------

Do you have a separate room at home in which to study?
~Are the lights which you use while studying good? -------
Is the room in which you study well ventilated?
well heated? ----.----

+.



1

2

3

· .
· .
·..........

· .
·............
· .

· .
·............
· .

1. Q.

Achievement

· .
· .
· .
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c. Educational Guidance Form C

This form is referred to as the "Conference Form." As

soon as possible after school begins a personal conference

is held with each new pupil in the senior high school. The

items taken up in this interview are listed on form C and a

record is kept in the principal's office for future needs.

In some cases more than one conference will be necessary

to get the desired information, but as a rule, this form can

be filled out every two years. The director of guidance at

the personal conference fills out this form for each pupil

instead of having it filled out during some study or class

period.

Much valuable information is recorded on this form.
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FORM C

Name Date of Conference
Address Age Date of Birth ----.-----
Father's Name -Telephone Numbe:::r---------
Are both parent~ living? Occupation of Father?
Total number in family? Are you living with y~o~u~r~p~a~r~e~n~t~s?

=- If not, with whom are you staying?
~ Does your mother work outside of the home?

Do you do outside work for pay? If so, ~w~h~a~t~d~o~y~o~~u~d~O~?~.----

Average time spent per d~ at this work? Do you have any out-
side interests?__If so, what are they? --
Average time devo ted to thes e ac t i vi t i e"':s-=p:""':e:":r:-":d"a""":y'::":?::--------
How often do you go to a show?
Vfuat time do you retire? W~h-a~t~t~i~m-e--d"o--y-o-u-a~r~i-s-e~?~--------

Are you given an allowance each week? How much?
What are you expected to use it for? ---------
How many different schools have you attended?
~~at school did you attend previous to enroll·i-n-g--a~t~L-i~n-t~o-n-?~-

Grades repeated? Graded skipped?
-S-u~b-j-e-c~t-s-r-epeated? When did~y:""':O~u~f~i~r~s-.t~--

attend Linton school? subj ects you are now taking? _

What subjects do you like best?
Subjects disliked, or liked least?
Do you expect to graduate from hig~h--s-c7h-o-o~1~?~--~F~r~0~m---:c-o~1~1""":e:""':g:-::ee~?~

Have you made any tentative plans regarding what you would
like to do after completing high school?
Harne you made any special study of this ~k'7i-::n~d...-::o""2f.......-::'w:-:::o:-::r:r.k:--or oc-
cupation?
Wh at do y·"':o":":u:----ll.,i~k~e:"""""":it~o~d'l'""o......,b::-e::-s~t[";?::---------------

In what extracurriculum activities do you participat8? _
What responsibilities do you have in the activities? _
How many times haye you been absent this year?
How much time do you spend at home work? (Aver~ag~·:-:::e~p~~e:-:::r~d5""~~)~--

Are you having difficulty wIth any subject? _
Honors and awards won in other schools? __
Physical defects?
General reaction to' this conference?-------------_._----

Remarks and recommendations:



D. Educational Guidance Form D

This form is to be used by the faculty for recording

contributions and deeds of students, both within and outside

of school.

It is filled in by the teachers whenever they think it

is advisable and turned over to the director of guidance.

83



84

FORM D

Educational Guidance

Has recognition
been given the
student? yes__No_

Has he been noti
fied of this de
linquency? yes_
NO_

B. Citizenship
Class Chapel
study---------Studen~t~T:-::e--a--c-;-h--e:-:-r:-s-------
Halls Improvement-----------Playground Cooperation . _

C. service
Group school
IndiVI'a':-:'u'"':'"a.....l------- -------
Outside ---------

Narne of pupil Grade Date
Class or StudY---~---------Nurnberin Class o~r~s7t~u~d~y-__-------
A. Scholarship

Oral Project
written -----
Improvement-----

D. Extracurriculum
Individual Pro j ect
Group ---------' -------

E. Library
Conduct
Over- du-e-::"b-o-o-;"'k-s-----

--------------

F. Activities outside of school
Civic Church----

G. Recreational



At any rate we expect the parents to sign the program in order

;;1 student may have in mind. This may require several interviews.
#~

If possible the parent should be present at this interview.
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This form is filled out in duplicate. The student is

to keep the carbon and the original is filed in the office •

that they are familiar with the plans of the student.

changes in student plans.

These forms are checked each year to be sure they are

correct and to register the changes that are consistent with

The planning of each student's program is carefully super

vised by the guidance department.

Graduation requirements are explained to ninth grade

~pupils, and personal interviews are held relative to the

course in high school instead of four one year courses.

Attempt is made to plan a high school course that will

E. Educational Guidance Form E

planning of his high school work.

An effort is made to have the student plan the entire

be consistent with the vocational aim or future plan the

. 1
~
1

': j

; i

: i.'I.•...
I ~,
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suggested Program of High School SUbjects

Signature of parent
Dates

Summary of Graduation Re
quirements:

English 3 units
Social Studies 2 units
Mathematics 1 unit
Science 1 unit
Health Education 1 unit
Electives 9 units
Total number of units
required for graduation 17
units. subjects must be
grouped so as to complete'
two majors and two minors.

Recommended for lOth grade

Recommended for 12th grade

Recommended for 11th grade

Date
Recommended for 9th~g~r~a~d~e~-------

Completed in lOth grade

Completed in 11th grade

Completed in 12th grade

Remarks:

Check on Program----

SUbjects selected by pupil.

Do you expect to graduate from
high school?
Do you expect to graduate from
college?
Wh at do "":'y-o-u-e~x~p-e-c-:t~t:-o-'"'l'd-o~a~frrt-e~r

you graduate from high school?

Whit do you expect to make your
life work?-----------

For
Com:::::::p'TI?;e~t-;::e:-;::dr--"il:-;:n:;-'9.,.,tl"1rl~g;:::"r~a';Ol'd-;:;e~

High school pupils in planning their schedule of classes or
program of subjects are to keep three specific things in mind:
First, graduation requirements; Second, any specific voca
tional goal or aim that may have been decided upon; Third,
elective subjects that will enable them to make their high
school work as broad and as beneficial as possible.



F. Citizenship Form F

Citizenship Sheet

This sheet is filled out for each student the fifth

week of each six week~period.

Each teacher,having the student in home-room or class,

marks the sheet according to directions printed on it.

This sheet is handed to the student with his card at

the close of each six-week period. Both are signed by the

parent and returned by the student to the home-room teacher.

The citizenship sheet is then turned over to the guidance

director, and it is filed away.
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FORM F

Citizenship

Name .,- Class _

Date _

Rate as follows: l--Excellent; 2--Good; 3--Fair; 4--poor.
Evaluation of Citizenship Qualities

Cooperation ·.. ·.. ·.. ·.. ·.. ·..Dependabili ty ·.. ·.. ·.. ·.. ·..Initiative ·.. ·.. ·.. ·.. ·.. ·.. ·..Leadership ·.. ·.. ·.. ·.. ·.. ·.. ·.. ·..promptness ·.. ·.. ·.. ·.. ·.. ·..Honesty ·.. ·.. ·.. ·.. ·..Give other fellow ·.. ·.. • •• • ••consideration
Courtesy ·.. ·.. ·.. ·.. ·.. ·..Clean Habits ·.. ·.. ·.. ·..Stabili ty ·.. ·.. ·.. ·.. ·.. ·.. ·...schol arship ·.. ·.. ·.. ·.. ·.. ·..
Rated by

Signature of Parent
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G. Miscellaneous Forms

The following forms are self-explanatory.

When a student receives a special demerit, form G is

~filled out in triplicate. One copy is mailed to the parents

of the student; one copy goes to the home-room in which the

student has been assigned; and the original is filed in the

office.
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This notice is being sent in order that you may know that

________________was given a special demerit today.

A record of the incident is given below.

We invite your cooperation in assisting this pupil to

become a good citizen.

very truly yours,

sIgnature of Teacher

90

Date---------
Home-Room No.----

FORlvr G

Grade Period,-----
Grade---------
Dear Parent:

--signature of principal

Reasons for special demerit:----------

.A special demerit is given only when a pupil's conduct'

is such as to demand special or immediate attention.

No pupil who has received a special demerit is eligible

for either the scholastic or the citizenship honor roll for

the grade period during which it (the special demerit) was

given.

We are very anxious that our pupils learn to be good

citizens and conduct themselves in an approved manner as well

as to master the content of the various school subjects.

j

1
~



Teacher

Dear parent:

Dear Parent:

principal

•-------..,.-----------

Very truly yours,

LINTON, INDIANA

Very truly yours,

LINTON STOCKTON HIGH SCHOOL

We find that is doing-------------------

LINTON, INDLill A

19__

__________19__

principal-

LINTON STOCKTON HIGH SCHOOL

Up to this date has been
tardy times, which is a loss of school time.

We are confident that you want to cooperate and, with
that thought in mind, we are calling to your attention these
cases of tardiness.

We are appealing to you asa parent who is most inter
ested in the ultimate success of your child, that you ma~e

a strenuous effort to see that
is here on time to begin work =w....i'7t7h-:;:t....,h-:e:--:r-:-e-s-t:;---0-;:;f~t;-h-e-c-:;-1-a-s-s-.-

We are sending-this word to you at this time in order

that our combined efforts may prevent a failure in this sub

ject for this grade period.

unsatisfactory work in
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