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PREFACE

Guidance 13 a term that has literally leaped into the thinking
of teachers, lay people, and even of pupils during the past fifteen
years, Guidance is usually thought of as personal help given by some-
one to assist a person to decide where he wants to go, what he wants to
do, and how he can best accomplish his purpose.

The guidance services of a school attempt to help each individual
to understand himself; to make the most of his capacities, interests,
and other qualities; to adjust himself satisfactorily to the waried
situations within his environment; to develop the ability to make his
own decisions wisely and to solve his problems independently; and to
make his own unique contributions to society to the fullest possible
extent, .

The classroom teacher gan no more be divorced from guidance
than can the counselor; in many ways he is fundamentally more important.
On the other hand, to identify all of guidance with the teacher would
be equally fatal, Adequate guidance requires the cooperation of all
parts of the school--administrators, teachers, personnel workers, and

specialists, 1

larthur J. Jones, Principles of Guidance., (New York: McGraw-
Hill Book Company, Imec., 1951), p. 90,

~iiee
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CHAPTER I
THE PROJECT AND DEFINITION OF PRINCIPLES
I. THE PROJECT

The purpose of a guidance handbook., This handbook in guidance,

compiled by the principal of the Cherokes Junior High School, is the

~ result of the co-operative efforts of counselors, teachers, adminis-
trative staff, members of the student council, and the advisory committee
of the local parent-teacher association, Its purpose is to reflect the
philosophy of guidance with which students and teachers live and work
together in this school, Those rules amd regulations which are appli-
cable to all cases, stem naturally from this philosophy., The Guidance
Handbook is intended to be im the hands of every member of the staff;
the staff believe together that it can be used with mch profit,

II. DEFINITION OF PRINCIPLES INVOLVED

The junior high school is the "middle school." Highly transi-
tional in character, eanrollment, and prograz, it is particularly obli-
gated to provide an adequate guidance service to young adolescents
in order to meet adequately their needs and problems. Each phase of
the total junior high school program has certain guidance aspects which
involve all staff members of the school to a greater or lesser degree,
Therefore it is essential that the entire staff be guidance conscious,
and fully aware of each member's relationship te the individuals who

et
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comprise the student body,

In reviewing the work of the past, the staff realizes that many
difficult end peculiar situations have been encountered. It is apparent
that guidance is inherent in every part of the school concerned with
assisting the pupil to make choices, adjustments, and interpretations,
Any attempt te confine guidance to a given area of assistance, or to
restrict its function to a particular group of th§ school staff, is
almost certain to fall, Sueh an attempt to simplify the situation by
an arbitrary division of the complex whole into separate parts inevit-
ably would sacrifice the unity of the process and result in greater
confusion,

Guidance. involves all types of choices and must include within
its scope the curriculum, teaching, supervision, and xll other activities
of the echool, The classroom teacher can no more be divorced from guid-
ance than can the counselor; in many ways he is fundamentally more
important. On the other hand, to identify all of guidance with the
teacher would be equally fatal. Adequate gnidance requires the cooperas
tion of all members of the school staff--edministrators, teachers,

personnel workers, and speclalists,
IIT. LIMITATIONS AND RESTRICTIONS

By no means do the faculty and administration want future staff
members and counselors to feel that this hamdbook is conceived with the
idea that this is an iron-clad program, or that they have all the solu-

tions to the problems of the guidance program. Rather do the faculty

members feel that this is a confession on the teachers' part to want to
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do and achleve a more functional guidance work in the Cherokee Junior
High School,

Changes in personnel. Many problems are encountered in the
guidance program. The changing of guidance personnel presents a definite
problem, and has often resulted in the change of guidance goals. A state
of confusion exists whcix all teachers are headed in different directions
with no common sterting point or goal to achieve, ' Consequently, the
student has been néglected at times, and his needs have not alw#ya ‘been
met, »

Meeting basic needs. Guidance involves personal help given by
someone; it is designed to assist a person in meking decisions that are
vital to him no;t and in the future; it assists him in solving the prob-
lems that ariese in his life, It does not actually ‘selve problems for
the individual, but helps him with their solution. A purpose of guidance
is to assist and to promote the growth of the individual,

j!_'h_;_g ghallenge of time, Ome of the shortcoumings of the prégram at
Cherokee is the element of time-~teacher time and teacher-counselor time,

Sc that the program might be functional, the staff extended the homsroom
time from fifteen minutes a day to twenty-five minutes a day. This, of
course, will give an epportunity for the home-room teacher to do a more
adequate Job of counseling,

The first six weeks of school (each Wednesday afternoon from 2:00
o'clock to 4:30) will be used for home visitations. Scheol will be dis-
missed for this purpese, ZREach teacher will have an opportunity during
the teacher workshop, previcus to the starting of the schecl year, te de
oriented by the two guidance personnel warkers in techniques used to gain

-
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special information during the home visitation., The achocl board and

administration have felt that the staff was sincere in asking for this

time to improve the guidance program.

A1l staff members have agreed that one hour out of five free

hours each week will be devoted to guidance reccrds, cumlative folders,

and teacher-counselor methods, This time will be pro-rated at the dis-

cretion of the teacher,

*

The staff has agreed also that while time is a factor in the pro-

gram, the greatest single factor is not time—-rather it is the desire,

interest, and the cooperation of the entire staff, plus the experience

which all teachers obtain together and put to even greater use in the

future development of the guidance progranm,

IV. DEVELOPING A PHILOSOPHY

The following general principles have been found helpful im the

development of the school's guldance philoscphy:

1.

2,

3.

4,

The guidance service should arise cut of the interests,
needs and purposes of the students.

The guidance service should be continmuous and serve all
youth, .

The guidance program should be concerned with the whole
individual in his total environment and with specific
needs and problems,

Guidance efforts should be organized to deal, not omly
with serious problems after they arise, but alsc with
causes of such problems, in order to prevent them from
arising or to prepare better for their solution.

A1l guidance should be directed toward improved pupil
self-knowledge and self-direction.
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6. It should enlist the imterest and effort of every
member of the school staff,

7+ It should be as simple as possiblae,
8, It should provide far securing and recerding ddequate

information regarding occupational and edu ational
requirements and opportunities.
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CHAPTER II
RELATED LITERATURE AND MATERIALS

The scurces of information referred to here have been of inesti-
mable help to the faculty and administration of the Cherokse Junior High
Sehool in setting up this guidance handbook, which aims to discuss the
spirit of the program, together with some pertinent regulations found
helpful in practicing the philosophy which all those in any way comcerned
with guldance services have arrived at im working as a t'n.m,

I. CUBRRENT TRENDS

A survey of related literature revealed that nandbooks in gen-
eral were becoming & trend in the schools of today. The tasks of both
teacher and stulent seemed to be increasing in number and variety. In
many schools the handbock has helped to orient both the teacher and the
stulent to these increasing tasks, Tﬁmer gtated that a handbook was a
statement of gemeral infornation pertaining to one school system and the
policies of a particular school in that system.]‘

Bolmier thought that a2 handbook should ocutline the purpose and
goals which the school was endeavoring to achieve, Saohools which were

without a philosophy of educatioh lacked purpose and nourishment.

L awrence E, Turner, "How to Develop a Handbook," American
School Beaerd Jowrnmal, 125: 24-25, April, 1953,

b
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Teachers were entitled to be vitally involved in the building of the goals
to be attained., A better relationship would then exist between teacher

and school m:hnin:&.st:r-att':z-ta..2
II. PROBLEMS INVCOIVED

The study by Broad found the school administrators occasionally
forgetting sbout the orientation of eld and mew teachers. Teacher
orientation was a very important step in the development of a successful
school system., Broad questioned one humndred thirty-six teachers about
their viewpoint, dealing with problems which they felt caused them a
feeling of unrest and of being uninformed,? Following are the six
problems most frequently mentioned:

1, Problems related to understanding the school's pbilesophy.

2. Problems related to conditions of work,

3. Problems involving teacher-community relationships.

4. Problems involving administrative, supervision, and
teacher relationships,

5. Problems related to the establishment of good teacher
and pupil relatiomships,

é. Problems relating primarily to instruction.¥

%E, C. Bolmier, "Basic Principles of School Admimistration,” The
American School Board Journal, 122: 21-22, March, 1951 '

3
George B, Broad, "Orienting New Teachers,” National Assoclation
of Secondary School Prinoipals, 341 67-68, April, 1953

*Tbia,
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Kyte thought the principal who developed a handbook prior to the
start;ing of school was developing a worthwhile project, When the staff
and administrators felt a need and definite purpose for the development
of a handbook, and if they worked togehter, then the benefits were
infinitely greater,’ Huggett explained that teachers bad a right teo
know the basic philosobhy which has been previously developed in the
schoo1.6

According to Edmonson handbooks had a very economical value which

saved a great deal of time,’ Teachers became aware of the tims saved
by handbooks and placed confidence in the infarmation contained in the
books,

| Parents and students in most cases felt more confidence in the
school when they had an opportunity to examine the ha.t;dbook which
answered many of their quos’c.iona?

The Jjunior high school of Clinton, Iows developed a handbook
which was divided into tﬁ' ee parts: orientation, extra-curricular
activities, and guidance, The staff there felt that the handbook made
it possible for the teachers to develop a better school, The student

body and the teachers knew exactly what was expected, and there was

5Gecarge C. Kyte, The Principal at Work (New York: Ginn and
Company, 1953), p. 117. ‘

bp1bert J, Huggett, Practical School Administration (Champaign,
I11incis: The Garriod Press, 1950), p. 142,

73. B, Edmonson, The Modern Secondary School (New York: The
Macmillan Company, 1941), p. 171,

8jonn L, Bracken, "Let the Handbook Answer These Questions,"
School Exeoutive, 73: 54-55, October, 1953
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little room for nisundcrstanding.9
Douglas and Gruhn believed that pupil handbooks, more than any
- other school publication, had guldance as their prime purpose, especially
educational guidancc.lo Pupil participatien in the preparation of the
" handbook should increase edwational guldance values, because the material
used was likely to be more definitely from the pupil's point of view,

The high school at Cherokee, Iowa, developed a handbook for extra-
cwricular activities, The handbook infarmed the teacher of every acti-
vity sponsored by the high school, The educational benefits and goals
were explained so that 'toachers might see the purpose of sach activity,
The handbook explained the duties for each teacher in connection with
these activities,1d

Noar believed that it was the duty and obligation of every junior
high achool to let the community know what the school was doing. The

"handbook was one method which could do this in a suitable marmer,l2:

YHandbook Committes, "Handbook for Junior High Teachers,"
(Clinton, Jowa: Clintom Public Schools, 1951),

loﬂa.rl R. Douglas and William T, Gruhn, The Modern Jumior High
School (MNew York: Ronald Press Company, 19535, P. 285

llHandbook Committee, "Handbook for High School Teachsrs,"
(Cherokes, Iowa: Cherokee County Department of Education, 1954).

Pgertrude Noar, The Junior High School (New York: Prentice-
Hm, Inco’ 1953)’ Po ]MO ’
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III. GUIDANCE FACTORS EMPLOYED

The State Department of Education in Oregon recently published

a booklet on guidance servises for that state.]? This booklet was

apparently a more complete handbook than that which the average school

would need.

The ideas expressed were unusually mesningful., The sum-

mary of what the Oregon State Education Department felt should be in

its booklet i3 as follows:

1.

2,

3.

be

Guidance services are fundamental in providing young
persons information om the wide range of educational
and occupational opportunities and in helping them to
solve their many personal problems,

Guidance Services might well be termed those educational
activities which pertain to choosing, adjusting, and
p]mingo

The establishment and maintenance of an active faculty
guidance committee is & key factor in developing a prac-
tical and an effective guldance services program.

Every school, no matter how small, should designate one
teacher to serve as "head" of the guidance program,

Essential guidance activities are generally considered
to involve these six broad areast

Individual Inventory and Analysis
Providing Infarmation

Counseling :

Selection of Training

Placemsnt

Follow-up

Bstate Department of Education, *Guidance Services Booklet

for Oregon,*

(Salem, Oregon: 1953), p. 12.
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9.

10,

-ll-

Every classroom teacher is important in the success of a
school's guidance service program.

Test results are very helpful when comsidered im the light
of other important information about the individual,

Scholastic aptitude is coming to be recognized as only onme
of several important kinds of intelligence.

Today there is a growing number of non-collsge educ aticnal
opportunities beyond high school, such as apprenticeship
and other on-the-job training opporiunities which young
peraonas should know gbout through guidance services,

An unbound Occupational Infarmation file is a valuable
asset to the guidance services program.

The review of related literature indicated clearly that hand-

books were being used by many schools as a means for in-service training,

orientation, articulation and other important uses. The students and

staff members of schools having handbooks seemsd to use them succesasfully,
Handbooks developed by staff and admimistration together seemed to be more

readily accepted than handbooks written by the administration alone.

Parents seemed to be pleased when the handbook was used as a means of

providing answers 1o many of their questions, This seemsd to be an

ideal way to develop good public relations for the school.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



CHAPTER III
ORGANIZATION OF THE NEW GUIDANCE PROGRAM
I. GOALS TO ATIAIN

The staff of the Cherokee Junior High 3chool felt that some
part of the guidance program mst be ineffective, Student attitude
indicated 1little interest in guldance opportunitiess. Consequently,
the staff set up gosls to racmtate further experimsntation in the
guidance area. The goals have been listed below,

1, Assist the child to adjust himself to a broader and more
complete way of lifs,

2, Help the child recognize and understand individual dif-
ferences.

3. Help each individual student evaluate his own abilities
and interests,

4. Acquaint boys and girls with problems of the future.

5. Help boys and girls live with people in a democratic way.

In working toward these goals, the staff has had to remember
that they were seeking to remove minor obstaclss befare these creatad
major problsms in the minds of the stuients, This did not mean that the
maladjusted student should be avoided, but rather that he was only one

part of the program; guidance existed for overycme.:l“‘L

Mﬁaymond N. Hatch, Guidance Services in the Elemsntary School
Dubuque, Iowa: Wm. C. Brown Company, 1951), P. 14

-] 2um

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



-13*
II. GUIDANCE PROCEDURES

The success of any guidance program willdepend upon the staff
members. To limit befarehand the ways in which a program can be success-~
ful would be an error. Individual teachers will develop methods which
tend to get the job of counseling done, The staff has taken this into
consideration in listing the following procedures, These procedures
are to be used as guidelines rather than definite rules to be followed,

1, Establish a friendly relationship between counselor and
counseles,

2. Be pleasant, understanding, friendly, and cooperative.

3. Be calm and at ease, regardless of the counselee!s
attitudc.

4. Encourage the client to express himself as fresly as
poasible.

5, Be aleri, not only to the content which is being stated, but
to the feelings which are being expressed,

6. Do not be cast in the role of an all-kmowing authority. Let
' the counselse make the decision, If he wished to reverse
himself, give him an opportunity.

7. Use the indirsct approach to problewms, informstion, or
topics to be comsidered.

8. Have control of the interview at all times, but help the
client to talk fresly according to his desire,

"9, Assist the client to drop any defensiveness,

10. Keep the interview moving, Terminate with & plan of action,
referral, or a time for the next interview.

The perscnality, mannerism, and attitude of every teacher con-
cerned in any way with personnel work will make a difference in the abil-
ity to help students, At all times let the staff remember that the
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student is the object of the school's goals, and that the procedures by

which the teachsr obtains these goals are very important.
III. CUMULATIVE RECCRDS

The cumulative records are accounts of the student's school
history which began with his entrance into the elementary school and
have been maintained up to the time of his entrance into the junior
high school.l® The record does not stop with the staff. The teacher's
duty becomes that of developing further the value of these records by
adding the pertinent informstion which unfolds here, These records,
with that accumilated in the elementary school, will be used further by
the student and his teachers in the high school of the district,

Cumulative records from the sixth grade will contain the student's
family history, home environment, health, school ettendance, test scores,
academic reports, personality tesis, and extra-curricular interest.
There will also be inserts of the child's tendencies and attitudes pre-
vious to his experience in the jumior high scho#l. It is agreed that
the staff will not draw final conclusions from these records alone, but

~ that the tabulated informetion will be used as a means to help the
student, not to hinder him..

The records occasionally may not be complete., The homeroom
teacher then will find it necessary to complete the essential informa-

tion, This can be brought about by home visitation and parent-teacher

lsﬂenry S. Otto, Elementary School Organization and Administra-
tion (New York: Appleton-Century Company, 194.), p. 272
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conference, .

New students wlll present a report card to the principal, who
will then assign the stuient to a homeroom, The principalts duty will
be to contact the former school of the new student and secure all the
available information possible, The new material will then be recorded
and added immediately to the ' cumlative records, to which all teachers

have access,
Iv. TESTING

A primary objective of guidance services is assisting the pupil
in gaining a better understanding of himself in re]a'tion to the present
and future. The collection of information about the pupil is the first
step :!;n this process,

Past experiences have proved that teéts are basic tools for col=-
lecting information, Research has proved a guidance program is not as
effective without a testing prrog!-aan..l6

Staff members on the testing project have related the fields im
which pupils in the seventh grade will be tested. These fields are
scholastic aptitude and achievement. The tests to be given are the
California Mental Maturity and the Iowa Every Pupil Test. These tests
will be administered the first four weeks of school by the guldance
counselor during a group mesting of &ll seventh graders,

The eighth grade will be given an algebra aptitude test at the

16Arthur E. Traxler, Technique of Guidance, (New York: Harper
and Brothers, Publishers, 1945), p. 230.
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ond of the third nine weeks period. The test will be given by the
eighth grade msthematics teacher and the freshman algebra teacher. The
results of this test, plus what tt}e eighth grade mathematics teacher
has evaluated, will help §etermine whether the student will be in an
algebra or general mathematics class,

Ninth graders are scheduled to be given a test for special apti~
tude and vocational preference, The test will be administered by both
guidance directors at the end of the first three weeks of school,

Teachers sometimes assume that test menuals are so clearly and
completely written that it would be impossible to make an error in admin-
istering & test, This, of course, is a fallacy; past experience has
proved that the manuals are not always adequately written., Staff members
should discuss the work prior to administering the test, and take these
points into consideration:

1. Study the test manual thoroughly and take the test before
giving the test,

2. Have all test booklets, answer sheets, pencils, and erasers
ready before test time arrives,

3. Proper ventilation and lighting in the room, and a seating
arrangement which will let students be comfortable are all
very important for a testing =ituation,

4. Directions should be explained thoroughly.

5, Time is important, and the stop watch can be obtained from
guidance office upon request of the teacher,

V. MEETING THE TIME ELEMENT

Time provided for teachers and stulents is an important factor in
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the success of the guidance program].‘ Lack of time means that some
part of the program has to be limited. The hope of the administration
is that the teachers can msnage time in a manner which will not let any
part of the staff functions be fargotten.

The twenty-five minute block of time each day for homeroom will
be used largely for guidance., The need for a well-planned program that
will allow teschers the maximum use of time is very important because
the staff realize that many educators advocate a longer period of time
for the homeroom than the twenty-minute period which the staff have in
the program here,

A1l of the teachers realize that guidance is being carried on st
all times of the day Just as is learning, but the homeroom is a special
time to observe stulerts im a natural role,

The staff is im agreement that one hour of the five hours used
for preparation will be used for the guidance service., This time is

left to the discretion of the teacher arnd shall be the teacher's owm

responsibility to use as he finds most profitable for the welfare of

his students,

YGertrude Noar, The Junior High School, (New York: Prentice-
Hall Inc., 1953), p. 8.
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CHAPTER IV
PROCEDURAL PROBLEMS
I. ORIENTATION

The junior high school has a responsibility for helping new
pupils to become adjusted to the school's customs, traditioms,
activities, policies and regulations, The staff agree with the idea
that loyalty and respect for what the junior high school stands are
recognized asbimportant characteristics of the student, Students
participating in extra-curricular activities gain an ecpportunity to
know democratic ideas according to group work.18

Each teacher is expected to spend two hours with his homercom
the first day of school, explaining the contents of the orientation
booklet. As a group, the faculty feels the need of contributing

encugh time for explaining fully the rules and policies, so that the

student will not feel strange and unadjusted, Indeed, this handbook
is the result of the joint efforts of the school staff of the Cherokee
Junior High School and its student council, representing the stuient
body, to orient new teachers to rules and regulations, and constantly
to reorient the old teacher to satisfactory conditions of living

together,

184 rthur D, Hollingshead, Guidance in Democratic Living, (New
York: Appleton-Century Company, 19%1) p. 29.

] B
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Every spring each prospective seventh grader has the oppor-
tunity to visit the Jjunior high school to make him feel more at ease,
A1l eighth and ninth graders are given the opportunity to follow through
their future class schedules,

The lockers of the school are old and very difficult to operate,
Experience has shown that this is a hardship which has caused many a
seventh grader a mental handicap, Teachers can help eliminate this
problem by explaiming the exact method of operating the lockers., The
general feeling of the administrative staff is that each teacher should

spend at least one hour in learning how these lockers work,
IXI. ARTICULATION

Articulation is the prodess of making several levels of the
school system into & unified program so that the student may pass from
one level to ancther with little difficulty and discomfort,

The staff members realize that the junior high school 1s only one
part of the total school system and that each teacher should try to be
as consistent with school policy and procedures ss that of the elementary
and high schools, This is the reason for holding a joint meeting at
three o'eclock on the third Thursday of each month for the teachers of all
three schools,

The school board allows each teacher one day of visitation in
another school system in the state, as well as one-half day in the
Cherokes school system, The agreement of the staff is that the teacher

shall visit one of the Cherokee elementary schools one year and the
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Cherokee high school the next year, A brief repart of the benefits
derived from the visits is the only necessary requiremssnt for this
absence from the teacher's work. There is no salary deduction for this
opportunity.
The goal im the articulation program is to narrow the gap between
the different grade levels of the schocl system, so that the student will

feel at ease and learn more readily »in a contented situation, |
IIXI. ADJUSTMENT

In the Cherokee Jumior High School the studeut has approached a
period im which his decisions mey affect seriously kis whole life, Here,
then, leadership tempered with understanding is esseitial in the develop-
ment of the overall program of adjustment,

The departmental organization of the junior high school requires
that students adjust themselves to a variety of teachers. Students mo
longer remain inside the same room all day. Students mmst adjust to
the variance in teacher discipline and to the differences in individuals
generally. Likewlse, physical aspects of the school plant and the
requiremsnts of this building must be observed, |

Emotional disturbances are partiocularly prevalent at this stage
of child development., Physiological growth brings with it increasing
size and strength, sex impulses, and responsibility resulting from
greater maturity. These problems may cause the child emotional imsta~
bility. Therefors, teachsrs mmst emdeavor to umderstand all the adjust-
ments the adolescent has to make, Staff members proclaim that a student
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who is adjusted to this system should be a happy stulent and one who is

likely to profit from his experience with the staff of this school!l
I IV. STUDENT LEARNING

Staff members m‘xst realize that some stulents will have diffi-
culty learning content material, The testing program is designed to
assist teachers in ascertaining approximate scholastic aptitudes of
individuals,

The staff should use special interests of students to motivate
them to want to learn, thereby assisting them to reach maximum achieve-
ment commensurate with the ir abilities, The staff members agree that a
total of all the experiences which result in learming may be referred
to as the curriculum,l?

Learning problems are not new, but many have become of increasing
importance. Reading difficulties, differences in the rate of learning,
likes and dislikes, study habits, differences in aptitude for school
subjects--8l11 present problems that are difficult for the pupil to
solve without help.zo

In the Cherokee Junior High School, as in all other educational
institutions, the objective of instruction is learning--which results

in the development of a thinking, understanding individual., Teachers

1980y D. Willey, Guidance in Elementary Education, (New York:
Harper and Brothers, Publishers, 1953), p. 536,

Dprthur J, Jones, Principles of Guidance, Fourth Edition, {New
York: McGraw-Hill Book Company, Inc., 1951) p,.325.
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sometimes show diesatisfaction with the stuient because he does mot
accomplish the learnings desired, Ouldance personnel should recognize,
however, that learning is not a simple process, and desirable learning

cannot be achieved by A-B-C procsdures.
V. ATTENDANCE

Attendance has been a pr;:oblon since the days of the first jumior
higﬁ school, and this scheol is no exception, Research has proved that
attendance is one of three major problems invelved in the referral of

students to guidance ecnsultents, 2

4 student who has been absent Ifrom the Cherokee Jumior High Scheol
must first report to the principal's office with a written excuse from
his parents. The principal will determine whether the absence is excus~
able. The slip which the principal gives the student will imdicate the
merit of the excuse, Then it becomss the duty of esach of the studentls
teachers to give him all the help possible to make up the lest work in
as short a time as reasonable., Past experlience indicates that the socmer
tsachers get  the student started, the bettsr the results will be,

Each teacher is expected to explain the importance of attendance
to the student, The staff realizes that a student who remains in school
can be trained more easily for a skilled m:cupa*t':l.on.22

The staff feels that in the jumior high school the social growth

21ij.d., p. Gu

221pid. p. 350
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that a student makes cannot be msasured accurately, but mo doubt the
growth made in this period is tremendous when compared with the growth

of out-of-school youth,
VI. SOCIAL NEEDS

The social needs of the average jumior high school youth are
" tremendous, The stulents seem to agree that social activities account
for ;.ha greatest educational bepefits derived from experiences im the
Jﬁnior high school,

The informal social activities consist of dress-up day, homeroom
programs, science club, photography club, dramatiecs, dance club, spesch
olub, student council, creative writimg club, imtramurals, athletics,

[ and masic, Each teacher has been assigned one or more of these activi-
| ties, but me one of them is considered to be more important than the
I others,
; Formal parties are less frequent in jumier high school as the
} staff feels that a few formal parties are sufficient. All parties are
held during school time. They consist ef a party held in the fall for
each class, & Christmas party, an Baster program, and a spring dance,
The success of the My is determined by the plamning and work
which is dome by the studemts. The staff is present at the parties
only for the purpose of preperly chaperoning sueh events,
The jumior high school's various social activities should

serve as a laboratory im which pupils can develop desirable social skill,
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The staff is in agreement that all members will set the exampls
of dress around the school, Students of the jumior high school like to

follow and imitate worthy examples., Teachers realize that when young

boys and girls dress up, their actions are of a nature which reflect
‘social growth and attitudes of developing maturity.

VII. FURTHER EDUCATION

Chofotce* Junior High School prwvides vocational guidance acti-
vities wvhich give studemks the background for making vocational or
educational choices. In the seventh and eighth grades emphasis is
placed upon the exploration of vecatiopal interest, acquiring vocational
infarmation, and learning the importance of careful reflective. shought.
Stress is placed npon considerations necessary for sslection of voca-
tional occupations, |

Each ninth grade stuient makes an appointment with a staff com-
sultant of vocations. The staff is in agresment that definite plans
should not be formulated in this critieal period of life, but serious
thought in this area is encauraged.

Rinth grade students are assigned teachers to help plan the first
serester of tenth grade work. Each teacher will be furnished with com-

plete instructions about the requirements and other pertinent information
dealing with the senlor high achool curriculum, These instructions are

2W411 T, Gruhn and Harl R, Douglas, The Modern Junior High School
(New York: The Romald Press Company, 19‘575, P. 369%.

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



glven by a high school counselor and the high school principal at ome of
the regular teacher meetings,

VIII. HEALTH AND PHYSICAL DEVELOPMENT

Serious maladjustment often results during the period of adoles~
cence, The fast growth of young people at this time must be comsidered
a problem to ‘bc faced by all youth as well as their teachers,

The school nurse should help prevent and determine any unusual
health or phylicé.l development., The nurse will be available every
morning from nine to twelve in the nurse ' room,

A check-1list may be found :I.n_the teacher folders, upon which
should be recorded pertinent facts relating to phfaical and mental dis-
erders, This material is later compiled by the guidance caunselors,

During the first two weeks of school all students are given a
physical examination by the school physician, This is part of the

school's program, thus being no sxpense to the student, Any defects
or ailwments should be recarded on the cummlative record by the homercom
teacher, One of the duties of each teacher is to notify thke student's
parents of the result of the mtim only if the results are
unfavorable, |

Stwlents and teachers have no place or purpose in the junior
high school if they are physically ill, The staff sheuld at all times
observe a child who appears to be i1l and immediately send the child te
the nchoolbnnrsc. Upon dismissing ¢he child from class, the teacher

should at omee inform the principal,
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IX. LEISURE TINE
The mode of living today has developed a need for lsisure time,
Pecple can no longer think of leisure time as an excluasive privilege of

the rich. The student must be gnided so that he can best use his leisure

"time in a manner that will reflect the type of growth which society

¢ du;tres. .

The explanation of our leisure time activity is very important,
The ataff members should read carefully the student handbeek and: be able
to explain to their students each activity and the values to be found
in it,

The school philosophy is that very little, if amy, home work is
required, Therefore, teachers mmst learn to substitute at school worth-
while activity for the extra home work which has been eliminated,

Leisure time is not to be a pericd of waste in the scheol program,
but a pcriod of learning in whieh the teacher will try te a@u interest
in the students, '

The goal of the junior high school activity program is mot te
develop a desire to win (or perfection), but to strive for participation
and value im social growth. The duty of the staff is to develop in this
schooi more than academic skill alone, Teachers are expected te try te

develop an individual who can apprsciate leisure time and know how to
pursue 1t.2"

?J‘Prank G. Davis and Pesarle S, Norrise, dance !gg_q-nook for
Teachers, (New York: McOGraw-Hill Book Company, Inc., 1949), p. 279
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CHAPTER V
. - MAINTAINING THE PROGRAM
I. HOMEROOM SPONSOR

Cherokee Jumior High Scheol has been fortunate in having guidance
directors who have been extremely comscientious and effective Ain‘ the
planning of their guidance effcrts. As a result, the staff feels that

- the guidance program has met failed from lack of leadership., Tie staff
has tried to analyse the problems ia a scientific manner , and they have
decided to the- best of their ability, that the Bemeroom teacher is the
backbone of our guidance program., Ne ome service can be readlily omitted

from the program wit hout feeling its leoss, but the homeroom sponsor, which

all steff members are at Cherokee, is im the driver's seat of the guidance
i program, |

Functions of the homercom sponsor center largely around problems
ofvadjutunt to schoel, The homeroom sponsor has the opportunity of
inowing pupils better than amyone eise in the achool situstion. The
homsroon ipauor is the only one wio has the student every day. Because
of the close relationship with the student, the spomsor may readily spot
causes of maladjustment to scheol life, friction with s teacher, failures
in subjects, or difficultiss at home.

Homeroom programs can be functional only when the teacher devotes
time to preparation for the homeroom periocd., The homeroom activities

provide opportunities for cocperation and for development of habits amd
~27-
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ideals concerned in the social and personal growth of youth,
_ Homeroom programs provide, im general, a better -nt.ua].‘undor—
standing of both individwals and groups through the planning of the home-
rfao- tsacher and others responsibls for the programs, and the acceptance
of such well-planned programs by the individual students for whom they

are intended,
II. GRODP GUIDANCE

!;my problems of the jumior high scheel .ltuiont are vital prob-
lems that are common to a mumber of other students in the same grmp.”
Much valuable guidance can be done by each teacher through the group
method,

The staff agrees that group guidance should be informal, The
teacher should act merely as a l_oador of the discussion, sharing respon-
sibility for the program with student leaders. '

Bach classroom subject offers opportunity for grouwp discussion

? methods, but perhaps extra-curricular activities givs teachers the best

opportunity for group guidance in comnection with the regularly sbheduled
school program. By no means does the staff feel that group activities
can take the place of individual guidance,

Group guidance should be used to arouse the students to become
conscious of the need for coumseling. Jomes suggests some group astivities

as follows:

25Ivid., p. 186
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1. Orientation to the school
2. Improvement of study habits
3. Improvement of personal adjustmente
4. Development of social relationships and responsibllities
5. Self-appraisal

6. Pormulation of life goals
7. Development of plans for edwation and other activities to

attain these goals
8., Preparation for the next school
9. Tentative selection of an occupation?6

III. INDIVIDUAL GUIDANCE

Every homercom teacher is expected to hold ome individual confer-
ence eiach semester with each homercom student. This is the minimum
number of cca{erencu recommended by the admimnistration. Rach teather
should also arrange for a conference with those students who are in need
éf individual guidance at all times,

There are many helpful procedures for a teacher to follow im the
personal interview, Teachers should first study the student's records
carefully before interviewing him, thus becoming acquainted to some
extent, with his likes and dislikes, and his special interest, This

action will serve to make the interview much more natural., The interview
itself sheuld be private and unhliurried. Following are some conditions
for which an interviesw is desirable: (1) misconduct, (2) poor school
work, (3) health handicaps, (k) change of curriculum, (5) eompanions
affecting a pupil, (6) wasting time, and (7) home difficulties., How to
begin the conference will depend on whether the interview was initiated

26 pprthur J. Jemes, Principles of Guidance (New York: McGraw~
Hill Book Company, Inc., 1951), p. 327.
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by the pupil er by the teacher.
The staff agrees that non-direstive gounseling is the method most
used by counselors who have mot had extended training, Willey states:

The basic essential of a mondirective ccunseling presedure is

-. that the pupll has suffieient capacity within himself fer adequate
growth and development. There is present enough motivation te -
achieve the kind of grewth and development which he feels is desir-
able for himself. The seunselor has a respest for the way ix whieh
the pupil chooses to grow and develop.  The nondirective form of
counseling is characterized by the absence of advice, persuastionm,
‘and argument, and by the emphasis om the pupil's eopportunity te
talk freely. The nondirective viewpoint fecuses concern toward the
child in an attempt to see the child's 1ife as he sees it himself,
Because of this emphasis the method is sometimes described as
client-centered, 27 '

The staff agrees too, that there is a time for directive guidance
and fully realizes that a well-trained counselor is needed for this
method, Regarding directive guidance, Willey bhas this to say:

In a directive form ef counseling the counselor tactfully takes
the full direction ef the contact. The pupll knows that the coun-
selor has information to geide him, and from the problems ceon-
fronting the pupil only some will be selected. The counselor
assumes full and direct leadership during the conference interview
and will therefore ask most of the questions, The problem is defined
for the pupil., The focus of the counseling process is orn the problem,
its diagnosis, its causes, and its tseatnnt, and the oaly responsi-
bility of the pupil is to ecooperate.

Both directive and nomdirective guidance have their place in a

guidance program. The philosophy of the Cherokee program is to lean to-
ward the mondirective methed, but teachers mmst accept the fact that at

] certain times directive guidance has a definite place in the sdheme of

‘ th:lngs.
£
27
Roy D, Willey, Quidance in %_MEEB_L_ (New York:
i Harper and Brothers, Pl,lhlhhern, 1952), p. 558
28

Ibid,, p. 558

p—
H
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Teachers should take advantage of tiw home visitation program of
this school. Time is allotted for visitation of all homercom students.

" The h.q. visitation should be for "get acquainted" purposes primarily,
Barr suggests everal ideas which are very helpful for home visitation.
They are listed below: |

1, Relax! You are making e friendly vieit and act accordingly.
Whether your visit is social or remedial in mature, your

purpose grxd the pu-ontc' skould be to de a better Job with
the ohild., .

2, Note things about the honu that have a direct effect om
the ehild, .

3. How is the emotional tmo of the howe?
k. What sesms to be the socic-sconomic level of ‘the neighbor~

hood? Does the home being visited seem to be eharacter-
istic of the other homes in the neighborhood? :

b 5. What leisure-~tims activities seem to be available? Ineluded
would be reading materials, television, evidences of hobby
participation,

6. Teacher attitude should be of a pleasant nature, thus will
help establish a foeling of friendliness.

Te The teacher's appearance is important, lsqgroonod
individual 1s im a more favorable pooition

The kmowledge acquired from the homs visitation should be recorded
as socn as possible., This womﬁm will be very helpful for the home-
room program, and is also a splendid epportunity to improve the public
relations of the schoel,

One of the impartant aspects of the home visitation is the schedw

uling of the visit, A form letter is sent home to all parents. They

29.!«.1:: 4, Barr, "The Classroom Tescher and Gudaneo,' (Washington

U-:lvorlityx College of Bdueation, 195k), p. 57.
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then have the opportumity to choose & time which is smitable for them.
~ The teacher has a ehmc§ to meot each parent again en report
cﬁﬂ conference day. The time fox; this meeting comes during the tenth
week of school, The teacher and parent have almost thirty mimutes
together in which to diecuss the problems of the student, Barr states:

How the teacher is prepared for each individusl conference helps
determine the success of that conference. Ome of the ways im whioh
the teacher may be prepared is to have sufficient information avail-
able, The information will pertain primarily te the okild, but
there may alsc be iafarmation about the school in general, the child's

- family, about referral agencies, or about sources ef h.farutiu that
mboofulnoto the y&mt.

Informtion en the ehild will imelude his quality ef performance,
his health, his abdlity level, special strengths and weaknesses,
sxamples of his work, relationships with other stwiemts, and imterests.
A1l the information may met bs used at the conference, but its availw
ability is impertant. Specific thimgs should include an imdieatien
of student perforsiance im relation to his ability amd im relatiom te
the rest of the elass, Health record, anecdotal records, sociometric
and projective data, autohiegraphy and test data are ether scurces
for teacher imformation.

The teacher must keep control of the conference. The mark ef the
skillful coumselor is shewn when he can recognize the proper time for
disgression, The mainm purposs of the comference shenld he comecerned
with the parent's child and that child's relationship te the heme

and the school, Amy lemgthy discwssion of ebher childrem, 05 the
noighbors, or other extranecus sibjests sheuld be ruled out,’0

A1l teachers will fimd it valuable to gaim experience through the
practice of confcmncc'tochniquu in our im-service progran. This experi-
ence will alee give the staff an understanding of the parent's poimt ef
view in the cenference s tuation,

v Evalustion of the ce-foronco should be made as soon as pcuiblo.
The summarisation and the plan ef action decided upem should be rocordod
immediately. The evaluation ef the comference my bol checked by the seven

30114d., p. 49=5k
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points below, which Barr uses as a ocriteria,

1, What proportion of the time was used by the teacher inm
talking?

2, Were topias cevered pertinent, directly or imdirectly, te
the ehild?

3., Were proper techniques of the conference observed?

k. Did beth teacher and parent feel cemfortable at the sem~
clusien of the conference?

5. If repeating conference, what would be deme differently?
€. What aspects eof the cenferencs were most successfull?

7. VWhat was u.u::e-pliahoel?31

IV, RECORDS

The ntaff realizes that self-appraisal and self-guidance are
some of the important uses of cumulative records. A record which is kept
year by year may be used to assist the student in recognizing impertant
trends of his many-sided develepment. Recerds give beth students arnd
counselors a sense of growth, The records will help the teacher te
recognize the student's abilities and achievements, his interests, his
pbysical equipment, and the way he impresses teachers im many different
situntionn.32

The cumulative recerd may be used 1n search for talent, Through

the use of these records the teacher may recognize stulents who are

31nid., p. S5,

32pred Ayer, Practical Onild Accounting, (Austin, Texas: Stick
m: 1953); P 9. '

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.



3
gifted in science, social roht.ion;, art, or verbal ability, These
records are also used as a huiu- for encouraging the slow learner, as
well as stimlating the gifted,
The cumnlative resords are much used at Cherokes Junior High
7 School at the beginning of the schoel year, a custom which helps teachers
| 56 get acquainted with students wuiekly and alerts them to students whe
need apoo‘i;’l help. The co_nnulor may also detect the early stages of a
problem by studying the records periodically during the year,
| School recards .ar; eften ueed, partioularly whea problems arise,
Both the studeat and the counselor may obtain clues as to conditions
ea.n:ling the préblem., For example, if a student is failing in his aca-
demic work, the record may iadicate the conditions contributing te the
failure, ' “ |
The ttatf masbers of the school who worked om the committes for
ulootioa of rccordo coiplotod an offoetin projoct. Having a goed
record lynton is actually worthless ulus thc facta and information can
be recorded aceurately. iny fact that 1s uort.h uem'ing should be
rooordcd.”?no mecessity for keeping recards is one of the most important
requirements #f:a sound piddneo program,
At the end of each momth, the teacher should rocord all the tacts
ho 1’«1: necessary, Recerdimg of facts should take place as soon as
possible after the imformation 1s available. Stale informtion is mever

- Barthur J. Jonu gm %gu of Guidance, (New York: MoGraw-
Rill Book co-pany, 1951), P. 236,
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too accurate and generally tends to uiakon the recording system,
Remember that the data secured by teachsrs will be used far many years
as an ald to the students,

The permanent recerd facts are self-explanatory, and most of the
information is objective, The anecdotal record is more difficult to
resord, Following are a list of aids which the teacher may use ia
recording certain aspests of the perscnal-social adjustasnts of students,

- 1. During disucssion periods, nots a child’s willingness or
reluctance te volunteer, his tendencies to exaggerate or
even to fictionisge, his need to competa with other shildren
in telling stories or relating events,

2, When stulents are engajed inm "self-directed activities,® the
teacher san observe their attitudes toward an imposed task,
their peraistence or distractibility, their atiitudes of
_ dependence on other children or adults, their confidence

: " in their own Judgment in activities in which there is no
! * set procedurs, etc,

3, Vhen children are working with others on a group activity,
: the teachsr has oppertunities to bbserve the degres to
: . whiech Bhei¢hild:is abls_ se show cooperative behavior, the
P .. extent to which he deminatss a group and the teschnigues he
) uses im doing so, his reactions when his suggestions te the
group are rejected, and the like,

4., Observing a child’s behavior in oreative art acstivities may
help the teacher to achieve greater understanding of him,
Observation of children at work and their voluntary inter-
pretations of their art progzctiom may contribute to greater
undoratanding of the child, .

Rocordl serve a real purpose when teachers need the inform.tion
to oo-ploto a job, The availability of recards is essential for nrfocg-

tive guidance by the classroom teachers, Teachers who try ‘4o ga‘id;o"

o

3 "’Georgo S, Adams, Meaguremsnt _a_nd; Bvaluation, (New Yerk: Dr;yd.n
Press, 1954), p. 179.

e Do L .
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iﬁdnfa without adequate recards are éfton comploetely stymied in their
efforts. Research has proved that guidance programs are more effective
with cummlative rocogds.”‘
The Cherokee Juior High School recoerds are available te all
tucbors. The permanent resord is kept in the central office, The
cumilative record folder fs kept in the midance office recm. The

records are under losk and key in two file cabinets. Each teacher has
hia own key and is asked to be responsible far the use of that key. The

stafr feels that the. ‘atudent has wore confidence and is willing te give
more inﬂrmt_ion for the records when he knows that the resords will be
confidential. A check 1ist is used on each filol to determine the leca-
tion arﬂ ;;o-iponsibilitybforbrceords boing used, Toachorp are expected
not to chock ot_:t-nore than ion folders fbr not long-or than twenty-fouwr

* hours or a week end,
V. REFERRALS
Referrals comcern the students who have problems which cannot be
helped by the homeroom teacher or group guidance, The most difficult
Job is to recsognize students who are referral cases, EBach of the guidance
directors has had specialized guidance training, and they have developed
methods for dealing with rofoi*ra.l ’cuu. . The counselors have more time

to study referral casss than do the teachsrs. Parents have a tendency

to share informatien more readily with the counselor who does not have

35h'urlcr, Arthur K., 'mo Cummlative Resord in thc Gn:ldanco
Program,* School Raviow, 43: 51, March, 1945,
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the ehi]ﬂ in class, rather than sharing information with the class room
‘tuch'or.% |
Referral cases who cammet be treated :Ln the school will be
referred to loeal speaialists of a state institution,
| | When a counselor thinks a child ashould be referrsd to other

agencies, the administration may eall in a sounty specialist or ask for
aid from the state department. Omoe a stulent is claskified as a referral
case, thn guidance counselor is in command of that individual studemt,

36ponald Amderson, *Using Guidance Specialists Effectively,"
The National Education Prineipal, XXXIV (September, 1954), 30,
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CHAPTER VI,
IN CONCLUSION
I. RECAPITULATION AND FOEWARD LOOK

The Cherokee Junior High School staff had felt for a long time

‘tha\t they wers not doing an adegquate job of guidanee in their school.

The student body had mot sesmed to respond with desirable attifudes.

The feeling that sw students were lost in £h0 congestion of the program
was p;'cnloht. Other factors responsible for the Mtqucy of the pro-
gram resulted from frequent changing of the school personnel, lack of

time and mnojr, guildance directors with too many teaching responsibilities,
and inadequate records, | | ‘

The staff began to diseuss the possibility of improving the progran.
Finullj, the problem was discussed at a teachers' meeting and a special
comuittes was formed to consider the situation. The revision of the pro-
gran was now 'nu‘:lor way.‘ |

Several meetings took place, and the results were soon apparent,

but moet of all, the determination and sincerity of the teachers' desire
to dc.; a good job was easily recognized. The need for a broad outline of
the overall program was soon realised, The possibility of a handbook
was mentioned, since the orientation handbook, which the staff and
ltudo'nt ooux;cil had warked out together, had proved very successful,

Several handbooks were secured for observation, and plans for a handbook
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for the Cherokee Junior High School were adopted, _

All the ideas presented by the staff working together wesre not
campletely agreed upon at first; and numerous alterations vero. in arder,
but the accumulation of ideas grew rapldly. Some ideas were found to
b§ inpractical. | '

The handbook as presented here is by no means an iron-clad pact
~designed tb limit the extent of the program in the future; rather it is

dcsipqd to serve as a stepping stone to an even more extensive and
effective plan'!or iht coming years,

The handbook is an outward teken of determination and sinmcerity
on the part of the teachers, students, administrative offisers, and all
of those who have made it possible for the staff to have a guidance
handbook in the Cherokee Jumior High School. The combinsed effort is a
result of democratic ideas and professional seal, The staff has made
it possible for each teachsr to have a handbook that wlll be workable as
it besomes another help in the completion of the guidance program,

This edition will need to be revised from time to tims to meet
the current needs of the future as bfttor ideas and facilities become
available, Experiemce ani cbnstrnctivo follow-up studies will help

teachers to build the permanent structure,
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