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Two one~-week Life/Career Guidance, Counseling, and

Placement Planning Seminars were held for South Dakota school
counselors. These seminars were sponsored by SDCE and planned in
conjunction with SDSU, Pupil Personnel, and the Division of
Vocational-Technical Education. The major thrust of the workshops
involved the planning of well-rounded guidance, counseling, and
placement programs. Participants were using, for the first time, the
South Dakota Counselor's Workbook and student needs assessment data
vhich had been collected prior to the workshops. Input sessions
consisted primarily of life/career topics. Many of the activities and
procedures discussed in the input sessions were adopted by the
participants as part of their local guidance program. The end result
of the wvorkshops was the development of guidance prograas based on
student needs which will serve as local counselor accountability

nodels. (Author)
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FOREWORD

This guidance model was developed in cooperation with the Career
Guidancey Counseling and Placement Project, University of Missouri-
Columbia, funded through a grant (OEG-0-71-4663) from the U.S. Office
of Education, and designed in cooperation with the Division of Ele-
mentary and Secondary Education, Career Education, and a task force
headed by Orville Schmieding.
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INTRODUCTION

This Counselor's Workbook was prepared to assist school counselors of
South Dakota in the planning, development; implementation, and evaluation of
an effective guidance and counseling program.

Presented in this workbook are an accountability model, a needs assess-
ment instrument, and suggested objectives and accompanying activities to aid
a counselor in the development of an effective program. The sample activities
in the workbook are intended to be a base from which the counselor can begin
developing a program to meet local student needs. It is to be emphasized
that the accountability process presented in this workbook is primarily based
on student needs. |

The workbook is designed to be just that, a workbook--space is provided
for needs as~ .sment data, planning activities, and criteria for evaluation.
Sample objectives and activities are provided, but the counselor should feel
free to change, modify, or create other objectives and activities more suitable

to local student needs.
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SOUTH DAKOTA COUNSELOR
ACCOUNTABILITY MODEL -

There has been a growing interest and concern for accountability in the
schools over the past decade.. Counselor Accountability is a response to this
~ concern. The accountability model described in this workbook was developed
as a guide for counselors in planning, reformulating and evaluating their
gu;dance program. It is not intended to be a Division of Elementary and
Secondary Education requirement but serves only as a tool you may use. Hope~
fully,'it will provide positive results for you in planning and justifying
your school -guidance program to your administrators and school board.

The accountability model described includes five phases. The phases
are (1) assessing needs, (2) prioritizing needs, (3) developing objecti res,
(4) developing activities to achieve objectives, and (5) evaluating the program.

The accountability model is flexible. The counselor would continually-
look at his program, changing objective§ and ¢ctivities as the need arises.

You are not locked into the plan you would develop at the beginning of the year.

)
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1.0 ASSESSING NEEDS

A needs assessment is ono of the most common methods far gaining
data to establish objectives. It helps the counselor answer the question
"what are the most important needs of pupils that can be satisfied by a
guidance program?" The needs assessment will also indicate stydent needs
which may be met by other programs in the school or by a combination of
school programs. Ideally a needs assessment would have a total school

impact.

l.1 Competency required:

BEsy Copy awusts
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The counselor must be able to assess the needs and/or

expectations of the gogulationgs! to be served.

1.2 Qutcome-statec objectives:

Obtain usable data indicating the needs and/or expectations
of the population(s) to be served.

l.11

1.12

1.13

1.14

Process: Identify
decision makers

Process: Identify
population(s) to be
served (pupils, par-
ents, teachers, ad-
ministrator, ethnic
composition, socio-
economics, etc.)

Process: Identify
areas of concern of
the population(s) to
be served (Assessment
Survey)

Process: Collect and
analyze data

l.11

1.12

1.13

1.14

‘L

Outcome: A listing of all
those whose decisions are
needed in order to use the
obtained data

Outcome: A listing of all
those whose decisions are
needed in order to use the
obtained data

Outcomes A listing of the
arezs of concern of the
population(s) to be served

Outcome: Data collected
and analyzed
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2.0 SETTING PRIORITIES LaBg
The needs assessment data provides the direction for the develop-

ment of objectives. Hcwever with the schools )imited staff, facilities

and resources, a prioritization of the counselor activities is necessary.

2.1 Competency required:
The counselor must be '‘able to determine guidance priorities
based on identified needs.

2.2 Outcome~stated objective:

Establish priorities of identified guidance needs of the
populations to be served based on the utilization of personnel
and resources.

2.11 Process: Organize the 2.11 Outcome: A priority
statement of guidance listing of guldance
needs based on priority needs

2.12 Process: Reconcile. the 2.12 Outcome: A listing
difference between the reconciling the dif-
personal competencies, ferences between
present program and the present program and
needs ascessment. (Com- expressed student
pare what is and what needs
ought to be)

2.13 Process: Define the 2.13 Outcome: A priority

existing conditions
and the changes that
should be made as
identified by the
priority listing of
guidance needs

»

statement of the
organizational struc-
ture of personnel and
resources required to
accomplish changes
from existing to de-
sired conditions
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3.0 DEVELOPING OBJECTIVES

An objective is simply a statement of a desired outcome, ¢ommunica-
ting an intent designed to meet the needs of the student. An objective
‘would communicate what you intend to accomplish, for whom and when you
know it 1s accomplished.

The current guidance program in a school or district is a source of
many excellent objectives. A potential objective can be derived from each
student activity or set of activities for which a desired outcome can be
stated. In deriving objectives from the current program, counseiors eval-
uate each derived objective to determine whether they wish to retain it
as a desirec outcome of thelr objectives-based program.

In addition to his current program the counselor may also include ob-
Jectives which relate to problem solving, innovations and professional
growth.

3.1 Competency required:

The counselor must be able to formulate measureable

objectives from identified needs and priorities.

3,2 Qutcome-stated objective:

Identified priority needs will be used to formulate
measureable statements of purpose.

3.11 3.11 Outcome: A systematic
approach for the classi-

fication of objectives

Process: Determine the
systematic approach to

be used in classifying

the types of objectives

. so0 as to achieve an econ-
omy of thought and action
(1.esy Individual Counsel-
ing, Group, Career, Testing,

etc.
3.12 Process: Define objec- 3.12 OQutcome: A list of
tives in outcome-stated defined objectives stated
terms in terms of pupil outcome
3.13 Process: Define criteria 3.13 Outcome: Criteria which
for knowing when objec=- measure the achievement
tives are achieved of objectives
3,14 Process: Establish time- 3.14 Outcome: An established
line for achievement of timeline
the classified, defined,
outcome-stated objectives
3.15 Process: Develop a plan 3.15 Outcome: A plan for )

for gathering and inter-
preting data to appraise
the effectiveness of the
objectives (observation,
survey, testing, etc.)

gathering and inter-
preting data to approve
effectiveness of the
objectives
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4.0 DEVELOPING ACTIVITIES "IU ACHIEVE OBJECTIVES

Activities are the processes the counselor selects to bring about
the outcome stated in the objective. Activities which have proven suc-
cessful in the past will be utilized, innovations planned, other resources
contacted or professional inservice planned. New activities in particu-
lar will probably involve paving the way with public relations, involving'
other personnel and planning for your own personal inservice.

4.1 Competency required:

5%37'Cuyqydwnwbmg
/3

The counselor must be able to formulate specific

activities relative to achieving objectives.

4.2 Qutcome-stated objective:

Specific processes will be formulated which are
. zelevant to achieving objectives.

4.11

4.12

4.13

4,14

Process: Develop
processes or activ-
ities which will
achieve defined
objectives

Process: Describe
personnel, material,

and financial resources
necessary for processes
to accomplish objectives

Process: Develop a
sequential plan of
action coordinating
resources necessary,
with each process on
a timeline

Process:s Develop

desired pupil outcome
statement(s) in measureable
terms, for each process

[
-

4.11

4.12

4.13

4.14

Outcome: A listing of
processes which will
achieve defined objectives

Outcome: A written des-
cription of the personnel,
material, and financial
resources needed for
processes to accomplish
objectives

Outcome: A sequential
plan for the coordination
of the resources necessary
tc accomplish each process
on a timeline

Outcome: Each process
contains measureable
statement(s) of desired
pupil outcome
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9.0 EVALUATING THE PROGRAM

Evaluation is based on the degree of attainment towards the stated

objectives. Did you do what you said you would? What pupil behaviors
indicate the attainment of the objective?

Evaluation will probably be ongoing and continuous and lend itself

to amending or changing objectives and activities.

S.1

5.2

Competency required:

The counselor must be able to coordinate a
continuing evaluation.

Outcome-stated objective:

The evaluation will provide indicators of program

progress andég: the need for modification.

5.11 Process: Develop a 5.11 Outcome: A design for
specific evaluation the evaluation of the
design for the objec- objectives of the¢ guid-
tives of the guidance ance program
program

5.12 Process: Develop a 5.12 Outcome: A recycling
recycling plan to feed plan

the evaluation of a given
objective or process back
to the needs assessment or
other appropriate phase of

planning

5.13 Procesé: Communicate 5.13 Outcome: A written and
evaluation results to oral evaluation report
decision makers in presented to decision
usable form makers

bod

,-ﬁ
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OBJECTIVES AND ACTIVITIES BASED ON NEEDS SURVEY

Purpose

The ‘ollowing section is designed to aid counselors in the performance
of their guidance functions. This section is based on the South Dakota Needs
Assessment Survey. All suggested objectives and activities are related to

. thls survey. Sixteen separate student need categories are . identified. The
are as followss '

l. Understanding and accepting self.
2. Developing responsibility for self.
3. Understanding others.

4, Being understood by others.

5. Relating to others.

6. Clarifying values.

7. Assessing self.

8. Making decisions.

9, Understanding sexual identity.’
10. Understanding the guidance program.
11. Selecting courses and making educational plans.
12, Making post high school plans.
13. Developing career awareness.
14, Exploring careers.
15. Planning careers.
16, Finding jobs and careers.

Each of the preceding categoriet contain several needs assessment items.
Some items are used in more than one category due to overlapping characteristics
of the items.

The survey is designed primarily to measure student needs. It is recog ized
that other individuals are served by thc guidance program. However, the thri st
of this workbook is aimed at meeting student needs.

Use

This workbook is designed to actively involve the school councelor in
defining local needs, objectives and activities, procedures and resources.
The following outline is a suggested guide for using this workbook:

1. Administer needs assessment survey to an adequate student sample.
2. Collect and tabulate sample data.

.
~




3.

Record the assessment data in the spaces provided cn the student
need catagcries forms. Below is an example of how this assessment
data may be recorded.

STUDENT NS2D: _Understanding Others

; To better understand adults. m

In the example provided an overwhelming mejority of ninth and eleventh
graders felt understanding adults to be a moderate or strony need. However,
a majority of ninth grade students did not feel this need was being met,
whereas, most eleventh graders did.

a.
9.

6.
7.

8.

Define a priority list of needs for your guidance program. .
In high need areas develop objectives, activities and procedures either
by using the prepared information in this workbook or by yourself.

As you modify or develop objectives, activities and procecures, it

is suggested that you incorporate them into this workbook.

Space is provided in the workbook for you to indicate how you plan

to evaluate the objective(s).

Utilize student satisfaction data to determine whether the objsctives
are being appropriately met. E

You are encouraged to be creative, innovative and flexible in the use of
this workbook. It is not intended as a rigid guide. For example, important
guidance functions such as follow-up, referral, public relations, professional
development, staff relationships, etc., were not included in the needs survey.
These functions are more appropriately defined as program, school, or counselor
needs rather than student needs.

All activities and resources are merely suggestions to help you in more
ef fectively using this workbook. It is not the intent to be all inclusive
or to endorse any one particular resource or company.
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NEEDS ASSESSMENT INSTRUMENT
Grade

DIRECTIONSs Listed below are possible needs of students your age. In the

column on the. left mark an X in the box which best describes
how important the need is to you.

In the column on the right mark an X in the box which best
describes how well that need is being met for you.

EXAMPLE
Strong Mod- Weak No ' Need Need Need
Need er- Need Need I NEED: Being Part- Not
ate Met ially Being
Need Being Met

o — Met
X I I I To learn how to develop independence. X

The above example demunstrates a strong need which is partially
being met. Complete all items.

§ = Strong Need M = Need Being Met

M = Moderate Need PM = Need Partially

W = Weak Need Being Met

NO = No Need NOT = Need Not Being
Met
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NEEDS ASSESSMENT INSTRUMENT Grade 43

S M W NO 1 NEED: M M NOT

l. To select more courses by myself.

2. To know more about my strengths and
weaknesses,

3. To know more about graduation
requirements.

4. To have the counselor help me to

find courses relevant to my future.

5. To have my standardized test scores
interpreted to me.

6. To recelve career counseling that
does not 1imit possibilities

because of my sex.

7. To understand what I can realisti=-

cally achieve,

8. To receive help in selecting courses;

9. To find courses which are appropri-
ate to my needs.

10. To have better relationships with
teachers.

11. To get to know my counselor better.

12. To understand the impact of work
on my life. .

13. To understand my abilities, interest?
and other characteristics.

l4. To know how to reassess and reeval-
uate my goals.

~1
-




4 BEST Copy AVAILABL E

I NEED: M M NOT

To know how my values affect my
career choice.

4
To know how important people influ- 1
ence my career choice. L

17, To know how to apply and interview

for jobs.
18, To know where to start looking for

a job.

[

19. To get help in finding part-time

or summer work.
#“ 20, To know how to prepare for careers
in which I am interested.

|

2l. To know how the courses I am taking
relate to my career plans.

+—t

22, To know about financial aids.

+——-

_JL, myself better.

23. To understand, accept and like

24, To know what I believe about
religion.

25, To learn how to make decisions.

77 26. To set my goals in life.
—

27. To develop confidence in myself.

28. To understand more about sex and
loveo




—
I NEED: L7M NOT
29. To talk about personsl concerns
with a counselor.
*f - S
30, To have someone listen to me when
4L I have a problem. |
3l. To learn how to tell others how I
L feel.
1 32. To understand the changing roles
and expectations of men and women.
33, To understand more about the use/
1 abuse of drugs, including alcohol.
34. To understand how my feelings effec
my behavior.
1 ;’:35. To develop better relationships Tgk
with other students.
36. To know'how to get along with my
1?57. To know how to get along with
members of the opposite sex.
38. To become more fully aware of the
services available through the
39. To be a better listener and respond
better to others. .
40. To develop friendships with both
sexes.,
41, To independently state my own
views.,
17 42, To be more tolerant of persons
whose views differ from mine.

5% 1
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I NEED: M NOT

To better understand_my teachers.

To better understand adults.

To more easily accept others.

To build bonds of trust with people,

To visit with people employed in my

high interest areas.

e

To get some on-the-job experiences
in my high interest areas.

To do an in-depth exploration of T

jobs which relate to my interests

To develop a flexible career p1an.4V‘7

To have actusl on-the-job experi~
ence to know what it is like to be

and the world of work.

To know more about possible career;l

1

To become aware of educational
slternatives after high school.

To become aware of career training
offered in my high interest areas.

To talk to a counselor about
career planning.

To have my parents involved in my
career planning.

"
~



Besy Copy A l;?

S M W NO I NEED: M M NCT

57. To know what jobs are available
locally.

58. To become aware of the employment
outlook in my high interest areas.

59. To learn how to adapt to change.

60. To learn how to be more accepting
of my appearance.

——

List below any additional needs you feel are important to you and the degree
to which they are being met.

— %

L

\
-
A
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10. "Due Process"
Group Methods Desligned to
ACTUALIZE HUMAN POTE
Herbert A. Otto
Achievement Motivation Systems
1439 So. Michigan Ave.
Chicago, Illinois 60605

11. DUSO Kit
American Guidance Services Inc.
Circle Pines, Minnesota 55044

12. Focus Groups
"Uses and Modifications of the Focus Groups" Printed Pamphlet
Harmin, Merrill and Saville Sax
Southern Illinois University
Edwardsville, Illinois 62025

13. Handbook of Structured Exercises for Human Relations Training

Pfeiffer, William and John Jones
Iowa University Assoclates Press
Iowa City, Iowa 52240

14, Human Development Program
Human Resources Development Training Institute
4455 Twain Ave. Sulte H
San Diego, California 92120

15. Job Bank Index
Employment Security Division of South Dakota
Box 730
Aberdeen, South Dakota 57401

16. Magic Circle Kit
Human Development Training Institute
4455 Twain Ave. Suite H
San Diego, California 92120

17. ﬁ.
123 Garden Street
Marion, Ohio 43302

18. Occupational Outlook Handbook
U.S. Department of Labor

Bureau of Labor Statistics
911 Walnut Street
Kansas City, Missouri 64106

19, "Only Human"
Film--National Institute of Mental Health
Available from Film Library
South Dakota State University
Brookings, South Dakota 57006




50
20.

21.

22.

23.

24.

25.

26,

27.

Parent Effectfveness Training

The Tested New Way to Raise Responsible Children
Thomas Gordon

Peter H., Wyden, Imc. Publisher

New York, N.Y. 10001

Psychologtcal Education Project .
Sprinthall, Norman and Ralph Moser

Harvard Graduate School of Education
Cambridge, Massachusetts 02138

Self Enhancing Education
Randolph, Norma and William Howe
Stanford Press

Palo Alto, California 94302

Ten Interaction Exercises for the Classroom

Ien Interaction txerclses 1ot to= o —
N. T. L. Institute for Applied Behavorial Sciences

1201 16th St. N.W.
Washington, D. C. 20036

The Ungame

KIMM Company

A Division of Manson Western Corporation
12031 Wilshire Blvd.

Los Angeles, California 90025

Values Clarification

Simon, Sidney, Leland Howe and Howard Kirschenbaum
Hart Publishinc 0., Inc.
New York, New York 10001

Values and Teaching

Raths, Louis, Merrill Harmin and Sidney Simon
Charles Merrill Pub. Co.
Columbus, Ohio 43216

View
"y{tal Information for Education and Work"

S. D. Division of Vocational and Technical Education

State Capitol
Pierre, South Dakota 357501



