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FOREWORD

Schooll sys+ems today are beglnning to recognlze the need to
provldé themselves with performance data as a bqsls for planning

and as a measure of accountablllty to the taxpayer. The many

. mythologles of educatlion may tend to dlsappear as hard data

replace them. Guldance has been an area of great mythology, I|. e,
the salvatlion for all pupl! Ills, the miracle-worker counselor,

the super college placement offlcer,'fhe service that "stralghtens
out" all students whatever the problems., 1t Is highly commendable

that the Suffleld Board of Educatlon and the guldance staff share

the understanding that to get behind general statements about the

gulidance program and to coﬁe to terms wlith Its operation Is a
necessary flrst step In Improving the quallty of a program,
Evaluation Is recbgnlzed as a primary need In school
communitles In the 1970's, I+ Is a very promising appfoach to
better education. When well thought through It encourages
processes which provide a séund basls for Fa+lonal changes. The
proJect report on the Suffleld guldance program has benefl tec¢
by having had careful planning and extensive Involvement of staff
in the search for the faEfs. A varlety of approaches were
ldentified., The lImits of the staff In terms of time were
determined. The klnds»éf data that would prove useful were

explored, and a plan for expandlng the projJect to provide for

‘Increasing accountabllilty was formulated.

As developed for thls report the project has focused on tasks
and counselor behaviors, Thls quantitative analysls provides a
view of the gyldance program which wiil make an Interpretation of

the program scope possible. Thlis Is a flrst step In_whaf has
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potentlal for a larger on=golng evaluation activity which might
address Itself to the more.dlfflculf assessment problem of
qualltative analysls, .

Having had the obporfunlff of workling with the staff on a
consultative basis from the Inception of the project fhrdugh the
report writing phase, | am most pleased with the dedicatlion of the
guldance staff in developing a meaningful report, | joln them In
the hope that The data presented wlll provide Informatlion leading
to better planning for fhewguldance service, and directlon In

| developling Improved services to the students In Suffleld Publlc

Schools,

C. H., Stelnberger
v Consultant for Guldance Seerce

Connectlcut State Department of
.Educatlon

May, 1973
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History/Introductlion. Early In the 1971=1972 academlc year, the

Suffleld Board of Educatlon requested speclflc Information
regarding the dutles and activities of the guldance staff, The
Board requested a report on these areas and charged Mr. Richard T.
Lincoln, Director of Guldance and Pupl! Personnei Services, to \

devise a means of evaluating and describlng the quldance program,

Throughout the remalning months of that school year, Mr. Lincoln
and hls staff explored varlous methods of evaluating thelr
sefvlces. Thelr search soon led them to the conclﬁslons that few
comprehenslive evaluative models for'Quidance se;Qlces exlsted
anywhere In the coun+ry and that there were no models avallable
in the State of Connectlicut that would provide the type of data

and program development potentlal felt to be essentlal,

In May, 1972, a Pennsylvanla Department of Educatlon publlcaflon

entltled Gulidellnes for Self=-Study of a Schoo! District Guldance

Program was found to contaln the type of evaluative model sought
by the guidance department. The complete model Is provided with
thils report, The reader |s asked to refer to pages 3=1| for a
comprehenslve explanation of the model's objectives, methods,
design, and Instrumentation. It should sufflice to re-state here
the words In the foreword:

The primary objectives of guldance programs relate

+o student behavior and develooment, Therefore, the

only true measure of the value of the guidance

program must be In terms of what hapoens to

- students. (Wellman and Twlford, 1962)
In June, 1972, a sllde and tape recorded presentatlion was made

+o the Board In order to Illuminate the current Suffleld

Guldance Program development, Shortly after thls presentation

1
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plans were made to béglh t+he Pennsylvania Self=-Study.

Mr, Leonard Borsar}, Actling Director of Guldance for the 1972=-
1973 academlc year while Mr, Llncoln was taklng sabbatical

teave, was charged with beqlnnlnq the evaluatlive process with the

gulidance staff,

In September and October, the entire guldance staff carefully
reviewed and dlscussed +he responsibl ity each member was to
have In the use of the model. Af ter holdling ;everal evehlng
discusslon sesslons, It was the consensus of the groun that:
A) Professlonal ‘time and money could be Justified
only If the evaluatlive process led to an
improved guldance program.
B) The administrative staff had not been
adequately bFanred to support the full self=-
study model durlnqg the present academic year,
'¢) The necessary time and money commitments were
not justlifled without obtalning full endorse=
ment for the educational community.
D) The pressures of éounsellng dutles were too
‘great fo permlt adequate treatment of the

entire model In one year,

On November 7, Teacher Conventlon Day, Mr, Clay Steinberger, the
State Consultant for Guldance Services, was invited to Jjoin the
dlscusslons concernling appropriate evaluatlive activitles.
Mr. Stelnberger was Immediately interested In the model and
recommended that:

A a sub-secflon of the entire mode! be selected

In order to answer the mos+ direct questlons
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the Board was asking about the duties and
acf!v!fies of the gulidance program; | .

B) full and open communication be malintalned
wi+h the Board and the Superintendent of
Schools In terms of the aims an& obJecf!v;§ 
of the study;

¢) financla! and consultative asslstance be

sought at the state level,

SCHOOL); Section g: Counselor Time Use (pages 65=79 In Self-

Study) was an appropriate sub=-section for the year's work, This
selection was made for several reasons. »F|rs+, it was felt

+hat the Board was most Interested In obtalning a clear,'objecflve
evaluation of what counselors actually do on the job with students,
faculty, and other members of the communlity, Second, It was felt
+hat before any meaningful discusslons and/or evaluations of

guidance services could occur, what counselors actuallyv did had

to be ascertalned, The task ahalya!s activity was appropriate

for these two reasons.,

A meeting was held with Dr. Malcom D. Evans, Superintendent of
the Suff]eld Public Schools, and the guldance staff on the
afternoon of November 20, At this meeting, the purpose and
objectives of both the Self-ngdy and the task analysis were
discussed. All parties present at that meeting agreed that the
selected area of study was both appropriate and'realtsf!c for the
1972-1973 Schoo! Year, The Superintendent requested that he be
kept Informed about the lnéfrumenfaf!on'agd procedures to be u;ed

10
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and that a report.to the Board of Education bé prepared for the

middle of May, 1973,

The probieﬁ 6f finénc!ng a full study Is a majJor one within the
cunrenf f!nanc!al‘cl|ma+e.l Mr. Steinberger Informed the staff

of seQeral possible ways by whlch they could obtaln financlal and
consultative ass!sfance; On January l; 1973, a Type Il (mini
projects for improvement of guidance services) Tltle 111 Project
Application was submitted with a request for $3,500,00 to complete
the Self-Study Project In 1973-1974 (Appendlx A). Plans were

also made to have the state consultants help the gquldance staff
develop and use Instrumentafion In order to measure derlved

behavioral obj}ectives.

Objectives of Study. There are seven malor obJectlves designed

+o be met by the task analysis of guidance counselors. They are
to:

A) Provide objectlve data on the use of each
counselor's time white performing school-=
related activities,

B) - Provide obJective data which will permlt
'sfafls+|ca[ analyslis offgpunsellnq tasks
over an elght week period (40 working days)
In respeéf to the type and frequency of
all tasks performed under the following
general categorles:

Seelng students individually
Seelng students In'groups
Testling
Conferences wl!th parents
Worklng with staff
Working wlth records
Other

11
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D)

E)

F)

G)

Design

Provide compatable data that will permit Inter-
and Intra-guidance program comparisons. (For
example, an examination of the different emphasis
on staff conferences between elementary and
high school programs; the difference In student
counselling activities with ninth graders as
opposed to twelfth graders.)

Provide a base of objective data unon which the
Self—Survey'and program improvements can be
further developed,

Provide a tool of personal, professional growth
for each counselor,

Demonstrate the guidance staff's commitment

to self-improvement and evaluation,

Promote meaningful, Innovative In-school

research,

and !Instrumentation, Each of the six counselors in the

E Suffiel
: I'n the

*

d Guldance Department was resnonsible for narticipatiag

deve lopment of appropriate research instruments and then

“for recording every task during forty consecutive working days.*

The selection of this design element was made after
considerable discussion and exploration. At the
onset of this project the qulidance staff had the
options of collecting data on random days through-
out the school year, recording data on deslignated
dzys for several months, or recordiny data for a
certain number of consecutive workiny davs., The
third optlon was selected for several reasons:
first, It orovided a condition In which the coun-
selor's proficliency and accuracy at recording tasks
would be maximized; second, It Insured that every
counselor would be able to meet the criteria of
forty consecutive days, Random or deslignated days
placed too much stress on all counselors being at

12




work on glven days; third, the Hawthorne effect

was minimlzed; fourth, this consecutive day

desligr provided the greatest amount of workable
data within a time perlod that would allow for data
analysls and the presentation of a wrlitten report
to the Board In the middle of Mays

Regularly scheduled meetings were held to compare results and to

Pl

further refline the Instrument,

1+ was most Important to develop a task analysls code fhhfvwould

permit unlform and organlzed reference to the wide varlety of

tasks performed each dayvfhroughouf the guidance department, The
Pennsylvanla Self=Study (pages 67=71) offered a good Initlal list
for the development of thls code, Over 5 ;erlod of several

weeks thls llsting was modifled to meet the Indlgenous needs of

our particular work sltuation In Suffleld., The Guldance Task

. Analysls Code Sheet==Form No,3=-=-was flnally devised and used for

the study (Appendix B).

instrumentation was also necessary to recérd the tasks as they

occurred throughout the day.. The Pennsylvanla Self=Study did not

have thls type of speclallzed fuorm, The Guldance Task Analysls
Sheet==Form No, 2--was dqveloped and used by fhe department
(Appendix C), Each counselot always had these sheets wlth him,
Within a week or so it became part of fhe day's actlivitlies to
record eacﬁ task as it wasvéompléfed. Task ?nalysls sheets
became the backbone qf the study. Tﬁey provided not oniy raw
data about frequency and time QQ@ for speclflc tasks, but also
provided explanafory-commenfs about those tasks, as well as
information about phbne’use, length of the workling déy, an&

frequency of meetlings wlith dlfferent staff members,

When the elght weeks of tasks were recorded, each ‘counselor

-.: 1 3 . v - . ,;'
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+ransferred Information to elght Data Summary Sheets=-=Form No. 2==
and_f!nal Data Sheets (Appendix D). This fransposlflon provided
the firsf»graph!c representation of a week'é wofk in term of B
time spent on gliven fasks. A total time as well as a breakdown

of time spent with people or.on the phone was also graohlcally

shown,

When the elght Data Summary Sheets were completed by each
counselor I+ was Important once again to convert the graphic

data back to a form which would yleld necessary Iinformation for
selected graphs, Three Instruments were used to summarlize all

of the data and to faclilltate the development of Individual, school,
and department fésk analysls graphs (Appendix E). -The first”
Instrument recorded the time spent on the phonf and/or with people
on each speclfic fgsk; For Instance, on one sheet It was now |
possible to see what a particular counselor did I'n the IA category
(seetng student for school=related prob lems) bver the elght week
period. From these data, ca]culaflons of fo;al t+tme spent In

each of the seven major categories were made. Ple graphs were

selected to lllustrate the percentage of total time spent on

- A

each of the seven cafegor!es; Breakdowns ‘were also made of major

) categories of more than 15%. .P|e graphs were then used.fo

Illustrate task distributions for the entire department, for
different gulidance programs within the system (e.g. Elementary,

Middle School, High School), and Indlvidual counselors.

The second Instrument was a compllation of total time spent on
each task throughout the eight week study. This raw data sheet
permitted easy visual comparison of counselor(s) performance on

any glven task, I+ also provided an accurate and convenlient means

14




of derlving approprliate graphs for s?udylng both time spent with

. people and/or on the phone.

The third Instrument was a compllation of aopoln?men+s and phone
calls with different members of +he's+aff and community., "This
data was listed In terms of the {Fequeﬁcy of certaln +ype§ of
contacts as opposed to quantity of time. This Instrument was
most helpful In drawlng concluslons about the frequency of

demands made by different members of the population served.

Limitatlions. A research project Is much Ilke alsporfs car In the

hands of |+s owner, If Its IIimlitatlons are fully undqrs?ood, then
safe attempts wlll be made ;% extract every. possible pleasure and
performance from it. 1f IImitations are not understood and
respected, unfalr and unreasonable demands are made on +He

- instruments and the driver loses not only .the pdfén?lal of his*

machlne but endangers the safety of others. The task analysls has -

i five limlitations:

A) The data represents only what coupselors do,

E 221 the quallty nor the aonroprla*eness of the
E "task, This lImitatlion Is so Inherent In the

; model that I+ might well go without statement
here.' Wwe feel It Important, however, contlnu-
ally to remind ourselves as well as the reader
that the pépula?lbns being served, as well as
measured changes I'n beﬁav!or, must be_fully
.understood and ana[yzed before we can say with

. * The common pronoun "he" refers to persdns of elther
: sex except when "she" s definitely ann [ icable.




B)

c)

D)

_were not avallable for this part of +he task

“Compllation of data and determination of task » « <# -

any degree of certainty how well and how
approprla?e our qu!dance services are, B
The variety of tasks 2a counselor performs

during any g!ven day or week Is tremendous..

The task analysis sheet (Appendix F) develooedr
to codify all possible gulidance tasks did 1ts
Job well but some activities "teil throuagh

the grid." Throughout the report an effort

has been made to clarify uncodedlfasks when=-
ever they occur,

The task analysis ylelded such a weal th of
lnforma?ion that we were forced by both time

and oracticality to limit our analyslis of the
data to a few areas; We have taken great ea!ns,
however, to organ|ze and preserve ra; data In
such a way as to ee able to retrieve and rework
I+ 1f additional analysis Is required In the
future,

Because speclal fundlnq and clerical assistance

analysis, the gu!dance sfaff had to do all of
the work involved over and above thelir normal

counseling responsibilities, All too often,

codes were done Individually, without the
advantage of group consensus. This s‘?ua?lon

led In some cases to a less consistent and accurate

record of tasks than would have been the case under

dlfferent circumstances.,

16 2 | -
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E) The task analysls was |Iimited to forty consec-
utive working days. Because of thls element
I.n the study's deslign, several of fhe "seasonal"
activities of guidance work are not cleariy
depl??ed (e.g. registration and the greatest
amount of college counseling In the fall,
course selectlon, and ortentatlon exerclses

in the spring).
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Data Analysis = An Introduction. The following comments on the

collected data are more qescr|pf!ve fhan analytical in nature,

[N

Statements are made to clarify what counselorsvgg at each level

(t.e. elementary, ﬁ!ddle, high school) and do not try to establish

t+he appropriateness and/or value of these activities.

"While it Is not a purpose of this study to draw concluslions

about the guldance objectives and goals, It Is appropriate to
draw summary statements from +he data., These statements must be
tested against the data provided by the remaining parts of the
study before firm conélus!ons can be established, in this
chnfexf, conclustons from data discussed will be stated. The
reader Is also rem!nde& t+hat this study of fasks involves forty
onsecuf!ve working days between December, 1972 and April, 1973,
This fact has serlious Implications about the type of- conclusions
t+hat can be generated from fhe data., One must recognize that
the fask analyslis Is not a clear reflection of a year of
guidance tasks and services, Certalin seasonal fasks are not
represented in the present study, Those omitted tnclude the
greatest amount of college counselling which occurs in the early

fall and the selecflon of courses,

To provide continulty and order to the following discussion, each
of the séven categories of tasks will be examined, Stignificant
departmental s!mllar!f!es and differences will be highlighted

and conclusions will be drawn., Nel+her +ime nor space permit
discussion of all the data., A sincere effort has been made,
therefore, to provide the reader with all of fhe'raw and

descriptive:data that would be necessary for a more complé?@

analysis of the data.

19




Cateqory |: Seelng Students Individually, This first category

comes to mind when most people +hink about counsellng and

guldance. Many laymen think that soclal-emotional problems

consume ﬁos? of a counselor's time, The raw data summary sheet
(Appendlx'G) reveals that dqr!ng thls study, students saw thelr
counselors for twelve to fifteen different reasons. The speclific
reason for personal visits with a counselor varles in a predictable

way as the age of the counselee matures.

i+ 1s expected that tggﬁglemen+ary school counselor will soend
less time with students than with staff, and that as the student
grows toward young adulthood he_wlll be increasingly more
independent to seek and recelve asslistance from adults ofhér than
his parents, These adults may Include his counselor, ‘Task
analysls data demonstrates that an increased amount of time was
spent with [nd!v!dual students as the age of students lIncreased.
6% of the elementary program, 20.4% of the middle school proqram,
and 26.5% of the high school prbgram was devoted to Individual

students during this study.

The +ype'of problem that served as the focus of counselling also
varles with the age and developmental need of the child., WIith

t+hese needs In mind, It Is expected that more counseling related

" to adjustment to a new environment (l.e., the school) would occur

in the elementary grades; emotional=-soclial problems would pré-
dominate in the pre-adolescent years, and that college and career
selection would be of primary concern In the hlgh school years.
The data appears to support this +rend,‘ln_a general way at least,
Whlle'worklﬁg-lndlv!dually with children, the elementary counselor

spent most of her time on school related problems (54%). The

12
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middle school counselors on school related problems (18%) and
personal-emof!onai problems (22%), The'h|gh school counselors
spent the most time on school related problems but also a
significantly greater amount on coilege selectlon, schedulé
adjustment, and career selection than the elementary and middle
counselors, 1t Is .important to note that the high school
gU!dance counselor, while often seen as dlscussing oniy college
placement and career selection, ih fact performs the full range

of iIndividual counseling services, Included In terms of time

. spent with Individual students are 24% for school related problems,

15 for college counseling, 19% for schedule adjustment, and

4% for career selection, |f this study were desligned for early
fall, however, It Is suspected fhaf.fhe percentage of individual
counseling flme'benfeéed on schedule changes and college selection

would be significantly higher,

Review of the data also |lluminates the relationship between

counselors wilth administrative responsibiliities and thelr

counseling patterns, The three counselors with the most direct
administretive responsibilittes work with students the lea;f
amount of time and spent the greatest amount of time work!hg with
staff, |t appears safe to say then, that adm}nlsfraf!ve and/or
major coordinating and organtzing activities, decrease the

counselor's time with tndividual students and Increases hls time

consulting with staff members,

Student Demand for Individual Counseling, The time spent with

indlvidual students Is upon the request of students at least the
majority of the time, That Is, at least six out of every ten

"
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counseior appointments with students are a response to student
request for counseling, In all schools, gu!dance offlces and
appointment-making procedures are convenient enough so that |+t

is felt that this student demand represents a good indication of
student needs for services, More-+han 50% of éll s+§den+ contacts
with counselors throughout the system ére.no+ made by appointment,
This might Indicate both the avalllablility of guidance personnel
and the demands made for Immediate service., The reader Is

directed to the data on appointments (Appendix G),.

Summary Statements,

l. Counselors spend a larger proportion of thelr work
day with Individual students as the student grows
older,

2, Students maké more demands for counselling services
as the students mature, |

3. Counselors see students Individually for fwelve
to fifteen major reasons, School related problems,
p~rsonal-emo+lona[, schedule adjustment, college
selection and career selection are the five most
frequent reasons.

4, Seasonal actlvitlies such as schedulling and college
counseling are not fully and accurately reflected
In the recorded data,

5. When compareq with thelr colleaques, counselors
who spent the Ieas+ amount of time with students
Iin indlvidual counselinq are the ones wlith the
most administrative and/or organlzational and
organizing responsibilities, These counselors

14
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spent the greatest amount of thelr time with
staff members, |
6. The major portion of Individual counselling |s

Inttiated by the student and In most of these

cases the student Is serviced Immediately.

Category |l - Seelnqg Students In Grouns. Review of the efght

weeks'data shows that 11% of guidance time at the elementary
level Is utilized with students In groups whll;-g.ﬁ% Is used at
the middie school and 3% at the high school, Category Il Is
divided into three major areas: small groups, class group slze, -

and larger than class stzae, .

-

The greatest amount of the gulidance counselor's time with qrouos
at the elementary lév?l Is spent with Duso and Ojemann ma?er!als‘
? ] in the classroom, 77% of all the counselpr's time with group
work Is spent In this type of human development activity with
vyoungs;ers. About 12% of ﬁer +ime with qroups Is spent with a
small student-advisory group, The counselor and the }r!nc!pal
share the leadership role with this group. The 119 of total

guidance. time at the elementary school exposed the counselor to .

+hree hundred children and eleven teachers. |t took approximately

‘ . flve hours out of each recorded working week, Virtually no
E . y;lme Is spent wlith groUps larger than class slze. It is felt

that guidance counselors at the elementary level can Justify
é time spent in the classrdom on human development programs If there
Is also an emphaslized ?eaqher training component to the In=ciass
program, Glven time and training, teachers shoulﬁ be able to
bring the Duso and OjJemann brograms to thelr students with +he
counselor or another tralned member of the staff pérform!qq only

¢ | | 15
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malntenance activities, When this point Is reached much less
t+han 119 of the counselor's total time might be'spenf In this

activity,

The 6.6% of total time which Is sggnf with groups In the middle

school Is comprised primarily of work with smal!! grouns, These

groups are Initlated in many cases by students who recognize that

'a problem exists within a group but who are unable to resolve It
ylfhoﬁf t+he counselor's help., In some other Instances, qroups
volunteer to gather regularly to dlscuss(somefhlng of Interest,
In stitl ofhervcaseé,'fhe counselor inltlated a group In order

to provide a therapeutic environment--a support system=-=-for a
student who s having difflculty In schéol. "One counselor Is
co-leading a human relations group of seventh graders and Is also
running a discusslion club durlng one activity bérlod each week,
.In both these cases, self understanding and relatlonships with

peers and adults are frequent toplcs.

Two of the four“qounselors at the high school are also p;rflclpaflng
in the human relations program, Groups of students also meut wlfh
counselors to discuss coliege selection procedures.’ At the high
schoo! some grouns of class size and some gfoups even larger

+han that have been addressed In terms of both registration

tnformation and college selection and appllication,

Only 4.2% of the entlre department's time Is Invested tn worklng
wlth groups. The efflclency of Information dlssemination to
groups and fﬁe posittive effec?s of counseling In qroups Is too
well known to bé able to accept this figure as being an adequate

one. The primary reason why so few groups are currently beling

conducted may be due to school schedule difficultles,
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Posltlive attempts should be made to Increase use of group work
In both Information dlssehlnaflon and counsellng.

Summary Statements.

l. 4.2% of the entlre department's tIime was spent
wlth §roups. |

2, Tlime spent with students In class slze groups
s greatest at the elementary school.

3., Time spent with students In small groups Is
most frequent at the middle school.,

4, Counselors with speclflc tralning In the human
relafloné program tend to spend the most time
working wlth groups of smaller than class slze,

5. . It Is strongly suspected that there Is a greater
need for group work than Is presently belng met,
The needs assessment part of the Self—Sfudf will
speclfy the nature of thls need.

Category 111 = Testlnq Actlivitles, Counselors Invested the least

amount of time In testing over the perlod of the study., Thls can be

ekplalned In several ways: first, the P,S,A,T. and S.A.T. tests for

~hlgh school students were glven on November 4, and December 2, before

fhe>recoédlng of quldance tasks begqan., Second, the Suffleld standard-
l1zed testing program was restricted this year to sample populatlions

In the fourth and flffh'gradés and the entlre sixth grades. [In both
cases the counselors In charge were responsible for the distribution
and collection, but not the administration, of the tests. Teachers
were responslible for test adminlistration, Thlrd, the tIme spent on
organlzlng, ordering, and dlstributing the test materlals was recorded
In the "other" category by the Acflnq‘Dlrecfor of Guldance because |t

was not a usual guldance responsiblilility for him to perform,

" Summary Statement,

I, Every counseior spent the smallest percentage
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of his time during the time of the study on
testling activitlies,

2. 1 the study were to extend over the course of
the schoo! year, the hlgh school counselors
would probale Invest a sllghfl; higher
percentage In this category because 6f the

P. S. A, T.'s and S, A. T.'s

Cateqory |V - Telephone and In Person Contacts With Parents

Concerning Children. A trend outlined in Category | correlating

t+he Increased demand for individual counseling with the age of

ﬁ,'v}

the counselee finds a reve:se f;gpd in thils category, 14
appears from an examination of‘¥he percentages of total time
spent In this category that less counselor time Is spent
discussing student problems with parents as the ;fudeﬁf gets
older, The elementary counselor spends 6% of her total time
with parents, the middle school counselors 8.1% of thelr time,
and the hligh school 4,33, 1t 1s suspected that the 6% at the
elementary level should be consliderably higher. However,
because many parent conferqnces were heid w]fh teachers and/or
other cogsulfanfs, they were recorded under a different task
code. Of the forty=-nine appointments which were held with
parents of elementary children, 50% of these were ot by
appolintment, and flffy-dne phone cqnsulfaflons wvere held=-=two-
thirds of which were parent lnlflafed. These facts Indlicate

+hat much more fhanv6% of t+he counselor's tota! time was

involved with parents. The calls were concerned with school

related (62%) and personal-emotlional (26%) problems, A fact

that does not show up on this task analysls Is the great amount

18

26 \




of tIime spent w!fh parents d]scusslng schoo! programs (e.,g. non=-

graded, open classroom, Independent progress) and also providing

professlonal assistance on ch!ld rearing practlices,

The guldance staff at McAlllster Mliddle School Invests 8.1% of
thelr total flme in Category 1V, This percentage Is also assumed
to be deflated Because of the fact that much of.fhe time spent with
parents |s shared with the teachlng and consultative staffs, Team
feaéhlng (a teaching hodel which will be discussed In relation to
the next secfloh) has facl!!lttated this type of parent-teacher-chlld
conference. It Is Interesting to note that 32% c+t the time spent
with parents at the middle schoecl reflects reglsfraflon related
acfivlfles; 344 1s spent on school-related activitlies and 10%

on personal-emotional problems of students and/or pérénfs. The
elementary counselor spends only 9% of her time on this task, It
is believed that these differences reflect different methods of
processing new students ln‘Sufflefd. A close examination will be
made of these methods In ordef to assess the one which Is most

efficlent for meeting student needs at each level.

As ln‘fhe elemenfafy schoof, parents of‘sleh and seventh graders
lnlflafedvmosf of fhe‘phone confacf;, but thls trend reverses
itself in the transitional counselor position wlfﬁ arades elght and
nine. Inmfhls position, most of t+he contacts were inltiated by the
counselor, The data indicates that the bulk of time was soenflon
schoo! related probléms with only 14% on schedullnq§ The reason
for these phone contacts must be examined more closely In the

needs assessment part of the Self=Study proaram,

e

The high scﬁool program spent an averane of 4.,3% of thelr time
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on Category 1V, Thelr appointments with parents were signlflcantly

fewer‘ln number than at the Kindergarten-seventh grade levels,
Phone calls with parents were also much fewer In number. The

high school guldance counselors, however; w;re simtlar to thelr
colleagues at other levels In that they -spent large ordoortlons

of thelir time discussing school related and'personal-ehoflonal
problems with parents, 13% of thelr time with parents was spent
discussing career-college decisions. From other data, we suspect
the greatest part of this centered around college lnformaflon.'
The'reader Is asked to review Appendix G for further comparlisons

Iin this cafegory.

Summary Statements,

. As the students grow older, thelr parents'
telephone or personal contact with the guidance
counselor decreases unti! grade eight,

2. School related and emotional problems are fhg
dominant topics of discussion for the parent
contacts through the twelve grades,

3, A}Ter grade elght, career>and college Information
Increases In frequency In discussions with
parents,

4, Frequently parent contacts are wlth counselors
and other educaffonal personnel,

5.-‘The organlzational pattern of the school In
which a couﬁselor works Is thought to be a

major factor in determining gulidance functions,

Category V = Working With Staff. Each week, an averags of flfty=-

seven hours !s spent by counselors throughout the system
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conSulflng w|+h,sfaff members concerning classroom and student
problems, With the excepfion of two counselors, thls category
represents the major porflonvof time spent over an elgh+ week
perioé. The category represents the single largest. iInvestment

of time for the entire gulidance department (28,6%) and of the
'elemenfary (41%) and middle school (24,9%) proarams sbec!flcally.
Obviously, this Is a major area of guidance services and Is

worthy of close scrutiny.

_All guldance counseloés work with many different speclallists
within the educational community. Teachers, learning d|sabll|+y'
personnél, admintstrators, parents, and students are only a few
qf the people whom a counselor assoclates with In his counse?!ng

; activities, The sixth page of fhe Data Summary Sheet (Appendix E)
listed flfteen d|fferen+ cateqories of school related personnel,

The counselors soon found this Iist fb‘be Inadequate, To |t
wéuld havé to be added such categorlies as tutor, seérefary,
3=R rﬁpresenfaf!ve, protective services Investigator, colleqge

% representatives, Board of Educati=n members, and other town

4

% officials,

Nowhere jh the gu!dancé department is this aspect of the
' counselor's role more evident than at the elgmenfaﬁy level, The
" data clearly shows the tremendous aﬁounf of time required to |
coordinate personnel and servlices, 28;8% of the elementary
counselor's total t+ime In Cateqory Vi|s soent arranging for
conferences, This Is twlice as much time as was spent consulting

\
|
|
|
|
|
\
|
|
l

with staff about a student with school related problems, This

category represents 14,5% of the total time spent with staff,

s, | ‘ 21
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.« . Other activities that take a significant amount of time within
this cafegory‘aré consulting with teachers regarding class
problems (13,1%) and consulting with staff concernlng a student

with personal-emotional problems-(8,8%)

-Almost one=-fourth of the elementary counselor's time is soen} v
. : directly involved with staff members dlscusslng children and

thelr adjustment problems. This Is the type of time Investment

t+he authors expected to find at this level, In Suffleld much

emphasis ‘Is placed upon Individuallzation of Instruction and

; éarly dtagnostlc and remedlal work with students evidencling

E , - difficulties In school; Whenever thls educatlional atmosphere
exists, heavy demands are placed upon the Indlvidual déslgnafed
as an expert In human growth and development as well as In
classroom hanagemenf. Teachers; parents, aimlnlsfrafors, and
speclalists continuously want to "foucﬁ¢gé;e" with thls

person In an effort to insure the most rational ahd approprliate
program for fhe students Involved, The counselor, In turn, must
consult wlth the other experts (1.e. teachers, administrators,
speech theraplists, tutors, etc,) to gain the overvliew necessary
t+o recommend programs for Individuals and groups, Perhéps

more than any other person In the elementary program, the

counselor has to meet with a wide range and number of Indlviduals
In order to provlde and coordinate adejuate services. = The
physical realltles of the elementary Job Increase the fremendobs

" amount of time requlred to coordinate services., Working tor

two princlipals, servicing three schools, having only one offlce,
and sharlng'an overburdened secretary with the principal tend
" +o make the coordination efforts less efflclent than they mlight

be., I+ 1s hoped that later portions of the Self=Study project
3 22
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will clarify ways In which the time spent iIn coordlhaflng
services could best be:reduced wlithout reducing the quallty of

—

those services.

At the middle schoo! level, 32,1% of the sixth and seventh grade
counselor's time Is spent arrangling cohferences and Qorklng with
staff, Less than one-half of +hls +Ime (12.9%) was spenf by the
transitional elghth=ninth grade counselor wilth staff. In the
case of both counselors, the greatest amount of t+ime wlthin

this category was spent on school.rélafed prob|ems; It 1Is
surprising upon fifs% Inspectlion that so muchvflme Is spent with
staff within the middle school (24,9%). 1+t Is Important to |
understand the educational structure within which these

counselors ope%éfe in order to better understand this data.

McAlister Middle Schoo!l Is organlzed around a model! of team
teaching which provides common planning and conference +ime
within the school days for each of the two teams at each grade
level. WI+h thls schedullng-arrangement, the middle school
counselors Pave been able to set a fixed schedule of meetings
several times each week throughout fhédséhool year, >Ddrlng the
period of this study, these team meéflngs were used for
conferences with parents, conferencqs with sfudenf, phase change
discusslons, eddcaflonal referral planning, program development,
and behavior modiflcation program deslgn and Implementation,
Only 29% of total time with staff was spent dlscuéslné students
with personal-emotional problems, The team schedule greatly
facllitated work and communicatlon wlth both staff and studentg.,
The elémenfary and hlg? school programs reﬁulred more time to be

spent coordinating s?gff for meetings.,  Often these meetlngs had
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to be held after the school day. Obviously, the more avallable
the staff Is for work with gulidance counseloFs, the more time
t+he counselors can spend on consultatlions, not the arrangement of

same,

The high school gulidance deparfménf Invests approximately twenty-
three hours each week dliscussing sfudenf.and schoo!l related
problems with staff. In the case where administrative
fespons!b!l!fles are handled, Involvement with staff Increases
stgnificantly=--with a corresponding reduction In time spent with
students. The chalirman of the high school gulidance program
spends 36% of -her total time with staff while the other two
counselors invest 12,6% and 16% of thelr total time on thse
activities, Of the chalrman's 36%, 32% Is spent on school
related problems, 18% on arrangement of conferences, and 13.5%
discussing students with personal-emoffonal problems, Many.of
these consultations with staff Included the student and some-
times the student's pafenf. The other two counselors at the
high schoo!l level also Invest the jreatest single portion of
thelr time w|+h‘5+aff to school related problems, and a small
proportion of their time=-=9% and 7% for counselors No. 4 and

No. 5 respectively==to discussion of personal=-emotional problems,

Role of the Counselor As Consultant, The data presented In

Category V of this study, along with the avallable data on
appointment and phone call distribution confirm beyond any
reasonable doubt, that consultative services are In great. demand
from the populations serviced by the guidance department. While
t+he exact nature of these demands, their appfopr|a+eness and the

quallty of the counselors' responses are all undefined variables

24

32




P A

at this time, the fact that the ghldgnce services reach almost
every member of the educatlional community and are more often
t+han not requested, leads us to the tentative concluslion that
some Important educationa! and emotlional needs of students are
being met by those Individuals (l.,e, admlnlsfrafors, counselors,
and feachers) who have been assigned thls responsibility, 1+

is also the authors' feelings that the high degree of Involvement
by so many Individuals In planning programs for students reflect
a total, comprehensive approach to work wlfﬁ students, Thls
approach Is felt to be the most productive ln.ferms of long
range goals and 1s 'supported by current theory In counselling and
gducafldnal management, The coordination of schoo! personnel,

students, parents for gulidance seerces is a primary responsiblility

- of counselors, Thlis coordination is felt at this point to be

indispensable.to the running of a wel!l ordered and humantstic
educational program, The .remaining stages of the Self=Study

will defilne the accuracy of this perception of guldance‘serylces.

Summary Statements:

I. 28.6% of the guidance department's time Is
spent workling with staff, -

2. The elementary guldance counselor spends 41%
of her time workling with staff, 28.8% of this
percentage Is Invested in coordinating personnel
and services,

3, The physlical reallitles of the elementary
guldance poslition=-=working for f@éﬁorlnclpals,
three staffs In three buildings, having one

séall offlice, and sharing overburdened

secretarial help-~tend to make coordinating
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efforfs Inefficient,

4._'The teaming model at the middle schoo! seems
to éccodnf for the amount of time spent with
staff,

5. A major proporfloﬁ of time Is spenf_af
all levels discussing matters other than of N
a personal-emoflonél nature,

6., Counselors spend a large part of thelr time

coordinating services for staff and teachers.

Category VI - Working With Records. Just as the layman Is

deluded about the lImited types of contacts a counselor has
with students*, he also Is often under the false Impression
that the time counselors are not with students 1s spent
shufflling papers, copying grades, and writing recommendations.
The task analysis data recelved from thls section describes
several Important aspects of Suffleld counselors' work with
ﬁecords, but does not conflrm fﬁe Impression of many outside

the profession,

The most outstanding plece of data Is the amounf of time spent
during the average school day for this task analyslis sfudy.
30f of tota!l time on records was used at the elementary schoo
for thils task analyslis (apprdxlmafely one hour and twenty
minutes each week); 36% (approximately three hours énd fourteen
minutes) at the middle schoo!, and 17% (approximately four hours
and twenty-five minutes) at the hlgh school. This of course
does not Include the out of school time which will be dlscussed
*See dfscusslon of Category |
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at the end of thls chapter, The staff feels comfortable With

the expendliture of this time.

It Is felt that any worthwhile evaluation program In education
requlres??he expendl?ure of time and energy for careful p|annlng.
I+ 1s also felt that the value of +hls s?udy 1n terms of the
future growth and development of the Suffield guldance program

more than Justifles the time and effort expended thls year,

Another Interesting part of the record data Is-that which refers
t+o time spent on referrals and the time spent on preparing
transcripts., It appeérs that as a counselor works.wlfh older
students, he spends less +ime writing and keeplng records and
more time writing transcripts., Within Category VI the elementary
counselor expends 22% of her time on réfenrals and 6% on
transcripts, Her counterparts at the high school level spend
less than !% on referrals and |4% on the combined tasks of
tabulating credits and preparing ?ranscrlb?s; In the mliddle
school, the sixth and seventh grade counselor spends 9% of hls
time on +ranscrlp+s. in the case; of both the elementary and

middle.school counselor, the absence of gulidance secretarles to .

do the copying of grades and other _clerical tasks related to

preparing a transcript results In the percentages being as high

as they are. (At the middle school, secretarlal asslistance will

help a great deal next year,)

Summary Statements:

I. Counselors perform a wide range of tasks related
to record keeping.
2. Counselors dealing with high school students

spend less time with referral wrl?lng'and
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more time on transcript writing than their
colleagues at the lower levels,
3., Record keeping does occupy between 10% and 21%
» of a cbunselor's day. The secretarial assistance
. and the Jjob resﬁons!bll!f!es‘of a counselor may
explalin this wide vartation.,
4, The task analysis study took 2 majo; portion
of the Category VI for most counselors;
Expendliture of time for task analyslis |Is
.seen as woffhﬁh!le and necessary for future

development,

Category VIl = Other Activities, It Is suspecfed that almost

SO R SN 4 e .

every Job has a few tasks that do not fit well into targer job

categories, Guldance work Is no different In this respect, and

thus Category VIl Is part of fh!s_fask-ahalys!s. Under the
amorphous hea&ing of "other activities" are different types of
consultations (e,g. with pupil personne! workers, school
psychq]oq!sfs, col lege representatives), public relations
activities, travel, lunch, attending meetings, writing counselling

reports, professional reading . ..

°

Category VI prese&fs a more erratic set of data than any of

t+he other six categorlies., The elementary counselor spends a

total of 23% of her time with "other" related activities, the
middle school counselor spends 12.7% of his time, the transitional
counselor 34.4% of hers and the three fuil time high school
counselors spend 27%, 42%, and 14,5% of thelr total time
respectively., |t Is difficult to discuss any meaningful trend
emerging from fhls-dafa;
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While predictable trends cannot be explalined throughout

Category VI, ekplanaf!ons are avallable for the vartfablillity

"in recelved data and some Important sfafemen+s'cén be made

from the data about speclfic tasks In Category VI,

The reader Is flirst referred back to the stated Limitations of
this study, Limitation B states that all possible tasks

could not be outllined on the Guidance Task Analysis Code

Sheet and that certain tasks "fell through the Qr!d". It Is

the authors' contention that counselors used different criteria

to assign tasks to this cafegory. As a result, not all entrees

In Category VI| are comparable from department to denartment
with the degree of accuracy that exlists for the flrst six
categories, With this In mind, a discussion of Codes 7J (attendina

meetings) and 7P (travel) will follow,

The time counselors spend In meetings Is felt by many to be
extensive, This |mpress|on, Just as several others dliscussed
in this chapter, Is not entlrely accurafe; Of atl the +ime
spent lnﬁmeéflﬁgs that are not directly related to student and
their school related problems, (7J tasks), the elementary .
counselor spends 53% of her time In meetings, the middle ,
schoo! counselors soend an average.of 314, and fhevhléh schéBl

counselors 60,6%, 27%, and 124, The meetings occupy an average

five hours each week at the elementary level, two hours and

~forty-flive minutes at the middle schoo! level, and an average

of twelve hours and flfty minutes at the hlgh school.

The elementary counselor linvests time and energy Into the
following &reas under the 7J category: planning and placement
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teams (P. P, T,'s) which are assigned TO‘des|gn educational
prbgrams for Sufflield students who are hav!nd ad justment and/or
learning problems; a 3=R Steering Committee aés!gned to help

supervise and direct this speclal program establlished for the

~asslistance of children who are so soqlaily and emotionally

'dfsfurbed fhaf they cannot make It In the public school setting;
the Health Com@fffee charged by Curriculum Councli| to develop

a Kindergarten-twelfth grade Health Educatlion nrogram;
conéulfaf!ve sessions with learning disabfilfity oe:ipnnel;‘é i
state department sponsored committee charged with helping Q%her
towns set up 3=R units; meetings and conferences related to Ihe
explanation of ANISA, All these meetinas are directly related
to the consultative role and areas of expertise of this

<,

counselor,

At the middle school +the counselor; aré Involved In meetlings
that vary greatly., One couhselor Is Involved with the Human
Relations Préqram and therefore attends meetlings after school
and in the evening to continue hic t+raining tn the area of
group wqu and %o help organize the program, Meetinas are
als§ held with the school-related member of the police
department, tutors, teacher aldes, sneech theranists, and
ieafning disablility personnel, A total of 20 .8% of all time
in Category VIl Is spent In this way by the coﬁnselors at |
the middle school,

The high schoo! ‘counselors are engaged In an equally wlde
varlety of meetings., Two counselors at this level are nart
of the Human Relatlons Program, one Is a representative on the

funnel committee for speclial educatlion classes In the four
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towns, another counselor Is a member of the Curriculum Councl|
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. ‘(which meets one full day each month)., Counselors at the high

TR T T

school level are class representatives, members of Currliculum

Councl| Committees, and appointed members of speclal high
school study groups. The high school quidance staff spends

28.6% of their time in Category VIl In meetings.

In addition to all the above mentioned meetings, every guldance
counselor attends a Kindergarten-twelfth qrade.gu!danco‘heeflng
which Is held every other week and also attends all facuify;

meetings at fhe‘appropriafe bullding levels,

The task code 7P refers to counselor travel. This code refers
' | to an Important amount of time for only two counselorsQ-fhe
elementary counselor who works In three butldings and the
transitional counselor who services the middle schoo! and the

high school, 18% of the elementary counselor's time In

Category VIl and 6% of the franslf[onal‘counselor's time In

S AR — i A, ol gl & < drmth o

this category was taken up by travel,.

Aporoxlmafely one and a half hours are expended each week by the

PRI R S

elemenfory.counselor on travel., In additlon to the travel
among three schools, she also had to make trips to Newlngton
Crippled Children's Hosplital, Squadron Lline School, the Gengras
Center’, the 3-R unlts and several speclial home vislts when

parents had no transportation Into school.

Each week the translitional counselor Is assigned to the middle
school for three days and to the high school for two days. She
walks befween butldings only when s|fuaflons force her to break

+his schedule. She expends approximately one hour each week
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in her travel between schools,

A

Scﬁool Related Actlvites Not Rehresenfed In This Study. Durlng.
the eight week perlod In which the counselors recorded qach task
performed within +he'schoo| day, thelr time was also required
for services which did nof fall within the scope of the school
day. Since these demands occur In some form fhroughouf the
schoo! year It was_declded that 1+ would be valuable to report
those which were actually met during the eight week task

analysis perlod.

One Friday night an upset student came to a counselor's home and
recelvedifwo hours of personal codnsellnq. Former students stil|
In need of services fbok twelve hours of counselor time durlng
evenings and week-ends, fen phone calls from students and

three from parents were recelved by counselors at home in the

evening.,

A counselo; was summoned by the Divislion of Profecflve Services

to appear In court on a youngster's behalf, This took slix hours
of vacatlon time. Also during vacation a counselor met with a
Curriculum Councl! Committee for two days., (Flifteen hours

and thirty mlnufesf. Four hours of vacation time were spent In
coordinating transportation for students who will be pafflclpaflno

In a speclal program at Goodwlll| Industrles.

Each counselor spent an averagqge of_fiffeen hours complling data

~ and preparing materlals for this department at home durling. week-

A
ends and durlng vacation, Mr, Borsarl, Actling Director of

Guldance, devoted forty hours to the task analysls beyond the
school day.
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One counselor chaperoned a ski club trip to Vermont one week=-end.

T » Three other counselors devoted Saturday mornings to up=-dating

o

records, preparing recommendations and transcriots, filing, and
?3 professional reading., The total time devoted to these tasks

; was sixteen hours,

% The‘h|gh schoo!| department sponsored an evening orientation

- . program'for incoming ninth graders which was attended by two
counselors and three other evening activities were attended by
counselors, A Sdnday afternoon and evenling found the high school |
department chalrman attending the New England Reqlonal Meéting -
: _

of the College Entrance Examination Board,

Two members of the guidance department had an opportunity to

participate In T group tralning which took two week-ends wlthin

§ AR WRLATaTE T el

the task analys!s‘per|od.

The activities which have been llisted are typlical of fhose

’ demanded or expected of counselors by students, parents, adminis=

trators, and/or, themselves, and the number and frequency of .them

continue throughout the schoo! year although t+he actual activity

R T N

may vary. ' S

gy %

Summary Statements,

s Cafegory‘Vll (other activities) presents a

PR SR

more erratic set of défa than any of the other

six categories, It Is, therefore, difficult

to discuss many meaningful trends.

i

2. Of the total time recorded for Category Vil,
53%, 31%, and 33% was spent In meetings by

t+he elementary, middie, and high schooll
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. departments respectively,

- ' 3. Counselors are Involved In a wide range of
. meetings and ac+lv|+les.

4, .Counselors Invested many hours of schoo | -

related activitlies that were not represented In .

the task analysls, e

L

——— A
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PROJECT APPLICATION

TITLE Il TYPEII

PROJECT TITLE: ANALYSIS .and. EVALUATION
of GUIDANCE SERVICES and BEHAVIORAL OBJECTIVES

in the SUFFIELD PUBLIC SCHOOLS

3

Submitted by: Malcolm D. Evans
Superintendant of Schools
Suffield, Connecticut

Submission Date: January 1, 1973

Date of Application December 27,1972
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:
i
{
:

Schedule for Application

Submission and Approval

1. Submission date - January 1, 1973

2. Submit to: Dr. Roger Richards
"t Title II Coordinator
) State Department of Education :-..
P ' Box 2219
! Hartford, Connecticut
! 06115

3. Submit 25 copies

|
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TITLE

ANALYSIS and EVALUATION of GUIDANCE SERVICES and BEHAV‘IORAL

OBJ ECTIVES in the SUFFIELD PUBLIC SCHOOLS.

A. Need for the project

Both the Superintendent of Schools and the Board of Educaticn in Suffield,
Connecticut have expressed their desire to obtain a delineation and evaluation
of guidance services in the Suffield Public Schools. In response to these
requests, the guidance staff developed and instituted a task analysis which
will yield data on three months of guidance services. The staff has also
selected a number of behavioral objectives which it feels reflect the

present guidance goals, K-12 in Sufiield. These objectives have been
developed without any empirical data from reference populations such as
students and parents, The guidance staff, and the Superintendent of Schools
recognize the great importance and value in both the task analysis and the
statement of goals in behavioral terms. They also recognize, however,

that without additional work, collection of data, evaluation., and involvement
of the reference population, fzw if any conclusions concerning the value and
relevance of guidance services can be made. The necessary financial
support of this additional work and study creates the necessity for Title III
funds. It is expected that with these funds, most of the necessary study

and refinement of guidance services and objectives can be significantly
advanced by the end of the 1973-74 academic year.

B. Purpocse and specific objectives to be achieved.

The purpose of the proposed analysis and evaluation of guidance services
and behavioral ijectives in the Suffield Public Schools are: '

1. To develop evaluative techniques which will assess the degree to
which stated behavioral objectives are being achieved.
2, To determine the effectiveness of the present guidance program as it

is seen by former students, teachers, administrators, Board of
Education members, parents and other relevant segments of the
community.

3. To determine unique characteristics of the student population and the
community which require particular objectives for the guidance
depari:ment. : ‘

4, To develop a guidance program which reflects the information obtained
in the study.

46.
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Some of the specific behavior objectives to be tested and evaluated are:
1. Each student is aware of the curriculum alternatives open to him
and the educational and vocational goals to which they lead.
2. Each student is aware of the requirements for achievement within
his program.
3. Each student is aware of the abilities needed for effective functmnmg in
.- each curriculum alternative.
4. Each student is aware of his academic abilities and limitations.
5. Each student decides on a curriculum that is consistent with his
" ability and interests and future goals.
6. Each student develops an attitude that optimum school achievement
(consistent with his ability) is important.
7. ~ Each student is effective in coping with school assignments.
8. Each student takes responsibility for adhering to school regulations.
9. Each student expresses independent views in an acceptable fashion.

10. Each student demonstrates self confidence in his educational goals.

11.. Each student identifies and expresses creativity as he is able in the
educational setting in ways that lead to the satisfaction of having
made a contribution.

12. Each student is aware of the work roles and social roles expected
at different occupational levels.

13. Each student is aware of the concept of work in our society, the
occupational structure, and significant trends.

14. Each student makes a tentative choice .of an occupational cluster
that is cor:sistent with his interests aptitudes and abilities.

15. Each student is competent in solving career problems through
planning, decision making, implementing decisions, and evaluations.

16. Each student participates in a training program that is necessary
for entrance into his chosen career.

17. Each student acquires a feeling ¢ ¢ competence and adequacy in the
performance of his chosen career.

18. Each student gains employment in a career which he has chosen.

19. Each student is aware of the social groups that are part of his
social environment.

20, Each student is aware of the need to have friends.

21, Each student is aware of the differing skills needed for effective
functioning in social groups to which he belongs.

22. Each student is aware of his personal characteristics that are
related to social acceptance and harmonious interpersonal
relationships.

23. Each student is competent in solving personal social problems
through planning, decision-making, implementing decisions, and
evaluation.

. 24. Each student identifies the role of recognition and esteem in

socially acceptable groups.
25. Each student is aware of the training requirements and needed skills
- for different leisure activities.
26. Each student is aware of the concept of leisure in our society, the
activity options, and significant leisure~time activity trends.
27. Each student is aware of his particular leisure abilities, interests,
and potentialites and limitations. 47
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28. [Each student chooses hobbies, extra-curricular activities, and
exploratory leisure experiences that are consistent with his
tentative plans and his abilities.

29. Each student participates in activities that are related to and
expected in chosen leisure activities.

30. Each student feels satisfaction in his leisure activities.

C. Statement of activities and'personnel involved in this proposal.

The analysis and evaluation of guidance services and behavioral objectives
will be conducted in four major stages, each with a specific set of -
activities and personnel. The first stage is the general data collection,
the second stage is the development of assessment methods. These two
stages will be the primary tasks of the 1973-74 academic year. It is
anticipated that analysis:Gf data and program modificatiohs will be:

- initiated in the 197=»75 school yeat.

I, Data Collection

In this stage, the guidance staff must refine for the last time the set

of objectives that they feel best represent the present guidance program.
The perceptions and expectancies of the reference populations must

also be determined. The community, its educational, employment and
socio-cultural patterns as well as those community agencies ancillary
to the educational process must be understood. While much of the
required information is already available in published resources, there
will be some need for survey techniques to be used. The schools being
served must be understood along with the personnel within the schools.
Perceptions of administrators, school ..oard members, former
studerts, present students, teachers and parents will be collected and
evaluated. Again, the survey technique using a weil developed
questionnaire will be used. It is the intention of the Suffield guidance
staff to have a representative sample of those individuals who are.
recipients of guidance services to take part in this part of the study.
Most of the work of distributing, collecting and collating this data will
be performed by paid clerical staff under the direction of guidance
personnel. Organization of the study and informative meetings for the
participating populations will be conducted by trained guidance personnel.

II. Development of assessment methods.

Each behavioral objective that was selected by the guidance staff must
be evaluated in terms of the degree to which it is being achieved. It

is hoped that State Consultants and other experts in the field of
performance evaluation will assist us in this task Once the instruments
are developed, they will be administered and the data collected.

IIl.Analysis of data

All data which has been collected about the community and the school
must be evaluated. When dealing with the community information,
specific characteristics about the direct and indirect effects of the
community on the school will be sought. Specific questions must be
asked about the community's effect on guidance objectives as well.

&)
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When dealing with the information relating to the echecls, the
characteristics that most seriously effect guidance must be singled
out. The various perceptions of reference populations must be viewed
in relationship to the guidance staff's perception of its own functioning
and the data obtained on the behavioral objectives. In this way it can
be determined how closely actual practice and perceptions are aligned.

IV, Program modification

With all the collected data and the analysis of that data before us, the
guidance staff will begin to modify the set of behavioral objectives
formerly chosen. The modifications will reflect needs of the reference
populations that have not been met satisfactorily. -

D. Plan and procedures of evaluation.

It is suggested that a panel of experts from both state and local levels
reviw the data, analysisi and program modifications that result from this
proposed study. It is also suggested that the revised list of behavioral
objectives should clearly reflect the expressed and considered needs of the
reference populations. A final, full report should be written and presented
to the Suffield Board of £ducation before Nevember of 1974,

E. Budget Requested

Professional Salaries o $ 750.00

Non Professional Salaries $ 1500.00
Materials and Supplies " $ 1000, 00
Equipment _ $

Travel $ 250.00
Other . $ "
Total e $ 3500. 00

Requested budget to be used between July 1, 1973 and June 30, 1974.
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. References:

, 1. Pennsylvania Department of £ducation.Guidelines for Self-Study
' of a School District Guidance Program. Revised 1972

2. Connecticut State Department of Education.Connecticut Guidance
Objectives. 1972 (adopted from objectives published in CPGA
Momograph Service No, 4 Accountability in Pupil Personnel Services:
A Process Guide for the Development of Objectives. California

Personnel and Guidance Association, Fullerton, California, 1971.
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CODES Form 3

Suff%;ld Public Schools GUIDANCE TASK ANALYSIS

Schedule adjustment

School program planning
Test-record interpretation
Transfers/withdrawals from schoo:
Tutoring: L. Medical: M. Other
RKING WITH STAFF ’

Arranging and/or participating
in conferences
Consulting regarding class
problems .
Conferences about a particular
student :
1. School related problems
2, Personal-emotional problems
ﬁ. Schedule adjustment
. Test record interpretation
5., Medical records
6. School records
Information to teachers about
special pupil problems
(medical, psychological, etc.)
Group discussions regarding
child growth and development
Written information to staff
Other

WORKING WITH RECORDS

Keeping records of referrals
Preparing recommendations
Preparing & requesting transcrip
Tabulating credits for graduatio
Transferring test results or
other information on to records
Writing passes for student appts
Other '

Task analysis activities

Mail J. Updating records
Reviewing student zolders
-Giving lunch tickets

OTHER ACTIVITIES :

1. SEEING STUDENTS INDIVIDUALLY G.
A.” School-related problems ‘ H.
. (attendance, achievement, teacher I,

pupil conflict, misconduct) J.
B. College selection K.
C. Personal-emotional problems 5. WO
D. New pupil registration =.
E. Schedule adjustment
F. School program planning B.
G. Test and record interpretation
H. Transfers out of school C.
I. Other _ ,
J. Career selection
K. Feedback to students

. L, Tutoring

2. SEEING STUDENTS IN GROUPS
A, OSmall grouos '

1. School-related problems
(grades, misconduct, attendance, D.
pupil-teacher conflict) '
2. College=-career discussions
3. Discussions related to self B,
understanding, relations with
peers, relations with adults F.
4, Orientation to guldance ‘ G.
5. Personal-emotional 6.
6. Orientation to new school .
g. School program planning ) B.
; . Other 9. Formal Committee c.
B, Class grouvu size D.
1.” Orientation to guidance E.
- 2. Registration
3. School program planning F.
. Human development exerclses G.
C. Larger than class size H.
1. Orientation to guldance I.
2. Registration K.
. School program planning L.
'3, TESTING ACTIVITIES 7.
A.” Administering tests A,
B. Arranging for test proctors
C. Planning testing program B.
D. Ordering, distributing,
collecting test materials c.
and test fees , D.
E., Organizing testing schedule
F. Transmitting test results E.
to teachers v ‘
G. Transmitting test results to F.
colleges and universities G.
Iy, TELEPHONE OR IN PERSON CONFERENCES
TITE PARENTS CONCHERNING A STUDINT H.
A School related proplems (grades, T.
misconduct, teacher-pupil conflict) J.
B. College-caree¥ discussions K.
- ¢. Group discussions related to under-- M.
standing child growth and development 0.
Personal-emotional problems P.
Orientation to guidance services Q.

Registration of new pupils

. referral to

Conferring with pupil personnel
workers about referrals ‘
Conferring with school psycho-
logists about referrals
Conferring with other ref.source
Record/info preparation for
referral to pupil personnel
Recordyinfo preparation for
school psychologist
Record/info referral to other
Arranging schedule for college
representatives and employers |
Conferring w college reps & emp-
Writing counseling reports
Attending meetings :
Psychiatrics L. Lunch/coffee bi
Favors N. Professional reading
Public relations

Travel

Other




APPENDIX C

The Guldance Task Analysis Sheet

Form No, 4
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Data Summary Sheet

Form No., 2




. GUIDANCE DEPARTFENT

SUFFIELD PUBLIC SCHOOLS
. DATA SUVMMARY SHEET _ FORM #2

CODE

APPOIN
Y

TVENTS

I0]
Y

CAL

NAME:

DATA WEEK # 1

TELEPHONE

c

R

c

I0?

AL

2

R

3 4

2
1A

N

1B

lc

1D

1E

1F

1G

L
.
e
-

-
-

1H

11

1J

1K

2A1

2a2 4%

'a.{to"-:

243

'l‘:l.;t.

2A4

. H
o« e e g
B »

245

246

247

2A8
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> . GUIDANCE DEPAR'TMENT

. Name: : —
‘SUPFIELD PUBLIC SCHOOLS . Data Week Numbers: 1 2 3 4 5 6 7 8
 DATA SUMMARY SHEET _ FORM #2 . .
FINAL DATA SHEET

1. Total number of hours worked this week;

2. Average number of hours workad each day:

3. Average number of hours spent in "prep" perlods: .

4, Average number of iagks recorded each day: .

S. Average number of gscheduled appointmentsg

6. Average number of ynscheduled appointments

7. Average number of phone c¢alls made each day: .

8. Average number of phone calls recejved each day _

9. General conclusions you can meite about your guidance services from
: a guick survey of your data:

1.

10. Questions/issues you want to explore with the guldance department when
they get together to discuss the interpretation of the group's data:




APPENDIX E

Summary Data Instruments.




T
Item | , (_)ounselor
Week # People Fhone . Total
1. - - | -
2, I - -
3. — — -
;' L. —_— —_— N
;5 g. - _ _—
. _ _ _
| 7. o _ -
* 8. - - _
Total - — —_—
,‘ Mverage - - -
e
t
!
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. School Elementary School Guidance Program

" Counselor/Student Ratio - 1:1000

TASK CODE

I Seeing Students Individually
ITI Sekeing Students in Groups
III Testing
IV Conferences with Parents

V. Working with Staff
VI Working with Records
VII Other

o 70




&
i
;

School Middle School Guidance Program

Counselor/Stuident Ratio - 1:400

I
IT
I1T
Iv
\j
Vi

TASK CODE

Seeing Students Individually
Seeing Students in Groups
Testing :
Conferences with Parents
Working with Staff

Working with Records

- VII Other

71




School High School Guidance Progranm

g”" Counselor/Student Ratio = 1:250

" TASK CODE

: I Seeing Students Individually
; . : : . JI Seeing Students in Groups
‘ ' ITIT Testing

1 : - IV Conferences with Parents
: . ) - V  Working with Staff

: ' VI Working with Records

VII Other




5A
58

5C

T OV AWN -

School Elementary

Counselor Code —_ |

N N

Counselor/Student Ratio - 1:1000

Worklna With Staff

Arranglng and/or oarticinating
In conferences

Consultling renardino class
problems

Conferences about a nartlicular:
student

School related nroblems

Personal=emotional problem

Schedule adjustment

Test record Interpretation
Medlcal retcords

School records

o

50
5E
5F

56
51

Information to teachers about
speclal punl! nroblems

Group discusslons reacardling
chlld arowth and develorment

Written Information to staff

Other

oY

73
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OChOOl E 'mn_f_ac_y---.__.——.

Counselcer Code |

b Counselor/Student Ratio - 1:1000

Other Actlivitles

7JA Conferring with oupll personnel 7L Lunch/coffee break

_ workers about referrals iMm Favors

78 Conferrinag wlth school 7N Professlonal! readlna
psychologlsts about referrals 70 Publlic relatlions

70 Record/info preparation for 7P Travel
referral to ouoll personnel 70 Other

7E Record/Info preparation for
referral to school nsychologlst

7F Record/info referral to other

7! Writing counsellnn reoorts

74 Attendina meetlinas

7K Psychlatrists. 74

B PSR -
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School MibpL s

Counselcer Coce R

Counselor/Student Ratio - 1:400

TASK ¢ONF

I  Secinpg Students Ixdividuslly
II Sceins Students I Groups
III Testirng

IV Confercnces with irrents

V Vorking with Sta»IT

VI Working with Recerls

VII Other

- 75 ‘ L |




T a ——

School Mlddle School

Counselor Code 2

P

Counselor/Student Ratio - 1:400

°c

v

Seelne Students Individuallv

School-related nroblems

Colleae selection
Personal-emotional oroblems

piew pupi! renistration
Schedule.ad lustment
Schoo! pronram nlanninn
Transfers out of school
Other

Career selection
Feedback to students




. School ~_ Middle School

Counselor ‘Code 2

Counselor/Student Ratio 1:400

P ey

@ rarp e i o A s Bt A !

! Workina with staff v
5 5A Arranging an/or participatino. "S5E fGroup discusslions recardlna
In conferences : child arowth and develonment
5B Consultina renardina class 5F ‘Wrltten Information to statf
prob lems 56 Other
: 5C| Conferences about a nartlicular
’ ® studont=-School related nroblems .

5C2 =-Personal=-emotional nroblems
5C3 ‘=Schedule adjustment
5C4 -Test record Interpretation,
- - 5C5 =Medlal records
: 5C6 =School records
; ’ 5D Information to teachers abnut

R speclal pupl! problems




School Middle

Counseler Code 2 -

Counselor/Student Ratio - 1:400

AN
‘470

Workina WIlth Records

AA Keenlna recordes of referrals
6B Preparina recommendatlons |
6C Preparina and renuestinn transcrint |
6D Tabulatlna credl+s for araduation |
6E Transferrinn test results on to record;

5 ® 6F Wrlitlnt nasses for student annolnfmenf1
’ 65 Other
6H Task analvsls actlivitles
6t Mall

g , 6J Upndatina records




+ Hien
3

School MibbdLE

Counseler Code

L. Counselor/Student Ratio - 1:400 :
1:250 : \

- PASKIONE

T Seeing Students I:dividually
II Seeines Students it Groups
III Testirp

IV Confercnces with !arents

V Working with St.cr

VI Working witn Rcomdls

VII Other

79
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School Middle and Hlnh

Counselcr Code 3

Counselor/Student Ratio - 1:400
1:250

1A
IC
1D
IE
IF
16

. Seelna Studen+s Indlividuailv

School~related nroblems
Personal-emotionai nrobiems
New nunl!| reqlstration
Schedule adlustment

School nranram nlannlnn

Test and redord Interpretation
Other

8701




. School  Middle and Hlah

Counselor Code 3

. Counselor/Student Ratio - 1:400
1:250

L ot Rem e e e e e Tk

Worklnn Wilth Recnrds

6B Prenzrine Recommendztlons »
‘ _ 6C Prenartina and resruestinn transcrint
v : 6E - Transterrinh test results or other

l Information an t0o recnrds

* 6F Wrl+lnq passes for student amolntmen”
? 65 Other

5 * : 6H Task analysls activities

‘ : 61 Mail
6) Updatina records
6K Reviewlnq student folders 8
6L niving lunch tickets 1

614 Schedule chanjes
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=
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{
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1
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School Mlddle and Hlnh

Counselcer Code 3

- Counselor/Student Ratio - 1:400

1:250 : \
A ¢ 1€ | \
1% A%
1%
70 18
7 p 370
Hyd
8 %o
' 1570
2
i
I !
[ .
: TN
‘ l4067
| kit |
(]
/L
219,
|
i
! Other Actlvities 1 )<
i .
’ 7A Conferrinag with puoll personnel 2'70
{ workers about referrais T
78 Conferrinng wlith school L am
psychologists about referrals ‘
7C Conferrina wlth other ref, sources
‘ 7€ Record/Info preparatlion for referral
» to school psvcholoalst
E 71 Writinag counseling reports
! 7 Attending meetlings 7N Professional reading
P 7K Psychlatrists L 70 Publlc Relatlions
; &) 7L Lunch/coffee break 77 Travel

[MC 7M Favors 82 70 Other




orma P,

- " School _ u. | & H

i )
’ Counselcr Code 4
co Counselor/Student Ratio - 1:250
i
'? 14 Jo
¥o
3
L0
370
: 7L &f .
3 = £ /D '
| j_’
’} '
;
4
4 ’
!
:
TASK TONE

Y - Seeing Students Imdividunlly .
: : II Sceing Students 3 Groups :
‘ ’ III Testing : '\

IV Confercnces with I~rents . l
i V  Workirg with StafT ,
i ) VI Working with Recaxls ' . i

. VII Other
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School Hlghk School

‘Counselor Code 4

Counselor/student Ratio - 1:250

Mise,
/6.3 7,

5e A
13.49,

5A

5C1

56

5 A
1949

. -
Workling With Staff

Arranolnn and/or particlipatling In
conferences .

Confererces about a partlicular
etudentesches! reolated nroblems

5C2 =-personal-emotlional oroblems

Other

-




W T TSR G LR T

School Hlah School

Counselor Code 4
Counselor/Student Ratio = 1:250
1,
, ~
OTHER ACTIVITIES
74 Attendlina meetings
7L . g
>




. e L e i Rl B g o <t D T e v S e

T e e P e

T e T

L)
Lo T
.

: School  f | G- K-

Counseler Ceode y

Counselor/Student Ratio 1:250

TASK T0ODF
I Seeinp Studerts Tlividually
- IT Seeing Students Z Groups

III Testing

IV Confercnces with *arents -

V Workirns with Sta

VI Working with Recexls
- VII Other

86 .




School High

Counselor Code 5

Counselor/Student Ratio -'1:250 .

Seelno Students lgplvlduallv

IA School=related nrak’gm:

IC Personal=emotlonal nroblems
ID New pupll reaistration

IE Scheduls ad}lustment

1V Other

I1J Career Selectlion
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7L
™

~ School Hiagh

Counselor Code 5

Counselor/Student Ratio - 1:250

e
~5

Other Activitlice

. W

Conferring with pupl! personnel
workers about referrals

Conferrina with colleae
representatives and employers

Attendina meetlnas

Lunch/coffee break

Favors

Other

7R
7S
77
7U

Junlor Class Advlisor
Skl Ctlubd

Funnel Comlittee
Career Comittee




School > N1 & i

Counselar Code Io _

Counselor/Student Ratio -~ 1:250 \

TASE LONE

~

I Secing Students I-3jividually
I1 Sceinrs Students 3 Groups
III Testing '

IV Conferences with *apents

V  Workirg with St:™

VI ‘Workinp with Rueinis

VII Other

89




S School Hlah School
. Counselor Code 6 '
Counselor/Student Ratio - 1:250
»
MISC 2
|
Rup 6.t 9,
5% 19.9 7,
|
i
| .
f .
i | B
| : 24.5,
] . ’
. . 1
B T - Seelna Students Individually
: IA School-related nroblems -
} IB Collene selectlon ) ' ;
3 ° IC Personal-emotlonal nroblems :
. 1D Mew Punl| Pealstratlion §
' ' . IE Schedule "adjustment ;
g o ) T Il Other i
3 . o 1J Career selsctlion
T .




School Hlaoh School

. Counselor Code 6 : B

{ -

Counselor/Student Ratio - 1:250

o

Worklina Wil+h Stat+t

SA° Arranaino and/or participatina In
conterences -

5C1 Conferences about a nartlcular
student=-Schoo!l related probiems
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School Hlah School

Counselor Code g

Counselor/Student Ratio - 1:250

N
yorklnn With Records ;
gE Prenar nn recommendations -
reparinn and reauestina transcrints °
66  Other ’ .
_ 6H Task analysls actlvitles :
. | 61 Mall . ;
6M :
k




g | | APPENDIX F

Appointment and Phone #requency Distribution

with Members of the School and Community

I T A
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E
School’ ’rID".Lementnrv
- Counseioz_‘_bode 1 ' .
PERSONNEL TOTAL APPOINTMENTSH* TOTAL CALLS
Yes No Made Received
A Administrator 3 12 | N 2
AP Principal 3 38 61 - 15 17
CA Commnity Agency 3 0 5 3
¢ Counselor 2 2 1, 12
DSS Dir, Spec. Services 1l 0 10 1L
, N Nurse - . 3 29 2 0
P Parent 22 17 . 16 35
PS__ Psychiatrist L 0 0 0
PE  Psych. Expr.niner, 18 17 3 2
SW__Socizl Worker 28 10 7 15
S Student ol 56 0 0
T Te écher 90 - 136 8 2
Sup Superintendent 1 : 6 0 1
Other
Tutor 5 6 2 1
Speech and Hearirg 7 6 | 0 | 0
Secret ary 8 1l 1L 21
Lesrning Dissbility 21 13 0 0
3  Reading | 15 10 o 0
Aides ‘ 1 L 0 0
»
b
' ¥ yes" indicate.s an eppointment that was arranged before the recorded task.
"No" indicates an unplanned contact.
o | 94




r
. School Middle School
% Counselor Code 2
E b PERSONNEL TOTAL APPOINTMENTS* . TOTAL CALLS
Yes No Mzade  Received
A Administrator ‘ 2 g , 3 2 ‘
AP Principal 7 26 ' 6 3 \
,LCA Commnity Agency 0 0 0 1 )
i C;— Counselor 33 19 52 33
: DSS_ Dir, Spec. Services 0 0 10 1 s
' N Nurse 0 1 1 1
P Parent 27 16 4 35 52
, PS  Psychisztrist 0 0 1 0] ‘
i PE  Psych, Exeminer 2 1 0] 2
; SW  Sociel Worker 0 0 23 12
S___ Student 147 159 _ 3 7
T _ Teacher 78 72 _ 15: 5
. Sup Superintendent 3 L | 6 1
' Other -
; Secretary 2 0 11 g
? Tutor : 0 0 3 1
; Police 1 0 O‘ A 0
% Personal 0 0 2 0
Human Relstions Group 2 0 0 0]
Laura Gile v 0 1 2 0]
Aide 1 0 0] (O e
Speech Therapist 0 1 ' 0 , 0 : }
Consultant 0 3 | 0 0 f
Leasrning Dissbility 0 0 5 2

% "Yes" indicstes an appointment that was arresnged before the recorded task.
- "No" indicates an unplanned contact,




School Middle =nd High

t

| - Counselor Code 3

E PERSONNEL TOT AL APPOINTMENTS#* TOTAL CALLS

3 | - Yes No Made Received

; A Ajdnﬁnistfggor - ‘2/;:";Qi 2 0

[ - AP__ Principal ‘ 6 21 2 0
CA__ Community Agency 1 0 0 0
C___ _Counselor L6 ol 19 8
DSS__Dir. Sipec. Services 1 0 0 0
X Nurse : 0 2 0 0
P _Parept 8 1 52 13
PS__ Psychiatrist | 0 1 0 0
Pk Psych, Exsminer 5 2 8 L

. 8W__Socizl Worker 1 L 6 L

% S Student 208 115 L "2

b T__Teacher s 62 h 3

: Sup_Superintendent 2 0 0 0

.‘ Qther i

i Secretoryv : 0 _ 7. ’ 'L 2
Tutor. : 2 6 é 3 2
Beading Copsultant 0 L 0 C
Librarian 0 2 0 0 |

¥ "Wes" indicates an appointment that wes arranged before the recorded task.
"No" indicates an unplamned contact.

:j ) ‘ ' f
g | 96 -
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School High

Counselor Code L ’

PERSONNEL TOTAL APPOINTFENTS* TOTAL CALLS
Yes  No Made Received
A Admipiéhretor 0 1 2 0
AP Principal 7 26 5 0
CA_ Community Agency 0 0 2 0
C Counselor 20 50 22 28
DSS. Dir. Spec. Services 1 0 3 1
N Nurse 0 8 1 0
P___ Psrent . 7 6 10 28
PS Psﬁchiatrist 0 1 3 1
PE__ Psych, Excminer 0 2 1 1
SW__ Socisl Worker L 3 13 7
#¥%S____ Student 118 133 8 7 (Total)
T Te acher 12 102 3 9
Sup Superintendent 0 1 1 5
Other 2 10 N
Learning Discbility 3 0 1 3
Lowyer 0 0 1 0
Secretary 0 11 3 2
Represent ative 1 0 2 ‘ 2
Doctor 0 0 .1 0
Tutor 1 5 5 L
#%S=12 | L)y .h7 3 1

#"Yes" indicates sn appointment that was arranged before the recorded task,
"No" indicates an unplanned contact.

97
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School High

Counselor Code 5

PERSONNEL

TOTAL APPOINTMENTS* TOTAL CALLS
Yes . No Made Received
A~ Administrstor 0 0 0 0
AP Principel - 5 70 3 3
CQ Comminity Agency g . 3 12 ° 5
C Counselor 29 61 16 22
DSS Dir, Spec. Services 4 0 16 13
N Nurse 2 7 Q 1
P Psrent 5 Q_. 18 10
PS__ Psychistrist Q Q Q 0
PE Psych, Examiner 1 3 Lo L
SW  Social Worker g 5 12 6
S Student ~1L8 1198 L 5
T _ Teacher 26 162 1 3
Sup Superintendent 2 1A 2 1
Other 0 29 18 12
Representatives L 2 1 0

«

¥ "Yes" indicstes an asppointment that wes arranged before the recorded task.

"No" indicstes an unplanned contact.
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School High

Counselor Code 6

PERSONNEL TOTAL APPOINTMENTS* TOTAL CALLS
Yes No Made Received
A Administrator 1 32 7 2
AP Principsl 0 0 0 0
Cr Community A€ency 1 h 3 y
C Counselor 11 L0 10 3
DSS Dir, Spec, Servicas 0 1 0 0
N Nurse 0 20 0 0
P Pzrent 2 8 9 17
PS Psychiatrist 0 0 1 1
PE Psych, Exsminer 0 0 . 5 | 2
YSW Social Worker 1 -3 5 3
s Student
T Tescher 18 126 2 0
- Sup Suvperintendent 0 0 0 0
Otﬁer
College Representotives 11 6 23 5
Resding Specialist 0 0 1
Greods 1 8 0 2
Secretory 0 6 0 1
Tutor 0 1 0 0
*¥Ninth Grede 7 38 2 3
W Tenth Grecde 33 AN 0 2
x*¥Eleventh Qrade L) 112 2 h
Tyelfth Grede 75 282 0 2

"No" indicates asn unplanned contact,

99

% "fes" indicates en appointment that was arranged before the recorded t
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APPENDIX 6

Average Weekly Distribution _oi Time Allotted 1o Guldance Tasks

by

Elementary, Middle, and Hiah School Gulidance Departments




i

Concept of "Average Counselor Heek"

This data is presented in terms of the average week for counselors
during the eight week study. The actual amount of time devoted

to these tasks averaged forty hours and forty-five minutes'géch
week. While this data is helpful in providing a quick impression
of the proportion of total time invested in each task, the détaﬁi*w““
may be deceiving. A quick survey of counselor data summary
sheets showed great variation in thé amount of time spent on any
[ - one task from week to week. It was not uncommon to have a
counselor spend sevefal hours on a particular task only once or

twice thrcughout the analysis period. The calculation of arithmetic

averages leveled these peaks of activity and tends to imply to

the reader a more predictable and stabie counselor workday than is,

:
z

in fact, the casec.
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MIDDLE

HI1GH
TASK SCHOOL . SCHOOL DEPT|,
CODE COUNSELORS TOTAL COUNSELORS TOTAL TOTAL
Elemen= ‘
tary Middle School High School
| 2 3 4 5 6 :
TO9¥53=152 .
' |
1A “1:18 1:28 2:12 2:47 2:00 [ 4:11 ] 2:37 9:41 | 13:46
B 106 104 - 104 2:35 126 2:58 5:59 6:09
42+28=70
IC 145 1:49 1:10 2:31 12311 2:20 149 5:08 B8:24
20+18=40
1D 102 1:06 146 1:34 152 140 1:29 3:19 4:55
08+405=115
|E - 158 1153 2:06 1:54 1} 1159 | 2:51 7:29 9:35
33+22=55 ,
i
IF 103 103 155 136 - 123 122 1:07 1146
1 Z2+8=20
1G 102 - 120 112 113 107 124 152 1:06
AH - 118 - 118 - 106 :02 :08 126
29+19=4%6 .
11 107 1:16 148 1145 116 1:38 :40 2:53 4145
1+1=2 B
1J - 104 :02 105 207 148 t47 1:43 1:48
2+1=5
1K - 108 103 e 10 101 :28 105 135 t45
1L - 112 - 112 - - - - 112
14+9523
2A1 106 :04 123 1 18 113 110 109 141 1105
2A2 - - - - 115 - 210 125 125
Zo+17=82
2A3 - 106 142 131 t31 - 1201 1:49 2:20
2A4 - - - - - - :+ 01 101 101
2A5 | 21 17 104 - 104 :06 - 126 | 132 253




\

MIDDLE HIGH

. TASK SCHOOL SCHOOL DEPTL
| CODE COUNSELORS TOTAL COUNSELORS TOTAL TOTAL
- ’ )

. Elemen- ;
tary Mliddle School , High School |
I 2 3 | 4 5 6 , :
| | ;
2A6 - - - - - - - - e |
; U¥6=15 :
2A7 £02 +03 +15 sz | - | - - 106 + 20
- TT+7=18
2A8 - 104 118 . 15 01| = 109 17 132
2A9 134 2:11 - 2: 1) - - - - 2:45
281 - - - - - - 02 102 - 102
282 - - - - - - - - -
28‘3 - - . - - - - - : - -
. 2841 3.3 $16 - 116 - | - - - 3147
P '
‘ Z‘bl 103 - - - | - - - - :03
» |
202 - - - - - - - - -
2C3 - - - - - - - - -
T8+T12=30
3A ]:03 : 01 +30 +19 145 - 131 1+28 2:50
' 3B - - - - - - - - -
3C - 104 - 104 - - - - + 04
3D 103 - - - 122 | - 102 + 24 +27
TFT1= ‘ '
i 3E - - +02 101 08| « | = +09 + 10
; :
| | 3F | - - - - - 01| 08 109 : 09




N r..v‘-c-—-—‘-.:

MIDDLE HIGH
TASK SCHOOL SCHOOL . DEPT,
CODE COUNSELORS TOTAL COUNSELORS TOTAL TOTAL
Elemen=-
tary Middle School High School
1 2 3 4 5 6
36 - - - - - - - - -
7+5=|2
3H :08 - 212 +07 - :Oi - 106 121
5+3=8 ,
31 - - :08 :05 - - - 03 :08
40+26=66
4A 1:28 1:03 1:06 1143 39 148 :49 2:42 5:53
4B 101 - - - 220, :07 116 143 144
' 3+1=4 B
4AC 102 s 14 104 217 102 104 - 207 126
8+6=14
4D 136 023 114 '3 : 29 :03 : 19 157 2:04
4E - - - - - - - - -
AF el +49 - 149 :05 101 t 15 021 1:21
1T+8=19 :
4G :01 : 18 : 19 120 . 103 :0 | - s 12 142
T+4=11]
4H :08 :05 el 112 10| - 104 +09 : 29
2+ =3
41 :03 - __:03 02 - - - 201 +06
3+ =4
44 ! - s 1 104 214 - - 1 04 +05 + 19
4K 203 43 - 31 1 - - - - .34
‘ i
l !
4L ! 104 103 - :03 - - - - - 207
| 22415=37 |
: ' l
5A 1 4:55 1:13 237 | +35 2:25° 148 : 49 4:17¢ 10:47
, 20+ 14=34 | | |
i 5B }} 2:14 145 | 134 1:05 . 1:09 32! s14. 2:09| 5:28
104




N - L A

MIDDLE HI6GH

TASK ' SCHOOL ' SCHOOL DEPA.
CODE COUMNSELORS : TOTAL COUMSELORS TOTAL TOTAL
: Elemen= |
; tary Middle School Hlah School
! I .2 3 4 5 6
| 37424=61 | |
i 5C)  2:29 | 3:36 1:01 4:13 1 4:08 |2:01 | 2:30 8:59 | 15:41
- 5+3=8 ] '
52 |1:31 1333 :08 1:38 1:4i +25 124 2:33 5:42
4+3=7 ,
5C3 __ 1;03 1:37 107 41 101 | 133 ] 217 154 | 3.:38
5C4° 122 114 - 114 | 05| :05| :084 114 +50
5C5 131 104 - :04 - - 102 :02 137
5C6 130 :08 - :08 - 108 102 110 148
8+o=15 ,
5D 147 :50 113 © " 158 - 109 :+08 122 2:07
5€ 144 el - st 11 104 - 103 107 1:02
THF10U=20
5F |  :28 133 :26 149 134 | 25| :09 1118 | 2:35
22+15=37 ‘ |
56 1:12 1:15 137 1¢37 | 2:17 | 101 1:09 2:51 | 6:40
5H | = - - - - - - - -
|
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! |
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1 . “ |
6D - - 5 - - ' 312 | 25 133 1:10] 1:10 |
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I | Elemen=-
f tary  Mlddle School Hlah School
; | 2 3 . 4 5 6
: 11+8=19
" 6E 2 17 - 119 s 1 - 103 : 09 120 ° 148
I - t4+10=24 '
|
. 6F - 129 124 143 100. 133 + 30 1122 2:05
1 41428=69
i 66 19 149 1:09 1:30 126 | 109 | :53 1:56 | 3:45
3742562
6 | 119 2:37 1:02 3114 1:04 | 1:26 | 1:33 4:28 | 9:01
! 31+20=5] '
61 125 +37 . 151 1:08 | 144 | 119 |1:04 2:27 | 4:00
| 62+41=103
6J 128 118 1143 1:20 - 116 | - 157 | 2:45
| . 2+1=3
| ’ )
6k | .20 13 103 115 - 10 | :04 | ' 15 +50
- - 1 .
; 6L - 103 - _ 103 103 | 10| 031 | :16 119
T6F17=23
. em | - ot o 143 26 | :18 | 138 51 2:04 | 2130
o+4=10
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- TZ+9=23
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; B+5=13
) " i
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) - . i i
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| ; 7+4=|| .
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i Elemen=
. ? tary Mliddle School Hiah School
! | 2 3 4 5 6
: 12+8=20
t
P7) 104 102 120 ! ‘14 - 111 s06 :25 143
156+ 104= ~
260 |
7J 4:56 1128 4:20 4:04 | 5:38 |4:46 | :441 12352 ! 21:52
1 1+8=19
7K 145 - 19 1] - - 10| 109 | 1:05
99+66=165
| -
7L 238 147 2:45 2:26 | 2:06 | 1:47 | 1:49 6:48 | 9152
— 6+4=10 '
IM 116 105 . 10 ‘1 .01 | :401 :09 54 1 1321
20+13=33
N {01 - +33 +20 23 | 135| = IREETEY.
73+448=12|
70 :18 102 2:0]1 1415 104 | 1221 413 1327 | 3100
35724=59
7P 1:38 v 14 59 | +49 201 | 271 = 152 | 3419
/ 371 3=37
— 70 3106 156 232 1415 113 146 113 1225 2:46
, .
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f l i .
7S - : - - L - - 1332 - : 1432 1:32
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