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ORIENTATION

The goal of this module is to provide you with the knowledge and
skills needed to plan and carry out guidance related public relations
activities. To accomplish this goal a number of learning experiences
have been organized arcund a workshop format. The format will involve
you in activities designed to increcase your understanding of public
relations, your knowledge of public relations resources, your expertise
in making presentations and your skill in developing a public relations
plan.

A vorkshop coordinator will be facilitating the workshop activities
and will be working closely with you in helping you evaluate your work.

As questicns arice during the workshop consult with the coordinator.

ERIC
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GOAL AND CBJECTIVES

To provide you with the knowledge and skills needed to plan and

carry out guidance related public relations activities.

Medule Objectives

to:

When you have succtessfully completed this module you will be able

State the value of an effective public relations component of a
comprehensive guidance program. .

Specify and describe public relations resources available in your
community.

Plan a public relations presentation which introduces an audience
to a new cr improved component of a comprehensive guidance program.
Give a public relations presentation which introduces an audience
to a component of a comprehensive guidance program.

Develop-a public relations plan for one guidance activity.
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TIHE QUTLINE

Activity

Module Orientation

Understanding Public Relations

Public Relations Resources in your
Community

Planning Public Relations
Presentations

Civing Public Relations

Developing your Public Relations
Plan

Approximate

Completion Time

Module

Objectives Reached

1 1/2 hours

1 hour

1 hour

1 1/4 hours

6 hours

")
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ACTIVITY 1 - UNDERSTANDING PUBLIC HELATIONS
The purpose of this activity is to provide you with an opportunity
to bucome more aware of the menning and importance of public relations
for your guldance program.
To begin the activity, get together with two other participants and

reviev the material on the next few pages titled Public Relations: What

and Why. Then use the following questions as a guide to discuss the
veaning and importance of public relations activities for your guidance

program.

1. As you think about your own work setting, how would you
describe the public relatiens compcnent of your guidance
program? 7

2. How would you categorize and describe the variocus publics
in your community?

3. Three reasons were given in the text fur conducting public
relations activities: providing acecurate information,
gaining public support and creating staff morale. Do you
feel these reasons arc applicable in your setting? What

other reasons do you feel are important from your
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PUBLIC RELATIONS: WHAT AND WY

Ae  What 1e Publie Relations

%
-

"ne Hleed for Public Relations
1.  Accurate Information

2. Public Support

3. Staff Morale

Many organizaticns hire public relations experts to tell
their story. The results of the work of experts often include
eolorful and expensive brochures and magazines and extensive
appeals on radlo and television. The substantial expense in-
volved makes this approach to public relations impractical for
many schools and most certainly for most guidance departments.
As a result, the tasks of public relations, at least for
guidance, must be assumed largely by guidance personnel.

If this is
what we mean by public relations and why it is an impertant
component of a comprehensive guldance program.

Whet is Public Relagtions?

Public relations has been defined in many ways: as the
art of working effectively with people; as the art of
bringing about better understanding and creating greater con-
fidence; and as the art of building public friendships.

The National School Public Relations Assceciation deseribes
public relations as "a management function which interprets
public attitudes, identifies the policles and procedures of

an individual organlization with the public interest, and

.
R RS

executes a progran of action to encourage public invelvement
t

and to earn public understanding and acceptance'.

12
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For our purposes we will define public relations as the con-
tinuous interpretation of the guidance program tu the public
Lo gain understandirg and support for its goal of meeting
the guidance needs of youth and adults.

How well this ig accomplished depends on how well
others understand the guidance program and on how well we
understand their attitudes toward our efforts. The influ-
ence guidance personnel have on improving their program
rests upon their ability to guilda public opinion and to be
responsive to it in meeting individuals' and society's
needs. This will require taking the public into partner-

ship through public relations.

The Need for Public Rglati@ﬂg

There are many reasons for conducting public relations

activities. Among them are the peed to present ‘accurate

information, gain public support and develop staff morale.

Guldance personnel can reach their goals only if the
public understands the guldance program. This means that
a continuous flow of accurate information is recuired. It
is our task to ﬂaﬁmunicate; to dispel a lack of understan-
ding and misinformation. Thisg will require careful
attention to the information presented so that it accur-
ately describes hoy individuals are helped as a result of
the guidance program and appropriately details the
guidance techniques and methods used.

In addition, guidance personnel should become skilled
in meintaining the public's support and cooperation. As g
first step, we need to group all of the individuals in a
community who can have an effect on the program. The
following list is not comprehensive but suggestive of

typical groups found in many communities,

13
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Internal ' External
Students Parents Churches
Tcachers Taxpayer groups Alumni
Administrators Service cluﬁs' Athletis bcastefs
School Baérd Civic groups Labor unions
Staff Employees Business Legiglators
Counselors Industry Government

Scl * hi sdministrators
School neighbors administr

Once this is done, ﬁha next ste§ is to design ways of
getting the guidaﬁcg program to these audiences by every
available means and as often as possible. The more the
guidance program can be told effectively, the more likely

we will receive the personnel, money and moral support

needed to meet the guidance needs of those we serva.

[F cbolL ALLSTOP Hummig.
) B "H0BODY IMIOWS THE TROUBLE T'VE SEen :
2 WE CAH GET OV WITH 0UR Discussiod
iy STAFF Mo

W

Staff morale is based upon such feelings as being of . Staff Movale
) . , L 1,
service and being accepted. The following list™ is

-1Adapted from Cutlip@.Sthgﬂﬁ. and Center, Allen H.
Effective Public Relations (4th Edition). Englewood
Cliffs, New Jersey: Prentice-Hall, Inc., 1971.




suggestive of other feelings which also affect staff morale.
1. To be meaningfully engaged and to help others
2. To be supported and consulted within the school
3. To be respected within the community
4. To deliver a necessary and wanted service
5. To have an influence on public opinion

Often, our efforts in guidance are not understood or
appreciated by our various publics or, what's worse, our
efforts are misunderstood, and misinterpreted. The
responsibility for this rests, at least partly, with us
because if we are not consciously conducting & public
relatlions program, we are doing it unconsciously. We need
to become actively involved on a daily basis in communi-
cating our program. Only then will the PR of public
relations be, translated by the public as "Performance

Re&ggnized."z

zGuidanaa Newsletter, Sclence Research Associatey,
September-October, 1967,

15
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PUBLIC RELATIONS RES
IN YOUR COMMUNITY
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ACTIVITY 2 - PUBLIC RELATIONS fESOURCES IN YOUR COMMUNITY

The purpose of this activity is to provide you with the opportunity
to identify publie ielations resources available in your commvnity and
describe how they could be used in your guidance program's public
relations activities.

For this activity stay in the same group vou were in for Activity 1.
Then, raview and discuss tha resources which are described on the
following pages using Worksheet 1. In your discussien focus on the
availability of these resources in your community and how they may be
used in the public relations activities of your guidance program.

Finally in brief cutline form, write down, on Worksheet 2, your intended

use of five of these resources.

17
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10.
11.
12,
13,
14,
15.
16.
17.

24.
25,
26,
27.

Advertising
Billboards
Bulletin boards
Bumper stickers
Cartoons

Direct mail
Displays l
Handbooks
Leaflets.

Mottos & slogans
Newspapers
Reprints

Special publications
Announcements
Proclsamations
Speakers’ bureaus

Special programs &
weeks

Speeches
Telephone
Tape recordings

Filmstrips & glide
tapes

Motion pictures
Phctographs
Posters

Radio

Slides

Television

Worksheet 1

Available Usable Comments

Yes No Yes No

—— ——— —— — — _ -
_ — - —_— - _

6 — . . _

18
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Worksheet 2

Resource Intended Use

1§
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PUBLIC RELATIONS RESOURCES

A. Printed Word

B. Spoken Word

C. Signt and/or Sound

There arc many publie relation

Their usefulnass to you 1s limited,

s resources available.

however, if you are not

aware of them or do not understand their potential use for

your public relatiouns activities.

Public relations resources can be grouped inteo three

broad categories: the printed word, the spoken word and

sight and/or sound.

Public Relations Resources

Printed Word Spoken Word

Advertising Announcements
Billboards Proclamations
Bulletin boards Speakers' Bureaus
Bumper Stickers Special Progrars/
Cartoons Waeks
Direct Mail Speeches
Uisplays Telephone
Handbooks
Leaflets
Mottos/Slogans
Newspapers
Reprints
Speclal Publi-

cations

Sight and/or Sound

Tape Recordings
Filmstrips/Slide Tapes
Motion Pictures
Photographs

Posters

Radio

5lides

Television

To help you becomz acquainted with many of the re-

sources avallable, the following annotated listing is

prasented.

If you are interested in additional resources

and ideas check the Appendiz and Reference section at the

end of the module,

20
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Printed Word

Attention can be drawn to your guidance activities by
buying advertising space in newspapers, magazines, on radio
and television broadcasts, or even on outdoor billboards.
However, notices like these can be expensive. Consider
placing an ad in your school ﬁe&sPapaz eand/or district news-
letter advertising your pragfém,

Outdoor billboards are an effective, but rather expen-
sive means of advertising. If one is available, make goecd
use of it by making it infarmative and attractive. Some
billboard companies have billboards available at no charge to
non-profit organizations and associations.

If you have a guidance bulletin board put it in a place
oftern passed by the people you want to reach. Make the

bulletin board fresh, snappy and informative. Use it to high-

school catalogs. Always put a date on announcements. Be
sure to change it regularly. If you plan to post notices on
bulletin boards in other Schcolé; churches, or libraries, be
sure you get permission first. Also, remove them once they

have served their purpose,

Advgftisiﬁg

Billbkoards

Bulletin
Boards



One way of projecting messages onto the streets and i Burper

highways is to put them on adhesive backed cards that stick | Seickers
to automobile bumpers. This is a good way to call public ¥
attentlon to an event or issue. Bright, vivid colors and

the use of catchy slogans or cartoons makes them even more

™

eye-catching.

Use comic drawings to illustrate ideas and provide Cartoons
information. They can be used to enliven and draw attention
to posters, bulletin boards and bumper stickers. If captilons
are used they should be short and to the point. UYerhaps

“gtudents can be recruited to help make up original cartoons.

Direct mailings can be used to inform individuals of Direct
special events or to keep them informed about the guidance Mail
program. These messages can take a variety of forms--post
cards, letters, or letters with enclosures. If possible,
send letters first class addressed to an individual, not to
occupant. If first class is not possible consider obtaining

a bulk mailing rate. If you plan cxtensive mailings you will

need to meake up a mailing list, perhaps classifying the

names so that any group or individual can be singled out

for a particular message. When appropriate, add information

about the guidance program to other school mailings. Put

news media personnel and other important contacts on your
mailing list. This will give them regular contact with you
and your organization, as well as permit them to become
familiar with the work you are doing. Also, it will ac-
quaint them with names of the key people in your program and
explain how guidance fits into the educational and E@mﬁknity
scheme of things.

isplays

]

Select a theme and then choose materials for a guidance

display. Set it up where as many people as possible will
sec it--in publlc and school libraries, banks, shopping
centers, shop windows and near the school lTunchroom so in-

dividuals can brewge around and ask questlions. Have someone
] .-

ERIC 22
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cn hand to answer questions. Make use of students if
pecssible. Supply the display with occupational information,
college and voaationéléta:hnical school catalogs, or other
guldance materlals and programs offered. If the purpose of
your display is to acquaint people with the guidance program
25 a wvhole, have it represent as many phases ‘of the program
as-possible. Usually, however, an exhibit will feature some
particular project such as career information. Don't over-
look opportunities to use displays at teachers' organizations
and other educational and child welfare groups, A

portable exhibit that can be used more than once might be
profitable in the long run. If a portable exhibit is used
don't forget to change its contents as ‘the exhibit is used
with different audiences.

Develop a guidance program handbook for parents, stu-
dents, teachers, and adninistrators, describing what
services are available as a resul. of the school's guidance
program. In it explain what guidance is and its role in
relation to other programs in the school. Explain current
thoughts and trends in guidance. Be sure to keep it up to
date. Also, you should have a page or two in the student
handbook on the guidance program.

Leaflets are a convenient means of stimulating in-
terest, answering questions and spreading information about
the guidance program. The use of color, cartoons, and
slogans make them more appealing and attractive to the
reader. Publish them for parents and feature clear infor—
mation about the guidance program. Pass them on to
teachers with suggestions for how they can relate guidance
activities to their subject. TInclude a calendar in the
leaflet to remind pcople of gpecial testing dates and other
Important events. Have these dates cirecled or emphasized
in some way.

23
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Catchy, clever sayings ar ues used to spice up

i

publicity. They are phrases that ares z24s8ily fixed in a
person’s mind and repeated. Theze might be used as a

theme for a cartain event and placed on the literature pub-
licizing it. Slogans are sometimes printed on buttons,

badges, or bumper stickers. Rememver, however, slogans are

not solutiong in themselves to public relations problenms,

An excellent way of reaching members of your community
is through the loecal newspaper. Know the politics of your
school system and if press releases must g0 through a public
relations person make use of that person and supply the
facts. Otherwise, write your own, but contact the news-
paper to find out to whom and hew you should submit your
articles. Be sure the information is accurate, timely and
brief. Tell only the essential things; omit unnecegsary
details. Begin with the most important facts first; fill in

details later. The information should be of public

interest; make it readable. Don't use technical language,
jargon or acronyms. Keep newspaper personnel informed of
all your important guidance activities. TIf encugh interest
is generated they may be interested in writing a feature
article on the guildance program in your school, Make use of
the student newspaper, slso. Have articles in it regularly
to inform students about what the puldance program has to
offer. Perhaps a student cun be your guidance program
columnist,

With go many publications out today it is hard to read
them all. Sometimes, howaver, you do come across an article
that Is interesting, and you may want E§ share it with others.
You cen clip the article out or if you want a number of
coples you can write to the publications office #ud obtain
reprints of that particular article. Opce you have the

reprints put them on bulletin boards, hand them out Lo your

o

Mottos &
Slogans

Newspapers

Reprints
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colleagues, enclose them in letters to people who might be
interested in them, or use all or part of the information in
speeches or articles you might present.

Use all sorts of publications to publicize information
about the guidance program. Your community might have a |
local shoppers' guide or a neighborhood association news—
letter. Also many local service organizations have news-
letters. Check around to find out about all of these local
resources. Use them to carry information to their select

audiences,

Spoken Word

Make use of the public address system in your school to

announce speclal events such as testing dates, visiting

sentatives, decision making and self awareness activities, or
career fair programs. Be brief and to the painthaabgve all,
be interesting. Students might enjoy coming up with enter-
taining announcements that they would enjoy presenting them-
selves. Spot announcements are a good way of using’/radio and
television broadcesting services. All broadcast media are
required by the FCC to denate breoadcast time to public
service announcements. Messages must be planned sc as to be
put across in a minute or less time. Word the announcement
simply and briefly. Don't start off with the main point.
Give listeners a chance to fix their attention to what vou're
saying. If there is enough time repcat key words or facts.

Proclamations are official announcements that usually
come from government leaders such as a mayor or governor.
Thelr purpose is to proclaim a certain day, week ovr month as
a special time in which emphasis should be placed on a

particular group or event; for instance, American Education

2

ot

g )

Announcemerts

Proclemalions



Week or National Career Guildance Week. For example, if
effort is directed through the right channels you could
obtain & proclamaticn for National Career Cuidance Week in
your community. After you obtaln the proclamation, worlk on
special ways of using that week to promote careers. In
fact, continue that effort throughout the year. Write to
NVGA, 1607 New Hempshire Avenue, N. W., Washington, D. C.,
20009, for more information. V

Prepare a list of available speakers to assist with the Spgakgfs"
guldance program. Describe briefly the qualifications of j  Bureau
the speakers and the topies they are prepared to discuss,
such as vocational education, drug abuse, juvenile
delinquency and career education. Invite these resource
people to conduct workshops in their special areas. Develop
a speakers' bureau in your own guldance department. Be
prepared to speak to community groups on activities of your
speclalty.

Choose a topic which you wish to develop and come up Special
with a plan to present it. If ycur interest is Career P?ég?ams/

Weeks

Guidance, promote National Career Guidance Week. Think up
original and interesting ways in which to present occupa-
tions or leisure activities to vour students. For instapca,
each day briefly describe an occupation over the public
address system. Have local leaders of the community ccome
in and present talks to the students. Distribute pamphlets
on occupatlons and put up special bulletin boards. Have
students spend the day at a place of work in which they
are interested. Ot perhaps have them spend a day at a place
of work in which they may not have cxpressed an interest.
Students can then report back, and tell zbout thelr exper=
iences. Encourage parents to become involved in your
speclal programs, too. Have a special night for postsecon-

dary educatlfon where both students and parents can learn

ERIC
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sbout admissions procedures, financial assistance and
scholarships. Tor new students and their parents, conduct
an orientation program to acquaint them to their new school.
Also, have groups for parents of students involved in group
or individual counseling.

Some speeches made for radie and television audiences
or atrgiyic?n etings might be recorded and played back for
other groups. Others might be typed and then distributed
in manuscript form. Offer to be a speaker to community
orgenizations. Develop effective ways of presenting your

ﬁaterlals to audiences, If you are not ineclined to be a

speaker, check wi community leaders who often appear
before the public and find out if they would appreciate
items of interest to incorporate in some of their speeches.

An excellent means of public relations is personal
contact. Create a good impression by being natural,
pleasant, and expressive. Contact parents of new students
before school opens to chat with them and help answer
guestions. Use the telephone to contact parents about thelr
son or daughter's development. A sincere compliment can

help further rapport between parents and counsclors.

Sight and/or Sound

Tape recordings are easy to make, inexpensive. and
can be used over and over again. Recordings cil .  ceches,
ouncements, dramatic or musical presentations,
broadcasts, or informative conversations can iL.: used to
relay ideas to individuals or groups.

Filmstrips and slide tapes are good audio-v’ :ual media
which can bte used to enhance a program on guida. . They
can be ordered from many different companies for a remtal

ee or you can create your own. Xeep a record of good

-

materials that you have seen so that you can incorporate

them in your wwn presentatiocns.

I T

Tape
Recordings




Films are sznother way of 1nfo ng the public about the VL Ime

guidance program. A speaker's main point may be enhanced by

realistic portrayal on film. They are more expensive than !

T

ilmstrips, but it may be worth the extra

point ascross. Obtaln catelogs and keep a listing - effec- 3
The old cliche that a plcture is worth a thousand words || Photographs
is really true. A pgood pleture can sowetimes tell the whole
story. It draws interest aznd wakes a story come alive. Be
prepared by always having a camera available. Candid action
shots can really provide interesting pictures that show what

ram is doing. If you know of a special event

\I‘““h

the guidance prog

coming up, be sure to have a photographer there! Action shots
can enhance a news story, poster, bulletin boarde, or leaf-
let. Portrait photos of spezkers or fellow workers can

1lso be used with articles in newspapers and magazines

<]

Innovative posters are an effective way of publicizing Poster
events. They can be placed in shop windows, libraries,
school buildings, and other public buildings for a couple of
deys or weeks. Get permission to locate them and determina
a suitable method and place to hang them. Make them eye-
cetehing. Usa vivid colovs and interesting pictures or
designs. Include only the necessary information. Make them
understandable. Be sure to remeve them once they have
served their pUEpGSEg Place posters in the classrooms.

Have each pos ter enphasize one typical student nesd and
the appropriate guidance acclvity available. Change the

‘ers periodically for more exposure.

r

=nt of pos

o]
o
[
a

Radio is an excellent medium available for your use. Radio
Radio stations pride themselves on their record of public

rvice. Take advantage of your opportunities to use free

1
]

v
ublic service broadeasting time. Talk with the program

'U

director at the ztation. Many stations have programs which H

T,
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highlight community activities in a dlscussion-type format
&nd would welcome your program ideas. Spot announceuments

2lso can be useful. Make the program interesting; remember

o

that a simple twist of the dial can put an abrupt end to

your message. Catch the interest of your audience at the

beginning. Be sure to repeat important ideas later on in
-the broadeast.  Use. people with good radio -weices. Check-the - -
0s5ibility of using students. Be short and concise. Radio

time is expensilve, so don't waste it; you'll want to be
invited back again. Don't forget to send letters of thanks
and appreclation to statlon personnel for providing public
service time.

Most schools have a slide projector, so make use of this
form of visual equipment. You can rent slides, or better
yet, make your own! It 1s an inexpensive way of personali~
zirg a program, meeting or exhibit. Have someone with a

camera take 35mm slides of guidance activities going on at
your school. Use these slides to portray a special com—
munity need, such as a child guidance clinic, or simply to
show the program activities of a school counselor. Many
schools have the equipment to photograph charts and graphs,
nd illustzatiaﬁs frem books.

title slides

*

[

You can capture the attention of many people through
the televisicn medium, so use it wisely. Study the programs
your local stations offer to find out what possibilities
might be open to you. Become acquainted with the staff at

the television station and work with them to develop pro-
grams that will be of interest to your community. If your
station ennounces events of civic interests send notices of
rams and events. Develop a special television
program on the guidance program and its,contributions to the

coemzunity. I1fF vour community has an educational television
Y 7

29

Slides
Television



station be sure to maintain contact with the statinn-and
work together to develop programs. If your school has a
television station don't forget to use it in a similar

manner.

30
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ACTIVITY 8 - PLANNING PUBLIC HELATIONS PHESENTATIONS

The purpose of Activity 3 1s to provide you with the skill to plan a
public relations presentation. To begin the activity get together
with four to six other participants. Each team will require a chair-
person and a recorder.

... Your team will then become the guidance staff of a school which has
the task of planning, in outline form, a presentation introducing a new
or improved component of a comprehensive guidance program. The compo-
nent chosen could be a new guidance reasource center, a career exploration
group, decision making or values clarification activities or a new
placement activity, but you are not restricted to these. Your team
should choose a guidance program component with which it is comfortable.

Once your team has chosen a guidance program component, the next
step is to actually develop the presentation in outline form. To accom-
plish this task first read tlie section of the module which follows on
planning public relations presentations. Use Worksheet 3 and briefly
but concisely describe your intended audience, the presentation organi-
zation and the media to be used.

When you have completed your presentation outline, exchange it for

another team's outline for review and evaluation purposes.



worksheet 3

Presentation Planning Worksheet

erice (describe the intended audience)

2.  Present

ation Outline (outline the content to be covered)

")

Media and Eresan@atian,ﬂgthg& (describe media to be used and indicate

presentation methods chosen)

- 24 -
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PLANNING PRESENTATIONS

A. The Art of Communication

B. Planning Steps

All of the public relations strategies described in the

previous section can stimulate public awareness, under-
standing and acceptance of the guldance program. However,

remember that a personal approach, an appeal to a particular

individual or group through a direct pcrsonal presentation,

is more likely to get a favorable response than an impersonal
appeal. :
tailor-made presentations especially designed for the

situarien, time, place and audience.

The Art of Communication

In planning a presentation, careful attention must be
givan to the art of communication. The following list of
coxmunlcation elements are suggestive of points which should

be kept in mind In planning presentations.

T A T I

A Personal
Approach



The 7 C's of Communication# b

1. Communication starts with a climate of belief. This Cradily
climate is built by performance on the part of the prac-=
titioner. The performance reflects an earnest desire to
sarve the re The receiver must have confidence
in the qgnd The receiver must have a high regard for s
the source's ;cmpgtence on the subje

vr"-
e

W m
Ie]
ol
ot
<
I
it

ﬂ«

2. A communications program must square with the realities Context
£ its environment. techanical media are only supglemené
_tary to the Wg:d,and.i&adzgl - takes place in -daily- '
'1iving; The context must provide for participation and
layback. The context must confirm, not contradicet, the
&

3. The message must have meaning for the recelver, and it Coxtant
wust be compatible with the receiver's value system. It
must have relevance. In general, péDplé select those
Jtems of information which promise them greatest rewards.
The content determines the avdience.

4. The message must be put in eimple terms. Words must mean Clarity
the same thing to the receiver as they do to the sender...

the fart th a message has to travel, the simpler it must
be. An institution must speak with one voice, not many
voices.,

5. Communication is an unending process, It requires
repetition to achieve penetration. Repetition--with

varlﬁtien=mcanLrLbutés to beth factual and attitude Ry
learning. Tlie story must be consistent.

0. Istablished chennels of coummunication should be used--
channels that the receiver usaes and respects. Creating
new ones is difficult. Different. channels have different
giiggtg and serve effectively in different stages of the

ffusion process,

' 7. Communication must take into account the capability of
the audicnce. Communications are most effective when
they require the least effort on the part of the o
recipient. This includes factors of availabdildi ty3
hebit, reading ability, and receiver's knewledpe

m

*Cutlip, Scott M. & Center,
Re 'Dns (4th Edition).

Jati
Prentice- ﬂ;ll, Ine., 1971,
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Planning Steps

Once you have the 7 C's of Communication in mind, the
next step is to systematlcally lay out your presantation in
outline form. The first step is to consider who your
audience will be. This will determine to a large extent what ; Audience
vour content will be, how you will organize the presenta-
tion and the type of media to be used. Tor cxample, if vou

regsentation to teachers in your school you

nization,

Although the content of vour presentation is determined i Core 7
Matertal

in part by vour audience, there is a core of material from

which all presentations will be prepared. It is important

"

that the core material reflects a comprehensive guidance

program based on needs assessment data, is organized around

individual ~outcomes, and contains appropriate evaluation and

feedback prLqung.

The next step in plaunning ls to consider how you will Presentation

: , . , . i , Mathods
organize your presentation and what EypeAcf presentation you
will use. A wide range of presentati methods are opan to

he traditional lecture.

rr

(32

you so don't limit yourself only to
Think about the varlety of presentation methods such as
forums, penels, symposia, discussions and/or group interviews,
and then think about ways of effectively combining them for
your presentation. As you do, also think about the sequence
of events (content) within the planned presentation so you
can relate a particular aspect of presentation content Lo

the most appropriate presentation method. Some kinds of
content lend themselves to a stralight forward pre ation,
perhaps by one person, while other kinds of content might

hest be conveyed through panel discussions or testimonials

of students or staff.

1 36
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A final step in planning is to consider the media you
will use. ‘The impact that media has on audiences and con-—
tent is well understood. As a result careful thought must
be given to the kind of medium best suited for your presen=

tation content and your audience. Again, there is a wide

range of media available to you ranging from motion pletures

to handouts. Ordinarily your time will be limited so don't

thlnk 1n elabcrata terms. Rather, stay with simple trans-~

paZEncleag charts and brlgf handouts, Whatever madium you

use, have it prepared in sufficient time to try it out on

several groups similar to your intended audience. Medium is

an excellent assistant to your program if 1t worka; if it

doesn't work, it will be a detractor.

Think abeut the
Variet
}fr’&(«,m%@ﬁm
7 1.{} Cm-S fay

To summarize, here are some key pelnts to remember in

planning a presentation.

1. Carefully delineate the presentation
methed to be use d and the steps which
need to be taken to elfectively use
those strategies.

37
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Check to see Lf you are covering all the

[&]
principal compenents of your program.

Bavelop a complete ocutline of all the
organizational aspects of the presenta-
tion.

Develop plans for the developwent and
use of media.

T

o

T T

e R A LT RN T L S T




#

GIVING PUBLIC RELATIONS

PRESENTATIONS

39




O

ERIC

Aruitoxt provided by Eic:

ACTIVITY 4 = GIVING PUBLIC ESLATIONS PRESENTATIONS

The purpose of Activity 4 is to provide you with the skill to make
2 public relations presentation. To complete this part of the activity,
vemain in the same group you were in for Activity 3. Your group's task
now is to present the guidance component selected and outlined in Activity
3 to an audience, In this case another group of participants. Tyo teams
need to work together. One group will give their presentation for 15
minutes and then be ready to answver questions for 15 minutes. The other
group will be the audience listening for 15 minutes and asking questions
for 15 minutes. At the end of 30 minutes the group serving as the
audience will rate the presenters as a group ﬁn:the Program Presentation
Rating Scale glving them immediate feedback. The Rating %) appears
on the next page. For the second 30 minute session the p Lituns of the
two teams is reversed. The presenting group will be the audiznce and the
audience group will be presenters. The same time lines and prucedures
are to be followed as in the first 30 minute session. One final word.
It is understood that you will not have éll the information and media
needed for your presentation. Do the best you can with what you have,

To prepare for giving your presentation read the section of the

module which follows on giving public relations presentations.

40



Program Presentation Rating Scale

Scale to rate the presenting team. Circle the appropriate
number. Add any additional comnents in the space provides .

Directions: Listen carefully to the presentation and then use thig

Content

Organizaticn of Presentation

bt
[N ]

1a¢ks'céntinuity 1 4 3 sequential

Content toverage

X
i
o
W

to well chosep

o

lengthy 1
Accuracy of material

substantiated

Il
fad
o~
L%

obvious errors 1

Comments’

Pfesgﬂtacigg
Language used in Presentation
S technical 1 2 3 4 5 understandable

Program image projected

ks
[ L]
o
(%]

distorted/vague 1 positive
fwareness of audience

oblivious 1 2 3 4 5 sensitive

Comments

41
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GIVING PRESENTATIONS

A. Prior to Presentations
B. Dwring Presentations
C. Presentation Fvaluction

Effective plamning is the foundation of a good presenta-
tion. There arc a number of points to keep in mind, hewvevar,

just prior to, during and after a presentation.

Prior to Presentations

Just prior to a presentation use these guestions as a

vay checking your presentation readiness.

P

of
1. Was there & presentation dress rehearss
2, 1Is the room arranged and lighted properly?
3

3

. Is the room ventilaticn adequate?

o

Lf name tags or signs are to be used are they
avallable and/or in place?

5. Are the audio-visuzal resources functioning properly?

t
7. Will the presenters bte in place ond recdy to begin

on time?

o)

Is someone available to handle such duties as
turning out the lights, getting more chairs and

closing doors?’

[
o

-
Do

ERIC
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5
During Presentaticas
; , . i 1. . : N -
During a pPresentation, keep these polnte in mind: Preg

n
1. Lock at your audience, not over their head or at

their feet,
2. Avoid recding your presentarion wvozd' by word, )
3. Be enthusiastic.
4. Use common language; audience identification

in vocabulary and Znacdeta,

L

- Stiek to time limits,

If you arve a panel nember, give vour actlnticn to

o

‘Fl»

the pe n speaking: it helps to smile cccasionally

m

7. Speak clearly and loudly enough to be heard by all.

In summary, audiences respond favorably to presentations

¥
in which presenters us@ plain English and gimple phrases,
know their subject, stay within ti anncunced tjme limit and
&fe eathusiastie, 717 Possible the audience ghould he
owed sufficient time to usk questions. Give direct, ;
Ltforward answers, If questions are asked about :
ive tupics, offer ro neet with rhe questioaers after
ing,
rresgentacion Evaluation
Finally, use questions such-as these to evaluate your Eg&lugtiﬂﬁ
performnance: ' -
i. Was the bresentation adequately planned?
2. Did the audicnece understand the meszage?
3. What could have beun done differently?
4. Vag the audience reached? \ &
oo . e fales
wevaral points were Lgf=
Keith and Fork,

ol .' [Tiueis Of

n, lu7s.

Pupil Personne
hducaLx@n PUpLi

T T e
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Could better provisions have been made to handle

unforeseen circumstances?

Were provisions made in advance for measuring
presentation impact?

Were such provisilons adequate?




DEVELOPING YOUR
PUBLIC RELATIONS PLAN




ACTIVITY 5 - DEVELOPING YOUR PUBLIC ReLATIONS PLAN

The purpose of this activity is to provide you with the opportunity
of deveiaping a public relations plan to initiate and carry out one
guldance activity when you return to your work gsetting.

To begin the activity, get back together with the two participants
you were with for Activity 1. Read and discuss the ateps in planning
found in the section of the module titled Developing a Plan-
which follows. Also reread the section on public relatione resources and
check the Appendix for additional ideas. Then develop your own plan on
a separate sheet of paper. Each person should develop his/her own plan
but allow time for sharing and interaction.

Remember this plan will be yours tDAtake back to your own work
setting. Take into account your setting possibilities and constraints.
be as realistic as possible. When you have completed your publiec
relations plan to initiate and carry out one guldance activity, have it

reviewed by the workshop coordinator.

46
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DEVELOPING A PLAN

A. Steps in Planning
B. A Sample Plan |

Effective public relations activities don't just happen.
Careful planning is required. Nor can they be separated
from the basic comprehensive guidance program. In fact, the
best public relations begins with a sound comprehensive
guidance program. The best public relations in the world
cannot cover up an ineffective guidance program that does
not meet the needs of its consumers.

Public relations planning must be part of an overall
program of work which seeks to continually improve and ex-
tend the total comprehensive guidance pregram. To be com-
prehensive and systematic, your public relations activities
should be developed around a comprehensive guidance program
and installed as an ongoing part of the program's develop-
ment and management procedures. Public relations activities
which are not related in this fashion to the total pragram
will be seen as superficial and as a result will net have

sufficient impact.

Steps in Planning

To develop yvour plan for public relations, considex
these steps:
1. Conduct a thorough appraisal of the public relztions

rasources avallable in your community.

2, Consider the relative impact each resource may have on
various publilcs, i

3. Translate these resources into public relatlons
strategies to be used.

47

Comprehensive
Program

Continual
Improvement
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of these strategies.

a. Dev lop a Task, Talent and Time chart for each
strategy.

b. Prepare the necessary madia to be used with each
strategy.

Waell-planned public relations activities are an integral
part-of the tetal guldance program development and manage-
ment. An effective public relationsz plan should be:

1. Sincere in purpese and éxécutign.

2. In keeping with the total guidance program's purpose
and characteristics.

3. Positive in approach and appeal.
4. Comprehensive in scope,

5. Continuous in application.

6. Clear with simple messages.

7

7. Beneficial to both the sender and the receiver.

A Sample Plan
The guidance staff of a local high school decided to

initiate decision making-values clarification groups for
their 10th graders for the first semester of the school year.
They carrvied out the necessary needs. assessment procedures,

rain

R
i

=d the support of administration and the teaching

e

staff and developed a written plan for implementation and

evaluation. As a part of the plan they also devalaﬁed the

following public relations calender of events.

August:
1. DPrepare a news release to send to the local media

explaining the new program.

2., Write a pamphlet describing the program in detail.
Send to various community groups and parents.

3. Announce in Lhe guldance newsletter how students
can epply for the program,

43
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4, Glve a short explanation of the program at the
faculty orientation meeting prior to the opening
of school.

5. Give an announcement to the student body at the
gpening assembly.

September:
1. Prepare a news release with pictures to send to the
local media describing the first few sessions.
November:

1. Have a panel discussion with several students in
the program on local TV during National Career
Guldance Week.

December:

1. Prepare a news release which describes the outcome
of the semester program on decision making-values
.clarification for the local media.

udents discuss the outcomes of
inservice meeting for

2. Have a panel of s L
the program at the December
staflf.

Lo
[y

49

- 18 -

ERIC

Aruitoxt provided by Eic:




APPENDIX
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PUBLIC RELATIONS ACTIVITIES FOR COUNSELORS

The public relations activities presented in the Appendix provides you
with a substential number of ideas from which to draw. It is a suggestive
not exhaustive list of many activities gulidance personnel can carry out o

communicate effectively with the publiec.

51
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PUBLIC RELATIONS ACTIVITIES FOR CDUNSELDBSL

In the Scﬁa@;aSys;em

Get information to students on hew to contact counselors.

Have articles in the school paper regularly.

Visit homercons.

Have a page or more on guidance program in student handbook.

Sponsgor a school activity, '

Attend all sports activities, school plays and musical programs and sir

with students,

Work with teechers in pPlanuing curriculum.

Have an ad for your services in the school newspaper.

+ Read the local daily paper so you can tell teachers and students when

you saw something about them or members of thedir families.

10, Meet with departmental groups.

11. Give special encouragement and information to new teachers.

12. At the beginning of the school year, give an account to teachers of
your plans to assist then during the year.

13. Offer to act as a resource person for teachers.

l4. Give publicity to teachers of student achievements of all kinds.

15. Publish a guidance newsletter, ' :

16. Get ideas from teachers as to how they can aid counselors,

17. Sponsor a career day. _

18. Have counselor bulletin boards, Fresh! Snappy! Informative! and chauge
them regularly. -

19. Co out of the office to teachers.

20. Give immediate feedback to all co-workers.

2. Be zctive in local education association.

22. Project concern for and relate to co-workers, Be human!

23. Be a little less modest.

24. Participate in in-service meetings. Volunteer to be on program.

25. Have innovative posters in halls of all-buildings.

26. Develop a guidance services handbook,

27. 'Talk to superintendent at least twice a year about the guidance and
counseling program. :

28. Work with all new students to explain the services of the guidance
department. o

29, LISTEN -

30. At end of year seand Principal, supervisor and guperintendent, and
board members an evaluation of your program based on your objectives.

31. Be a faeilitator to cause interaction.

32. Keep informed on all school happenings.

P L M

L |

lTha list of public relations activities was prepared by Louise B, Forsyth,
ASCA Coordinator of Public Relations, 75 Monroe Road, Quincy, Massachusetts,
02169. 1It was taken from a publication of the American School Counselor
Association, 1607 New Hampshire Avenue, N, V., Washington, D. C., 20009.
Reprinted with permission.
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33. Cowmunicate with the total school family - that includes custodians,
cooks, and bua drivers as well as teachers.

34. Keep busy at all times - Don't let others see you loaf.

35, Use school department newsletters to Inform about guidance activi-
tles; ask for space to feature services. It might be possible to
have &n entire issue devoted to elementary guldance services and
activities. 7

36. Meet regularly with the principal to discuss ways in which the
counselor is of value to the school.

37. Go into the classroom from time to time with programs such as the
Magic Cirele or DUSO.

38. Become known in non-problem orilented areas of the scheol - such as
helping in the after-school sports program.

39. Work to clarify your role in the school; be aggressive znough to set
limitations on what you do in accordance with this role.

40. Hold ceffee hours for mothers and fathers to get to know them and to
discuss selected topics.

41. Develop a guidance calendar for the month and publicize it.

42, Contribute informetion to the school newspsper about what you do.

43. Use your own calendar as evidence of whiat you are actually dolng;
summarize the number of times or the length of time you spend on
various tasks, Include a brief description of what each task in-
cludes and its value,

44, Schedule a weekly mecting with your principal to share joys, concerns,
needs, etc. Such a dialogue can be valuable.

45. Plan a mecting for teachers to be conducted by specialists to:

=inform of services

~inquire of their needs

—conmunlcate to break down resistance or apathy and to
make 1t easier to use the services

46. Plan an audio-visual presentation describing, services,

47. Prepare a questionnaire for teachers concerning. guidance services;
have teachers fill it out and then discuss it.”

48, Offer to be a speaker annually at a PTA meeting to inform re:

-developmental needs of children
~counselor role
-social and emotional needs basic to cognitive learning

49, Seek every opportunity to inform about the many aspects of counseling
services; do people really understand your rele? If not, why not?

50. lold evening sessions for working parents to consult with counselors.

51. Seek an opportunivy to present a report to the School Committee about
counseling services and thelr values. E

52, FPrepare a handbook for parente, students, administrators, demonstrating
what services are available because the school has a counselor.

533. Invite admnindistrators, parents, and school committee members to
special programs or group activities sponsored by the guidance staff
or counselor.

54, Win the support of some staff members by providing services and being
of help.

55. Enlist the support of a cere group of parents to help vyou put a progran
LETOES, - :

56. 1f you have achievement test profiles for parents, arrange an evenlng
(or afternoon) program to explain the testing program and the home
report sheets. Have sheets avallable for parents to sipn for appoint-
ments to discuss tewt results.

o _ . - 41 -
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57. VWith the cooperation of your administrators, formalize a role state-
ment for counselors and work te have it adecpted 1in your community:
then publicize ig,

58. Arrange a program for cor ® and adwinistrators to discuse coun-
selor role. 1In one such e -tatlon, the superintendent of schools
spoke on his eéxpectations of school counstlors; this was followed
by a round takle discussion with other adminlstrators and counselors
from elementary, junior high, and high school levels.

59. BRe visible; be helpful; involve others in your activities; report
regarding services. ‘

60. Keep:up thege activities regularly. A one shot once-a-year effort is
net enough,

6l. Become active members in yeour guidance and teacher assoclations at
the loczl, stete and national levels. '

62. Organize and maintain a guidance committee. (The composition of the
committee should include répresentatives of the administration,
teachers, students and community groups as well as guldance personnel,)

63. Conduct rap sessions - via Student Senate, PTA, Key Club, Interest
Groups.,

64. Get invited to teacher departmental meetings. A typical approach
would be to ask, "In terms of the everyday frustrations and problems
you fece In the classroom, how can a guidance counselor help you?"

65. Get representation on all district wide committees., Hint - if not
invited to serve on an adviscry committee, approach a student or
parent and ask about the group's Progress. Casually say, "I'm sur-
Prised a counselor is not on the committee. Don't you think a coun- .

|5

seler would have a lot to contribute?" The student or parent could
take the necessary initiative necessary to have you included on the
committee,

66. Present the role of the guidance counselor at new teacher orilentation
sessions. Hints: Explain how to, when to, and why to submit a
student referrzl. Involve them in a discussion and clerify in general
terms what help they can expect as a result of a student referral,
Invite new teachers to the counseling center for an informal get
dcquainted egesslen and show them the resources avallable for student
yse. Show them what 1s avallable in a typical student folder.

67. Place signs in each homeroom emphasizing one typical pupil need and
the appropriate guldance service., Rotate the signs periodically for
maximum e:xposure, ] :

68. Call the parent of new students within two days after they enroll and
ask 1f you can help in any way.

69. Pass on new career bulletins and booklets to teachers and help them
relate carecer opportunities teo their subject area.

70. Xeep an accurate record of just what you do each day for a period of
a week at various times during the year and the time spent on each
daily activity. Report to the administration and/or the board of
education in terms of student reeds, parent neceds, teacher needs,
efficlency and effective use oy the counselor's skills, education and
experience,

= 42 -
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¢ 4 career on Monday
esday, pui up bulletin
lfiarenL lecations and
Students ruvort back
expressed an lﬂEELEaL in the carear.
/2. Seck out teachers and suggest going to their .ooms and prascnt to

their class edu'ati@ﬂal, occupational or persenal-social information

wni;h m2y be relevant to current lessons or units being taught. 1In
gLud;nt% knd te vhefﬁ are bath infermad

board water
spend a diy it
to thosge ztuden'

cuchers aware of jt. Lhe b;gg gppruach m;ghL be to intro-
ect in the LEdEhElg! 1ounge over coffee or around the
elther by lotter,

gD"p;LEDn.
1 t in—gnglr; training program:
e.z2., on mental health in the ¢ ssroom, on tea
ships, or understanding test scores, etc.
/5. Organize a students' guidance council; each room should ba representead.
The counseler cauld meet with those students to get feedback on the
kind of information needed and also use these students as conveyors
of informational services to the students in their class.
76. Have a student serve as a guidance services columnist for the school
newspaper.,
77. Most administrators are too busy to get involved in the routine of
the ceunselor's day at work. They do appreciate knowing what the
counselor is doing and why. It might be appropriate to invlite the
i 2l to attend one of your group sessions with studants, a
-agnostic test-interpretation session, a parent conference sassian,
te. He may not be able to attend, but at least communicatlion will
have lLeen established and he will be aware of your efforts to con-
te to the welfare of the students )
nmage. It may in some cases be.more effective and lecs
Q;;umlng to build an image rather than to emphasize &QEEE;EE

i

785

ﬂ

79. ngdﬂiga group ﬁ;*daﬂce and group counseling sessions with students.
Have a buey schedule planned well in advance. This could prevent the
assigning of routine clerical functicns to yuidance counselors

0. Encourage referrazls for couns eling by periodically placing = ref rral
for ccunseling tOLﬂ in teachers’ mall boxes

1. Think EBR! : ' :h of us does 1s PRI

82, T lunch!

83.

84. Iaat yau; own harn-

85, Invice Schoeol Beard members to wisit the guidance department on an

© individual basis

6. 4iAsk to demonstrate counseling techniques at county principal meetings
or other appropriate cessicns,

87. Turn In a summary report of yearly actlvities to princip
Beard members and Superintendent.

88. Do statistical reports on test data and report to principal

89. Encourage principals to Vi"lt quality guidance programs.

90. zncgur452 principals to attend professional guidance neetd

gcure support by inviting them to loeal guidence chapters.

Te =
[l

1ls, Schosl

m
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selors should remember to give teachers "a pat on the back"
o

ce 1]
92. Update handbook using counseling, co- -ordinating and cons sulting.  Share
ideus witch counselors wlthin the State by saliling them a copy,
5

’2%5 on compliments 21d remember that parcats talking to one another

-

L)

P

y

o
M

2 the best advertisement wa have!
94, = he ﬂ’mlniatrgtgls get copy of anyt hing a counselor does,
95. Ba 5t the student's advocate but everyone's advocate.
96. v andbook for teachors broken into twe Parts; one in the
fa 7 to B pages ex kplaining guidance frem the Standpoint of
tha APC& and from the local standpoint., Include objectives and
g nrelacvion to other roles, a.g., library, different depart-
current thoughts and trends in guldance,
97. ,gnsitivity sessiens, for example, with 7th grade teachers and
At5, regavding the Qli of the counseloy. In these sessions Vo
can reassure the Lesghtl that your activities Are not In conflice
Jders.,
b8, t of materials available through the library, professicnal
99, bulletin boards to highlight new Programs, new courses,
atlons and to display DOT, catalogs, occupational files
udy units,
1oa. 8 request of a teacher offer something in return., For
a4 teacher needsz a substitute for a short period, coun-
Lﬁlar can come in and do some guidance program. Alsa,!£§ig%s;:ta g0

Into classroon for cccupational Presentation,

101. Request guldance spot at faculty meeting and meet witrh department
heads o di:cu’s guldance and EéUﬁ%Eling

102: lLeave periodie notes in teachers'
oing on, e.g., 2 nunber of stud
apDn Danﬁents.

103, Sfﬁd a bullétin Lo teachers on cu

Make & rescurce person for te achers, community zgencies

hiealth services and mental health,.

et up tables in commons area during lunch with occupational infey--
nation and other guldence materials - meet students in places
other than your _office,

108. Have a Suggestion box cutside your office,

169, Guidance should be 5 tudent t

1

]

centered - get student input for programs,
110.  3it with students at Junch.

1. Ei’;tatﬁ

11z,

113. pPrepare a coloring book =znd puzzles
] lc children aand theiy parents,

114, an active pEEIingdﬂgg when pog sible, in faculty funetlons.

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

115, Secek leadership roles in your local education association so that
You can speak for counselors.

116.  Extend an open invitation to orher staff memnbers to attend guldance

ir-service activitias,
117. Invite administrators to attend guidance staff pee etings to observe
Yegular actlivity.

In the Comnunity

1. Participate in radio and T.V, to spread EhL vord within range.

2. Write newspaper articles,

3. Be active in community affairs.

4. Never turn dewn an oppoertunity to xpjaln progran,

5. Know the people who work in helping agencles in the community.

6. Let parents oW you are there and gﬁt them informed.

7. Volunteer to speak to all lccal service snd civic clubs.,

8. Develop a guidance ‘brochure and ask cha local groceries to putl ene
in each groeery bag Fridays and Satu urdays.

9. Call and tell parents good news,

10. Have counselor business cards,

11. If you have a local radio station, talk with rhe program director
about time to raport asbout “uldgFLQ programs; you don't have to have
a special event in order to get time. Hﬁﬂy stations have programs
which highlight comnunity activities in a diseus sgion format and often
welcome program ideas,

12. Organize pareat groups to focus on topics of mutual interest.

13, Investigate possibilicy of local dally or weckly newspapers doing a
feature article on a special program or some aspect of the guidance
%érﬁicés.

14, uc the meny aspects of counselin ng

: cai your role? If not, why not?

15. Arrange parent LDTL;E hours to ;nlléin special services fDl children.

16,  Arrange Appointments with other community workers to discuss toples
of mutual iuterest and te shere information: Mental health cliniec,
daétarg; ate.

17. ;¢ small coffee groups in homes for 5 or 6 parents during the
day with the ccunsclor present to contribute to discussions.

18, Identify your alljes; get them to advertise for you.

19, Seek exhibit ¢pace for a guldance preseataticn - a bank window, a

store window...Inform the genexral public about the services a
courizelor offers Have h¢ drét help vou d= :velop the exhibit.

20, Make uce of puDJLLéEiG, ; Amaricen %ra@al Counselor As
to infoim sbout the role of he counselor: lists and prices

available from AFCA.
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32.

Use the new ASCA film, "Who Cares?" which features the work of coun-

selors at all levels., Inquire of ASCA for information apoyt rantal,
Meet Periodically with immediate Surrounding school systems. (Mem-—

erd of boards of education do make comparisons between neighboring

I

o

o

school districts,)
Contact the chairman of the Vocstional Committee of the local Kiwanis
or Rotary Club and arrenge to be a speaksr at one of the meetings.
Discuss the lmportance of vccupational information. Explain how
important it ig for students to be able tv talk in an informal atmos-
Phere with someone wvho actually 4s working at a Particular job.
Provide them with a guide for their talk, Have each member who
volunteers to talk Lo students complete a Career Speaker Reference
Card. Be prepared to give each volunteer the names of students whe
are Interested in the Job or jobs he ig qualified to speak on.
uss the kinds of jobs students ar varilous grade levels are inter-
ested in and the significance of the changes they make asg they pProgress
ou chool. Relate this to the need for vocational guidance.
When ¢ppropriate, make uge of nevs releases to newspapers and radio
omzone else to take the initiative. Know
s I if releases must go through
rly the facte; ctherwise write your. .own
2quirements of a good news article.

i
one-shot once—~a-year effort

-
pu
[nd
e

S
[

is not enough.

Introduce policy items such és'c@nfidéntiality for consideration to

the board of education,

Arrange for or even negotiate infomal weetings with the board of

education to acquaint ic wich the Guidance Department. Put all of

the forms used by the guidance department together In a booklet to
W ot ope and significsnce of guidance activities and

nts to send you their questions
services. Publish the answers i

= t a
Invite local Kiwanis or ta
cdreer speakers and publicizing career nights. A1l the schools in
a8 rezion could cooperate artd have cne large career night. This
ype of community cooperation end involvement 1s to be encouragead.
e mineograghed sheet i S, ete. at local and state con=
ce is, the parents' and teachers'

» etc.  Then develop your oun
egcr one you have,
Local associations ceuld stamp the following on their envelopes:
School Counselors - helping to individualize and Personalize
the learning process.
School Counselors - helping to develop pupil self-reliance
through Selfqundéfstaﬁdingg

Sehool Counsclors - helping pupils ; their growth and

School Couneelors - halping Pupils by means of counseling,
coordinating, and consulting services,

l: l C‘g“},{gﬂwﬁwgf T T AR AR T e e e e e
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Prevention of self-limiting and self-defeating attitudes and be-
hevior patterns makes sense financially. Stress the deve lopmental.
and preventive emphasis of guldance and counseling.

Avold over emphssizing guidance activities. Counselor co-leaders
could help parents focus on thelr own self-understanding, and how
tais 1s related to thelr parent-child relationships. By counseling
Parent groups, we could demonstrate what counseling is and how -
studenty need counseling.

oprportunities to speak ro counselor education cla
ind-en~slide presentations Ffor our varilous publ

¢ of our services - posters in laundromuts, ete
s and dndustry, union groups. Mutual help.
¥

ation to the school board. Film Presentations
re cspeelall feetdive!
peak to church groups - programs to church groups - letters to
hese groups discuseing services. x
Develop placement program in cooperation with Chamber of Commerce.
Work on PR with teachers. Submit articles to allied publications.
Be a counselor con panel at Education Assoclation State Night ex-
plaining how counselor and teacher work together,
For town newspapers, talk to editor about fillers---use counseling
filler! :
Watch the paper for comnunity pregrams, attend and offer to help.
Become involved in the loeal vouth programs.
Subscribe to the local newspaper, and make theilr acquaintance.
Hob nob with your students when you see them outside of school.
Attend the scheol board meevings,
Invite resource people into the school to conduet Workshops of
Human Relations, Drug Abuse, ete., and provide vocational
information.
Contact local media when you have a special event that vou want
Lovered.
Form Human Relaticns Clubs - invite press in to cover activities.
Counselors could accompany students that racaeive schelarship awards
that are usually given by Elks Club, etec.
Muke c¢lub sponsors aware that you gre willing to help contact

‘ ‘o persons to speak to thedir groups.
and offer help with two-way communication between Meutal
cilitation, Juvenile Probation

el

enter, Social Services, Reha
and Police.

the guidance ccmmittee to include community people that may
chool connected otherwise.

illustrations (such asz Charlie Brown) to illustrate ideas
information. .

areat diescussion groups (contact by phone, serve lunch,
by sitting scrvice).

1stration at PTA of DUSO, Dimensions of Persgcnality, role
playing, or sonme activity you do (involve parents). A
Make ‘availlable statistics on yeur activities (number of contacts,
activitics, ete.). ‘

Survey teachers and/or parents to learn how effective you have

been - if favorable, publish results.

el

47
5
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79.

a8,
a9,

inc 2luding Information about counsci -
offered, datea report cards are disg

C@nqucL orie nt;tf sions for parents of incoming students.

I nvite parents to aszambly programs, Farticularly when informaticn

ls ziven relaztive to collepe admiss sions, financial assistonce, course
L‘

b

registration 1nt@?ﬁqt1ﬂn ate,
Have a counselor's CQrLLL in the lecal newspaper including important
dates, pencral information, ete,

Sla Lniarmatlan insert in report card.

Have a page in the student haadbook,

Cenduct pavent works shops, i.,e., drugs, tegt information, ete.
Use telepchone contact with parents,

Talk to church eircle groups,

Conduct oy arrange groups for pareuts with similar interest
Make pgsitive contacts such asg telephone calls, letters, "happy

il
s
Fa
I
[

Use parents as resource people (career and information counsellng),
Caurselar“ oordinate a program for two weeks called Carecer Avareness
Days, =) 1ty resource persons and the military are invited,

Students are able to attend during tudy hall. Gr roups are informal

and students can get answers to their questions regarding the different
life styles,

Senior Career Day is coordinated by the counselors working through

the English teachers and Social Studies te zachers PjacganLs ara made
for 450 students Lo go into the community for a marniﬁg Sponsors are
ﬁSgbd LD Qllgfly explain their work, ete, Students can then observe,

ask questions and 1ear1 from the people themselves.
The ministéﬁs Df the community are invited for lunch at the school,

A counselor sits at each table to anwser questions about the school

eand share cone :

Career Day spo
from the Cauﬁbé
Contact nurs=ry zﬂ
Develop 4 "logo' c}

Keep an alumni 7i
Cocperate with pu
Daveleop a survey instrument of what community wants

are invited for lunch and presented with an 2ward
Staff Far ghﬁﬂr ceoperation in carece 4 Lt

vols end other "feeders",

fJEtgflglﬂg QUT praogran,

)U

il library in career and education lnféfﬁqtign.
schools.

\U"’ ]
bd
[

Ll@ﬁgd circuit TV - adv;rtlae worthwhile community aLL;VlflES.
Use senior citizens to assist when possibie.
Sources
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stait develepment beoklot is part of a series of carecr guidance
gevelepad Ly four state consortium coordinated by the American

o Tor Research.  Topics for staff development were determined by

M Cereer Guidance Staff Development Needs Survey administered
eies.  Lach booklet will be field tesled and revised. The

CALIFORNIA

Helping Llementary Students Understand Themselves - George Hurlburt, Jr.

Helping Elementary Students Plan for the Future - DPiane HcCurdy

Cviluating the Cost Effectiveness of Programs for Improving Interpersonal
Skills — Milt Wilson

Develeping Facility Maintenancoe Competencies for Carear Resource Center
Techinicians - Clarence Johnson

beveloping People Pelationship Competencies for Career Resource Center

Technicians - Jill Paddick and Dale Dobson
Establishing a Career Resource Center - Robert A. Wood, Niel Rogers,

Cella Clinge
MARYLARD
Building Career Information-Seeking Behaviors - Richard H. Byrne
Providing Life/Carecr Planning for Women and Girls - Janice M. Birk
Utilizing Strategies for Adult Guidance - Zandy Leibowitz and Nancy Schlossberg
Designing Programs for Adult Guidance - Zandy Leibowitz and Nancy Schlossberg

MICHIGAN

Using Change Agent Skills to Manage Career Guidance Program Development -
Juiiet V. Milier

Using Change Agent Skills *o Manage Career Guidance Program Implementation -
Juliet V. Miller ’

Eliminating Stereotypes of Ethnic Minorities Through Career Guidance -
Leis DL Brovss

Developing Comsitnication Skills and Program Strategies in Career Guidance
“er Lthnic Minorities - Lois P. Brooks

Imaging Futuristic Career Guidance Goals - Juliet V. Miller, Garry R. Walz s
and Libby Penjami

Imecing Futuristic Career Guidance Programs - Julict V. Miller, Garry R. Walz,
and Libby Benjamin

MISSOURT

lenting Pre-Employment Programs - Joyce Fielding and Marvin Fielding

Conducting Job PBevelopment Programs - Joyce Fielding and Marvin Fielding
Conduciing Job Placement Programs - Joyce Fielding and Marvin Fielding
Conducting Feliow-Up and Follow-Through Programs - Joyce and Marvin Fielding
Developing Effective Public Relations - Norman C. Gysbers

)
I

MERICAN NS

ITUTES 10R RESEARCH
€

Providing Caresr Suidance for foung Wowen - Pamala G. Colhy

roviding Guidence Services for Studeq
Susen L. MeBain
Veveioping and Conducting Tn-Service Programs - Al Stiller
Helping Studentis Explore VWork and Leisure Options - Pamela G. Colby
Heiping Students bevelop Career Decision Making Skills - Ellen A. Stewart
Providing Guidance Services for the Elderly - Ellen A. Stewart
ERIC | 62
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