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Foreword

High School Guidance and Counseling was developed to assist school admin-
istrators, teachers, ccunselors, parents and others who are interested in develop-
ing guidance programs which meet the needs of adolescents. Many inguiries are
received at the Department of Education regarding effective guidance practices
for schools and practices which are generally acceptable throughout the state.

This publication wiil be useful for those seeking to improve current programs or to
implement new programs.

Verne A. Duncan
State Superintendent
of Public Instruction
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introduction
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Each school district in Oregon is required by Oregon Administrative Rule 581-22-702 to

provide a coordinated guidance and counseling program to support the educational and
career development of students.

This publication describes the practices, procedures and forms that other districts have
found to be most useful in implementing a coordinated guidance and counseling program.

The focus of this book is guidance and counseling in the senior high school. The primary
component of this book is a planning and assessment instrument.

Part | is a philosophy statement and the standards for the guidance and counseling pro-
gram. Part Il is an assessment and planning instrument. Part Ill is an overview of career
development in Oregon. A series of appendices, enabling the district and/or high school to
impiement the career guidance activities of OAR 702, follows Part Ill.

@]




Partl: Standards for Guidance and Counseling, Career Education
and Career Development

e S

The Oregon Department of Education believes that the counseling and guidance program is
an integral part of the total educational process. Students develop emotionally and socially
in school as weil as acquire academic knowledge. Therefore, the counseling and guidance
program must address the issue of growth and development in the affective areas. Since
this growth occurs at all levels and builds upon previously learned skills, it is imperative that
the counseling and guidance program be developmental in nature.

A developmental program focuses on all children rather than just those who would seek out
the counselor. All students van benefit from the knowledge and experience an affective
curriculum has to offer. In addition, this knowledge and its application may actually work to
prevent emotional problems in the future life of the student. Therefore, the counseling and
guidance program is preventative as well as remedial in nature. The counseling and guid-
ance program should assure parents that a systematic method of teaching students about
the human experience will be pursuzad.

Each staff person contributes to a total school climate. The counselors will work toward
creating a cliznate which enhances every student’s growth, especially towards self
awareness and positive self concept in addition to academic excellence. This may involve
supportive school activities which ailow the school to run smoothly and efficiently.

The counseling and guidance program recognizes that each person has the capacity to
change attitudes and behaviors. And that each student can change his or her behavior and
can become more self directive. As particular student needs are identified, efforts will be
made to respond to these needs. These responsive services will be in direct relationship to
identified student needs.

Finally, the guidance and counseling program must recognize the need for students to learn
to plan for achieving identified goals. Individual planning necessarily involves learning and
applying decision-making skills and then taking the responsibility to implement chosen
options. Students need to plan for all levels of educational as well as vocational goals.




Part I: Statement of Standards 702, 405 and 316
L - |
Guidance and Counseling
OAR 581-22-702

(1) District Guidance and Counseling: Each school district shall provfde a coordinated guidance and
counsaeling program to support the educational and career development of students. The district shall:

(a) Adopt guidance and counseling program goals which assist students to:
(A) Devetop decision-making skills,
(B) Obtain information about self,
{C) Understand the educational opportunities and alternatives available to them,
(D) Establish tentative career and educational goals,
(E) Accept increasing responsibility for their own actions,
(F) Deveiop skills in interpersonal relation__s. and
{G) Utilize school and community resources;

(b) Specify instructional, guidance and counseling activities for the achievement of the goals;

(c) Assign guidance and counseling responsibilities to each school and to the appropriate personnel;
and

{(d) Evaluate guidance and counseling programs for all grades.

(2) Schooti Guidance and Counseling: Each school shall provide a guidance and counseling program
which:

(a) Specifies goals including those assigned to the school district program;

(b) Identifies staff responsibilities and instructional, guidance and counseling activities to achieve
guidance program goals;

(c) Identifies each student's guidance and counseling needs;

(d) Assists each student to develop an educational plan in grades 9-12 which identifies a tentative
career goal and reviews the student's progress at least annually; and

(e) Assigns each student to a certificated staff member for individual support and advice.

(3) Guidance Staff Assignments: Each school district shall maintain a guidance staff which promotes
effective guidance practices consistent with the district's expected guidance program outcomes. In
determining staffing for the program, the following shall be considered:

(a) The number of students assigned to a certificated counselor;

(b) The number of aides or clerical staft assigned to the guidance program; and

(c) The extent to which the staffing pattern varies from general statewide practices.

Career Education

OAR 581-22-405

Each school district shall implement plans for career education grades K/1 through 12, with goals for each
instructional program and, where applicable, goals for support programs.

6 il




‘ Graduation Requirements
OAR 581-22-316

Each district school board with jurisdiction over high school programs shall award diplomas to all students
who fulfil! all schoot district requirements and ail state requirements as described in the following sections
and in district schoo! board policies. A schoo! district may award an alternative document to a student who
has met some but not all of the graduation requirements.

(1) Unit of Credit Requirements
(@) Each student shall earn a minimum of 22 units of credit to include at least:
(A) English Language Arts — 3 (shall include the equivalent of 1 unit in Written Composition)
(B) Mathematics — 2
(C) Science — 2

(D) Social Stuaies — 2 V2 (shall include the equivalent of 1 unit each in U.S. History and Global
Studies and 2 unit in Government} :

(E) Health Education — 1
(F) Physical Education — 1

(G) Career Development — 2

ne or a

(H) Personal Finance and Economics — 1 1 be earned in any c

_— 1 (one unit shal

(1) - Applied Arts, Fine Arts or Foreign Language
combination) .

(J) Electives — 8

BEST COPY AVAILABLE




Method of Meeting the Standards
L - -~~~ -

In February 1980 the State Board of Education adopted revised standards for Oregon
schools. Those standards included provisions for:  improved district and school guidance
and counseling programs (5681-22-702), inclusion of a ¥2 credit of career development in the
graduation requirements (5681-22-316) and infusion of career education throughout school
programs K-12 (681-22-405). Present in each of these standards was one common thread .
.. the state’s desire to ensure that all students in Oregon's schools receive adequate and
appropriate career guidance regardless of their career direction.

Since 1980, local districts have done much to implement the above standards. Activities
and coursework have been instituted as the basis for assignment of the V2 credit of career
development. Career education has been included in instructional and support programs.
And school and district guidance programs have been revised to reflect the needs estab-
lished by the new standard.

Throughout the state, however, there is wide discrepancy as to how these standards have
been implemented. In some schcol districts there are exceptional programs in guidance, in
others there is outstanding implementation of the career development credit and in still
others there are tremendous efforts at infusing career education throughout school pro-
grams.

All students, regardless of which school they attend or which career direction they are
headed, must be provided an opportunity to receive adequate and appropriate career
guidance. Differences among schools and school districts in the way they currently imple-
ment career guidance standards cause some students to receive less than the best career
guidance possible. The development and dissemination of an integrated model for career
guidance in Oregon’s secondary schools can help to insure that there is equity and excel-
lence in the career guidance Oregon students receive. .

13




Partll: Guidance and Counseling Program Goals

Guidance and counseling programs should be an integral part of the school’s educa-
tional program.

Since social, emotional, and academic development occur simultaneously, an equal
and complementary relationship exists between the instructional and guidance pro-
gram. The guidance and counseling program goals and objectives should be identifia-
ble and yet integrated into the total curriculum. This means that all staff have

guidance responsibilities although the guidance cutriculum may be coordinated by
the counselors.

Guidanrce and counseling programs deal with developmental as well as remedial
concerns.

Developmental concerns transcend all individual students and are not the exclusive
property of students seeking counseling. Therefore the guidance and counseling
program should focus on ail students and thus maximize the prevention of problems.
This means that part of the program structure must deal with imparting knowledge of
affective development to all students at each level wthiile still responding to those
students seeking counseling.

Guidance and counseling programs help develop and protect each student’s concept
of himself/herself.

A major responsibility of the guidance and counseling pregram centers around pro-
tecting and enhancing each student's self-concept. Although many forces impinge on
each individual student at any time, it is the school's responsibility to mzake the
educational experience as positive as possible. Counselors work within this frame-
work by making each student aware of their uniqueness and acceptability as an
individual. This awareness includes interest, aptitudes, abilities, personal charac-
teristics and other self-knowledge.

Guidance and counseling programs recognize each person’s capability to change.

It is essential that counselors believe that each person has the capacity to change
behaviors and/or attitudes. Although separate counseling theories and techniques
may be utilized, counselors belief in change is communicated to students and teach-.
ers. This creates a positive or negative climate for change and may set the stage for
enactment of the self-fulfilling prophecy.

i4




Guidance and counseling programs should be evaluated periodically for effective-
ness.

Responsive guidance and counseling programs recognize the needs of those who
are served. To ensure this, programs and personnel should be evaluated regularly
and periodically. To accomplish this requires that quidance and counseling programs
be organized and structured as well as having specified goals and objectives. Regular
evaluations should become part of the guidance and counseling program.

1o




Partll: Guidance Needs Assessment, Activities and Evaluation

Needs Assessment

The needs of the students should be assessed in relation to the skills of the guidance and
counseling staff. Consequently, each school within the district must develop a method by

which the guidance and counseling program can assess the needs of the students based on
the working plan at each level.

Once the needs have been analyzed and priorities set for program development, the staff
must design specific activities to meet each need. A program should be written and should
state the processes used to reach student outcomes. Each identified need should include a
timeline for implementation and should note specific staff members responsible.

Approved Guidance and Counseling Activities

Since the issues addressed within the guidance program are often sensitive to the student
and family, it is important that counselors and teachers use discretion and tact when

selecting appropriate activities and counseling techniques. The following suggestions may
be helpful.

Teachers should use guidance activities that relate to the identified scope and sequence for
the guidance program. In selecting commercially prepared activities, the teacher should use
only those in which the goals are consistent with their district’s goals. When developing their
own activities after attending workshops or seminars, teachers should seek the counsel of
a district counselor and/or their own principal. If anyone involved expresses doubt regard-
ing the appropriateness of an activity, then it is best to reject it. However, the district
coordinator may approve the activity for a trial with follow-up evaluation. Under no circum-
stances must a parent be denied an opportunity to review the materials or activities used.
On the basis of religion or family custom, parents may request that their child be excused
from a specific activity or a particular type of activity.

Counselors should use techniques that are generally accepted within the school counseling
profession. Whenever a new or unu:sual approach is used, the counselor should first seek
the advice of the district coordinator. All techniques that parallel religious worship should be
avoided. These include meditation techniques such as ‘‘centering,”” transcendental medita-
tion, yoga and guided fantasy. »

Responsibility of Each School

Each school in the district shall develop a guidance and counseling program that is consis-
tent with the philosophy and requirements of its boards and of the Oregon Board of
Education's Administrative Rule. This written program should be based on the accepted
working model and should involve all school personnel. A copy should be forwarded to the

district guidance coordinator. The plan should be revised at least every three years, or more
often if necessary.

1
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Evaluation

Each school should evaluate its guidance and counseling program. The following questions
should be asked:

1.
2.

3.
4,
5.

What percentage of the students does the program serve?

Are all those involved in the program (students, administrators, staff) adequately
served? '

Does the program conform to the acceptea working models?
Does the program address the needs specified in the needs assessment?

Are staff assignments filled by qualified and interested personnel?

Each program within the district should be reviewed in January. Each schoo!l shouid forward

a written report of the evaluation to the district coordinator within one week of the evalua-
tion.




Partil: Suggested Coordination (Counselor’s Time)

% of Time HS

I. Curriculum Component

a.

b.

Classroo: 1 and large group presentations

Community outreach

I individual Planning

a.
b.
c.

d.

Educational and vocational counseling
Placement
Advisement

Career counseling (individual)

IR Responsive Services

a.
b.
C.

d.

Consulitation
Personal counseling (groups and/or individuals)
Out-of-district referrals

Crisis counseling

V. Systems Support

a.

b.

Registration
Research
Testing
Orientations
In-service
Scholarships

Curriculum development support

15%

13
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Aruitoxt provided by Eic:

3 ErlC

Calendar of Regular Guidance Activities

This monthly calendar suggests a timeline for carrying out the regular activities of the
guidance program.

August

e Send welcome letter to new and returning students.
e Schedule individual conferences with new students and students needing class changes.

e Conduct inservice for teaching staff to clarify their role in the guidance program and discuss the

major events of the year. Hand out guidance calendar for the year. Assign coordination responsi-
bility for each activity.

September

¢ Conduct large-group orientation of ninth grade students and new students with counselors.
¢ Continue to monitor and correct placement as needed.

e Begin small-group counseling of new students. Emphasize interpersonal relations, adjustment to
new school, and help students discover additional knowledge about themselves.

¢ Begin peer counseling training of student leaders and other interested students or staff.

October

¢ Coordinate standardized testing program. Assist staff in interpreting resuits.
¢ Conduct the guidance needs assessment.

November

e Coordinate aptitude and interests testing.
¢ Inservice for staff conducting career education program on results of career-related testing.
e Develop plans to assist students who are experiencing problems passing classes.

December

e Forecast for second semester.

February

¢ Review the tentaiive career and educational plans of students.
¢ Monitor placement and course selections of students.

¢ |dentify ninth grade students who will visit gighth grade classes with counselor to assist in
orientation to high school.

e Begin training program for students who will assist in orientation.
April

¢ Begin visits to eighth grade classes.

¢ Complete high school orientation at middle schools.
May

e Forecast next year's classes.

e Evaluate the guidance program.

oo
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Student Needs Assessment

Date

Name ' Grade 9 10 11 12

School Counselor

Instructions: Please read the items in the column to the left. Indicate whether or not you
want to talk to your counselor about each item and how important it is to you.

Need Need Do Not
! would like to talk to a counselor about. .. Much Some Need
Help Help Help

1. my feelings, attitudes and personal vaiues.

. how [ feel about myselif.

. a personal matter (drugs, alcohol, boy/girifriend, sex).

. some important decision { need to make.

o | W N

.how to get along better with people (family, teachers,
others).

. how to make friends.

. classes to take in school.

. how to improve my grades.

. how to get involved in school activities.

o © jos] ~N | D

. how to find a job.

11. what | am going to do after | leave or graduate from
school.

12. how to find out more about my abilities and interests.

13. where to find information about careers.

14. resources in the community.

15. other needs. Specify

Additional sample needs assessment is included 1In Appendix B.

>
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The activities on this form include the most important aspects of the guidance program.
Both the building guidance coordinator and the counselor should fill out an independent

Guidance Program Evaluation

copy of the form. Items checked satisfactory by each, independent of the other, are to be

considered satisfactory. All others are indications of areas of needed improvement.

. Orientation was conducted for the incoming students.

a. Orient students to the career center.

. Guidance activities were conducted in each class.

. Each student received guidance services.

. Each student developed a tentative career plan.

a. Each student reviews four-year plan annually.

. Standardized tests were interpreted for students and parents.

a. Help students to locate career and aptitude tests.

. Students needing help with learning problems or student-teacher

relations were helped.

7

. Students received help in improving their skills in problem solving.

8. Students needing special heip were referred to outside sources.

9.

Teachers with problem students received help.

10. Confide qtiality laws were followed.

11.

Guidance staff conducted themselves in an ethical manner.

12.

Parent contacts were handled in a professional manner.

13.

Student improvement in reaching guidance program objectives was
measured in an objective manner.

14. Identify and examine (with students) various kinds of training options

beyond high school which assisted in career development (i.e., on-the-
job training, civil service, apprenticeship, vocational technical schools,
armed services, two- and four-year colleges through individual and
group counseling).

17




Evaluation of Counselor Effectiveness

Counselor's Name Date

Evaluator School

Purpose: The purpose and use of this form is to evaluate the effectiveness of the coun-
selor. Suggestions will be made to improve the counselor’s effect on the total

school program.

Procedures: 1. The evaluator will mark each category as Very Effective, Satisfactory, or

Needs Improvement, by checking the appropriate box.

2. Areas designated as needing improvement will be accompanied by spe-

cific suggestions for improvement.

Needs
Very Satis- improve-
Evaluation Criteria Effective factory ment

1. Professional Performance

A. Available and accessible to the following:
{1) students

(2) parents

(3) staff personnel

(4) administration

B. Helps students understand personal problems and aids
them in achieving a degree of competency in the deci-
sion-making process.

C. Exhibits professional standards in utilizing confidential
information known about students.

D. Provides administration/staff with helpful advice
regarding student matters.

E. Attitude allows for a free exchange of ideas regarding
student’s problems outside academic realms.

F. Expresses opinions about the need for curricufum
changes.

G. Instrumental in improving teacher-pupil relationships.

18 <4




Needs

Very Satis- improve-
Evaluation Criteria Effective factory ment
H. Creates an atmosphere that encourages graduates and
dropouts to use the guidance department as a source
of information.
[. Assists in identifying students with learning probiems.
J. Makes appropriate services available to students with:
(1) learning problems
(2) personal problems
K. Conducts follow-up on students.
L. Assumes the responsibility for establishing a working
relationship with staff members.
M. Helps orientation process for:
(1) incoming students
(2) parents of incoming students with physical plant
and programs offered.
(3) staff
N. Makes available to all staff members'data pertinent to a
successful student transition from school to school.
0. Meets with all new students he/she is assigned.
P. Adequately explains course content, grouping and con-
sideration for course selection to:
(1) students
(2) parents
Q. Prepares students and staff for testing.
R. Supervises the advisory program.

T
1

(W
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Evaluation Criteria

Very
Effective

Satis-
factory

Needs
improve-
ment

S. Interprets standardized testing program resulits to:

(1) students

(2) administration

(3) staff

(4) parents

. Provides and analyzes test resuits for the staff for their

utilization.

. Provides students with:

(1) vocational (career) information

(2) transcript services

(3) college information

{4) job placement information

Evatuation Criteria Comments:

o2
o




Personai Qualities

Very
Effective

Satis-
. factory

Needs
Improve-
ment

A.

~ensitive to student’s needs

B.

Objective approach

Appearance appropriate for position

Emotional balance

Acceptance of suggestions

Adherence to school policies

Professional commitment

Evidence of professional growth

Additional Cormments:

Counselor’s Signature Date

Evaluator's Signature Date

Do
-2
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