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CHAPTER I
INTRCDUCTION

"There are meny collepge administrators who have seen enough of the
way in which business is willing to modify its practices, ever improving
ite methods for the sake of financial gain, to believe thet educetion
could profitably do the same, even though the reward be merely humen de=-
velopment instesd of financial profit "l 7The megnitude end intricacy of
modern business have been made possible only by the continued improvement
end application of methods of accounting and record keeping. Recent de-
cades have witnessed an expansion of the seope, objectives, and facili-
ties of education which is ecompareble to the meteoric rise of business,
but the same degree of relativity is not to be found between "business
accounting” and "child secounting."

The summary of all of the records used in business may be said to
be the balance sheet. The balance sheet of education is the ecumlative
persormel record.? Upon it should be recorded in objective terms the
asgsets and !iabilities, the strengths and wealknesses, the peaks and
valleys of each student's physicel, mental, and social capacities,
whether these be matters of his inheritance or matters of his experiences,
inowledpe, and skills.®

1, Esther licle LlaydnJmoa and Margaret Ruth Smith, A Student
Pnrsmml 3% for Hipher Education, MeGraw Hill, Ine., New York,

Ze dJde Co Wiright, Foreword to Minimum Essentials of the Individual
Invent in Guidance by Ciles M. Ruch and lavid Segel. Voeat
Tivieion Bulletin 202, Occupational Information and Cuidance Series
lo. 2. Office of Education, U, S. Department of Interior, Washington,
Ds Ca. 1940. Pe Ve

3. 1Ibid,



Record keeping, of itselfl, insures success in neither business nor
education. But a long stride in the direction of success is taken in
the case of either when information of significance is recorded rather
than remembered, and the number of fallible human factors is kept to a
minimmm,. In regard to the student personnel phase of education, Lloyde
Jones and Smith say,

Many experts agree that a system of cummlative personnel records,
well deviced, can, as nothing else, give an accurate appraisal of
the student, both as to what he is, and what he is ecapable of be=
cominge They describe growth and achievement in terms of the
student's spocial phase of worke. They enable the counselor or
instructor to evaluate accomplishments in terms of definite eri- .
teria held by the colleges They bring all the pertinent informe-
tion about each individual--his henlth, eguipment, his interests,
his vocational plans, his social experiences, his femily back=-

gromd--into relationship and inte units that are usable in
oenmellng.“

Purposs of the Stuiy.

This study represents an sttempt to plan and develop a cumlative
record carde-a balance sheet for "etudent accounting”--for use in the
School of Vocational Business Training of Oklahoma Agricultural and
¥echanical College. As an important corollary to this major purpose,
the card thus developed was specially adapted for use in a visible
filing system.

Heed for the Study.

Installation of visible filing equipment in the School of Voca-
tional PBusiness Training is being given consideration at the present
time. DBecause of thig, & two-fold need is seen to exist for the intro-
duction of & satisfactory cummlative record forme--the inadequacy of the
present system, and the need for adaptation of a form for use in

visible filing.

4. Lloyd-Jones and Smith, op. ¢it., Pp. 260-1,



8o much has been said, though perhaps not always done, about the
indispensable role of the cumulative record in student persommel work
that srguments in favor of the prineiple are hardly necessary. Wrenn®
points out that what is more significant at the present time is the
necessity for a study of the information needed in any given school snd
the actual incorporation of spaces for this informeation upon a centrally
svailable and ewmulative record card, GCardunerS® likewise emphasizes the
necessity of adapting the persommel record to the local situation, but
he suggests that certain characteristics are fundamental in all pood
systems,

The needs, functions, and facilities of the School of Vocational
Business Training are discussed in considerabls deteil in Chapter III,
The short conteect with studentse-never longer then four semesters--
makes desirable the earliest adjustment possible for them in regard to
eduocational, vocetional, personal, and social problems, This obviously
requires & more intensive study of the individual at the outset, mand a
more vigorous counseling program than would be required if only four-
year curricula were available, with specislization deferred until the
final two years. 7This intensification of student persommel functions
is poesible only through utilizing the best technics now available for
the emalysis of the individual, and recording the information thus
obtained as the basis for his adjustment,

5« Alvin C. Burioh and C. Cilbert Wremn, "Appraisal of Student
Characteristics and Needs," Cuidance in Nducational Institutions, Thirty-
Seventh Yearbook of the N, S, S. s, PArt I, Public Sohool Publishing
Coe, Bloomington, I1l, 1838s p. 57

8. Donfred H, Cardner, Student Perscmnel Service (under auspices
of North Central Associstion of Colleges end Secondary Schoolss)
University of Chicego Press, Chicago, Illinois. 1938. p. 52,
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realized throughout the process by greater returns from clerical help,
by seving the time and implementing the work of the advisers and all
others who use the records, and of greetest importance~=by msking pauj.-
ble the adjustment of students more guickly and more satisfactorily,

Scope of the Study.

Two assumptions are apparent from the statement of the purpose of

this study. The first is thet visible filing is practicable and de=-
girable for cwmlative record keeping. The other is that the card is

a satisfactory form for the eumlative record, &nd that it is sadaptable
for use in visible filing. This study does not represent sn attenpt to
evaluate visible and other methods of filing, nor does it purpert to
present evidence that the card is elearly superior to all other record
forms in all situations. In order to justify these two assumptions,
however, the advantages and disadvantages of visible filing are dis-
cussed, and the cerd is compared to other record forms when used in any
generel situation and when used with visible filing.

The only record form aetually construected in this thesis is the
cumuletive record eard, but suggestions of possible weys for coordinat-
ing it with other forme end "feeding records" sre included. Fach item
ineluded on the record is justified by showing its gesneral acceptability
to authority, and by showing its perticular adeptability and value in
the School of Vocational Business Training. BSuggestions of possible
means of securing the information in the case of each item are also given.

Sources of Data.

The library was used extensively in an effort to mrrive at the
consensus of authoritaetive opinion in regard to the make-up end form of
the cumulative record. The catalogues of the Division of Commerce



of Oklahoma Agricultural and Mechanicel College furnished much of the
history and deseription of the School of Voecational Business Training.
Interviews with the Director of the School and with other members of
the college staff, combined with personsl observation, made possible
the deseriptions of the record system and of the counseling program
now in operation. lettiu record forms used in other institutions
were studied.

Procedures

An intensive library study wes made in sn effort to determine and
to justify the areas of information regarded by euthorities as being
essential in the cumulative record in all sitvations, with primery
attention being given to higher educatiomn. At the same time, the
various technies suggested in the literature for obtaining partiocular
areas of information were ncted, An effort was also made to determine
the strong and weak points of the card as a cumulative record form,
as well as of the other types of records. The benefits accruing to
the use of visible filing of the cumlative record card were like-
wise discussed,

A study was then made of the particular needs, functions, and
facilities of the School of Vocational Business for the purpose of
determining whet information the persomnel records should include.

A brief history and deseription of the present status of the school

wae written. The kinds of informmtion pertinent to the educational
aims of the school were then anslyzed, An inventory was taken of all
information now available to the personnel records from verious sources,
and another inventory wes made of information not now availsble but
pertinent to the educationel aims of the school. The counseling program

was then described, and a number of expansions and improvements were



recommended,

The final phase of the study consisted of the construction of a
cumulative record card for use in the gchool of Vocational Business
Training. The characteristics regarded by authorities as being funde-
nentally desirable were adhered to, end the needs of the loeel situation
were provided for. Suggestions of means for securing each item on the
record wore given, along with general directions for its installation

and maintenance,



CHAPTIR II

THE INDIVIDUAL INVERTORY

No matter how broadly or how narrowly the function of guldence is
concelived, there is general agreement that the analysis of the individual
is basic to his genersal educational adjustment, his social adjustment,
his emotional adjustment, and his occupational o.djutnmt.l Preliminery
to any attempt at puidence, therefore, is the drawing up of a balance
sheet for each individual, Such a balance sheet has been variously known
as the cummlative record, the personal inventory, eand the individual in-
ventory. Regardless of name, there is considerable agreement as to the
essential characteristics of the record,. strmgz describes them and, at
the same time, sets up criteria for judging them by means of the follow=
ing standards:

l. Personnel records should consist of items significant in the all=-

round development of the studente--attitudes, habits, in short, all

pertinent aspects of his personality.

2+ They should show trends in the individualts dovelopment, not

merely a cross-section of his personality; for a person is too complex
an entity to justify an interpretation of his past or a prediction of
his future from one snapshot.

3« They should be vivid and dynamic so that they will surely be used

in the guidance of students, They should utilize the normal processes

of school life==the day=by=-day behavior of students--ss well as the
special test situation.

4., They must provide means for recording results of tests and obser-

vations in comparable and mesningful terms. The detailed reocords

shotild be summerized and interpreted by persons who know the students
and have had a large part in the collection of the data,

5. They should be convenient to file,

1. Wright, loc. eit.

2+ Ruth Strang, Counse Technics in Collere and Secondary School,
Harper end Brothers, New Yorks 1067. De 17.




Ba Thoy should invelve s minimum of clerieal work.

7 Eiuv should be cusily raad. Reeords that are initricete and crowded

[ W

viith lines and writinge are difficult tu heep and to interprot.
s+ Thoy should be reproducible, inexpsnsively and scouretely.
4, They should be kept for every sbundent, nolt for problem cases only,

10. They should he sveilstle to 2ll who esn use them for the pood of

the student. Hecords should have therggeutia os well ag diagnostie
values & ceﬁtral file hes proved satisfastory in neny situstions,
tut one of tho most difficeull snd pupeling probleme in the whole asde
ministration of persoanel work is that of getting the informetion out
of the file gnd into lbe winds of those who coxe in contact with the
studentis .

¥rom this very 0?00119@% elagsificntion, three goneralisations may
be presented. The record must be ewnwulstive; it must be complete; and it

mst bo usable. Forther snmalysls of Strang's list of cssentisl charactors

isties would indicate thet for any

ven ingtitution the record probebly
should bepin with evellable, pertinent, veluable infermetion in regsrd to
the yrevious stages of development of the individual., This should be ox=-

panded by mesns of systematlce entriec of informetion which sre basic for

gomparing thoe individeel with others of kis group and with mecepted stun~

-. »

mrds in verious oceupntions. & Dlowing scoount of his progress, impor-

L

Fu

tant decisions, and ether significznt exporicnces should be kept throushe

G

&

out his perlod of druining. PFiaally, apnd perbaps of g?eatest importernce,
& fcilcw—u@ rogord of his cecunationnl experiencos Qﬁeulé be made, with
speciel attention siven Lo the velus of %ia‘tr&izing on the job and hle
sultebility bto the Job sl which he finds himeslf.

Completeness, in the cnse of gontent of the persomnel record, nust

wdim bebtveen the inedequete and the over<elshorste. The

b

3

necessity of hermony between complelensss ond the third gensral choracters
igtipe=that the matorisl must be usableéw-mey rendily be seen. Huch and

proposed ontry on the inventory should be sub-

contribution will this itewm sake loward



10
the diegnosis of the individual's interests, capacities, aptitudes, limi-
tations, snd vocational possibilities?"® Therefore, anyone devising an
individuel inventory system must keep in mind thet the record should serve
the purposes of both educationel and vocational puidance, if, indeed, such
e distinction is necessary or useful in any more fundamental sense than
the fact that the former is relatively more important in the earlier years,
and that the latter comes increasingly to the forefront in the later school
period.

As Ruch and Segel? further point out, aslthough those who feel that the
individual inventory is a wmique tool in the equipment of the counselor
are preatly in the majority, there are those who maintain that such rec-
ords are a source of prejudice., They fear that the pupil who may not have
had an absolutely "clean slate" in the past might not get s "square deal”
from a counselor. That the individual counselor is open to prejudice need
not be denied; for him to be unduly prejudiced by an wnfavorable entry on
& pupil's individual inventory is not a sufficient arpument egainst the
use of cumulative records, although it might relse a question as to the
fundsmental fitness of that counselor for his job,

Bingham shows the plsce of the individual inventory in the counsel-
ing process very clearly when he says:

in experienced vocational end educetional counselor, in helping a
person to find the best solution of his particular problem, first
brings into focus all the relevant informestion obteinable, from per-

sonel scquaintance and interviews, from reedrds of school progress
and working experience, from awvellable tesi scores and interest

3. Giles M. Ruch and David Sepel, Minimm Essentisls of the Indi-
vidual in Cuidance, Vocstional Division Bulletin 202, Ocoupa-
Tional Information end Culdence Series No. 2, U, 8. Department of the
M“. mn&tﬂn. De Co 19‘0- DPe 2e

4, 1Ibid.
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individual inventory. Among these are the following:

Fhat kinds of information are pertinent to the educational and voca=
tional nims of the institution?

¥What information is uniformly secured from the high school?

What types of specialists, such as psychiatrists, physicians, employ-
ment officers, ete,, are included in the college staff, and what
duties mey they be expected to perform?

What other souwrces may be expeoted to contribute regularly to the
records?

What financial provision may be made for maintensnce of the records
and for clerical help?

Will it be possible to know currently such items of information as
the work status of the student and the extra-curricular activities
in which he engages?

Wihat, if any, entering tests are given students and just what do the
results of these tests tell about emch student?

Whet is the nature and extent of the backgrownd of the eowsolors,
teachers, adainistrators, and others who will use and interpret the
records?

fHow and when may the information desired best be secured?’

¥While by no meens exhaustive, these gquestions are sufficient to indi-
cate that no single, pre-designed system of cumulative records, however
simple or comprehensive, would be ideal in all institutions.

There sre certain broad areas of information in regard to the indi-
vidual, however, which are thought by experts to be desirable in the in-
dividual inventory of any institution, For the purpose of grouping some
of these, and to show that considereble agreement exists as to which ones
should be included, three recently compiled lists are given.

Eurich and Wremn hi!.m that m chief kinds of information that

mthatﬁiﬁmwmmtmomlwwmmmm

7« Lloyd=-Jones and Smith, op. eit., p. 261,
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of extra curricular activities, therefore, often zives cues not only as
to lines of future recreational activities but also as to occupational
interests and capabilities.

In a very great mmber of situations, the only information regard-
ing the high school academic record, and the previous extra curricular
activities of a student as well, with which the college counseling staflf
will be furnished by the high school is the tramseript of units campleted
and the marks received in these wnits, While giving a very meager
account of previous school experiemce, this situation is not a hopeless
onee A carefully prepared student inventory sheet or questionnaire
filled out by the student may supply even more relimble information in
regard to meny high school activities, both curricular and extra cur-
ricular, than would e formally-prepsred record of thems The wvalue to
the counselor of such additional sources of information as the case-
history end teacher ratinge in regerd to previous school experience is
obvious, however, if for no reason other than their wvalue in inter-
preting the academic record,

Aptitudes and Abilities

Binghewl® makes no attempt to distinguish between innate and
learned factors in aptitudes. As he wisely states, we are primarily
interested in a student's characteristics as they now are and as they
are indicative of future potentielities. ‘'Aptitude', however, is s
more inclusive term them Tability', with the possibility of several

sbilities entering inte aptitude for this or that, As Furich snd Wremnl7

16. Binghem, ope Oitgg Ppn 16=23.

17« BEurich and Virenn, ope cite., ps 38,



18

put it, 'aptitude' implies more than actual or potential abilities, since
taptitude for something' comnotes peneral fitness for the vocation or
activity in question, to be measured in terms of capacity for learning
the necessary abilities and satlisfactions resulting from the experience.
The counselor must realize, therefore, that aptitude for any task
consists of a variety of factors, Aptitude for school achievement, for
example, consists of more than mental capacity. The cultural background
of the student, as well as other important factors such as study skills,
persistence, motivation or purposes in learning, and satisfactions to
be derived, may be the strongest influences in futurs school achievement,
Vocational aptitude presents an even more complex problem for
measurenent, chiefly because of the diffioculty of securing adequate
eriteria of vocational success or achievement, A widely supported view
at the present in regard to voocational aptitudes is that they represent
broad rather than highly specific patterns of traits. 18 The attempts
at prediction fall into broad categories, such as clericel sbility,
mechenical ability, artistic talent, and musical talent, It is considered
highly probable, for example, that a girl's possibilities for success
as & business machine operator are on approximately the same level as
her poseibilities for success as a typist. Factors other than capacity
for performing the two kinds of duties, such as interests, habits, and
personality patterns, might be fundamental in determining success or

failure in either, however.

18, B8ee for example W, V. Bingham, A?tudn and tude Testing;
De Go Patterson, G. Gs Schneidler, and E, G. amson, tndmb"ﬂddﬁce
Tochniques, MoGraw=Hill Co., New York, 1938; E. G, Willismson, low to
Coun 'u'% Students, Alvin C, Eurich end C. Gilbert Wremn, “Appraisal of
Ttudent Charscteristics and Needs,"” Guideance in Lducational Instituti
Thirty=-Seventh Yearbook, Part I, N. S, S. Fe, 10603 Oiles H. Ruoh T::?«a'H
Devid Segel, Minimum Fssentials in the Individual Inventory in Culdence.
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Various techniques for secwring information about student aptitudes
have been devised. As has been mentioned umder the treatment of previous
school experience, the best predictor of fubture performence in eny line
of endeaver, either academic or vocational, is the record of past per- .
formance where such has been found to exiet, Academic records, rating
scales, student inventeries, and autobiographical materials, are some
of the most frequently used afds in indicating aptitude factors and the
motivation or drive that vitally affects the realization of potential
aptitudes Achievement tests and records measure specific school subject
abilities, but the measurement of the basic skills end sttitudes that
enter into the more complex aptitudes is a more fundamental and difficult
matters Tests of both gemeral and specific sptitudes have been devised,
not for the purpose of supplanting the other types and sources of inform=-
ation regarding aptitudes end abilities, but, instead, to supplement
and to verify thenm,

Bingham lists four uses of aptitude tests: (1) to help in estimating
the probabilities that e person will be able to follow 2 given occupation
successfully; (2) to discover unsuspected talenmtsy (3) to bring to atten-
tion abilities which might well be capitalized and disabilities which
should be recognized and removed or compensated forj and (4) in generasl,
to provide evidence for objective thinking about oneself and his ade-
Justment to the world of work,1?

"Many & so-called 'measure of vocational aptitude' has been valie-
dated azeinst grades in acedemic treining curricula rather than against

success in the vocation itself, and & false or incomplete assumption

19, Bingham, ope« citss pe 1‘.
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is thereby encouraged.,"20 This does not argue against the use of tests
in prediction of school success, but it sugpests one of the most diffie
cult problems facing the vocational psychologlst and testemaker--that
of securing adequate criteria of vocational "success' or 'achievement'.

The function and the importence of the .eupplementery role of apti-
tude testing in prediction of school success in particular subjects is
brought out nicely by Rueh and Segel®} in a diseussion of three general
situations found to exist in the cwrriculum, In the case of *continuous?
subjects, such &s Inglish snd the social studies, the best prediction
of future achievement is the level of achievement attained at the time
of the prediction; aptitude tests are hardly necessary, if obtainsble.
In the Ysemi~continuous' group of subjects, such as mathematios, teects
of general aptitude (intolligence) and specific aptitude for particular
subjects, cen be and have been found valusble for prediction, though
even here the best single predictor is past performance in subjects in
mathematics teken previously. It is in the group of 'Ydiscontinuous*
subjects that the field for measuring aptitudes by means of tests is
'wido open.' If success in a given subject requires much textbook
study and verbal thinking, intelligence tests and reading comprehension
tests usually have soms prediotive velues, Williemson indicates, how=
ever, that in sny case there are at least three factors involved in
academic succoss: (1) aptitudes, (2) skillful use of aptitudes, and
(8) willingess, drive, motivation, or smbition to use aptitudes in
scholastic and job oanpotitim-zz

204 Purich and Wremm, op. oit.; p. 36,
21s Ruch and Segel, op, cit,, ps 35.

22+ Le Gy Williamson, How to Counsel Students, MeCraw-iill Book
Co,., liew York, 1839, p. 85.
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Vocational courses usually fall in the discontinuous category, and
the need for prediction in this type of training is obvious, both for
the selection of pupils and for voecational guidance, The most promising
ettempte at devising predictors in this field at the present time probe
ably are those for clerical ocoupations.’® Mechanieal abilities have
been subjected to equally intensive study, particularly in experiments
carried on by the University of Mimnesota, but the results, though
promising, have hardly shown the success attained in the oclerical oc-
cupations, possibly becsuse the ekille contributing te clerical work
are less specialized than in the case of mechanical trades.

An attempt to review and criticize even a few of the now numerous
and varied tests of aptitude, both general and speeifioc, would be beyond
the scope of this very general treatment of the individual inventory.
Several complilations end classificetions of tests of aptitude and of
echievement in specific subjects and subject matter fields have been
made recently. Most of them also include the attempts at measurement
and analysis of interests and personality, which will be treated in
the gections following. Amongz the most recent and most thorough are
those of Btmn.“ Patterson, Schneidler, and nll.t-mon,aa mnghm,“
Ruoh and Segel,27 and the mericen Lducetional Resesrch Association.2®

23, Ruch and 80501, 0D citq, Pe 36

24, Oscar Krigen Buros, editor, Mental Measurements Yearbook, The
Jental Measurements Yanrbook.scrdu, Tiphlend Park, new Jersey. 16&0.

25, Patterson, Schneidler, and Willismson, op. cit.

26, Bingham, ops cite

27« Ruch and Segel, op. cit.

28+ Americen Hducational Research Association, "Review of Psycho-

logicel Tests and Their Uses,"™ Review _gf; Ldueational Reseerch, Vol. 8,
Fos 3« Pp, 213-364, 1938,




The compilation directed by Buros deserves special mention, In
makine it, 260 psychologists, subject matter specialists, teachers,
and test technicians cooperated by making critical reviews of a great
mmber of standard tests, Tests both old end new are classified, and
very extensive references dealing with the construction, validation,
use, and limitations of specific tests are compiled in a thorough and
systematic mamner,

Most higher institutions have bureaus of research with personnel
trained in measurement. In such cases the counselor will naturelly
depend upon the fecilities afforded by the research bureau, As Lloyd-
Jones and Smith29 point out, however, every member of the persomnel
staff should know the uses, limitations, and values of tests whether
he takes an ective technieal interest in the testing progrem or net.
Even though the responsibility of administration and scoring of tests,
and stetistical menipulation of their results may not belong to the
counselor, the importence of test results to him is such that it is
hardly necessary to emphasize his obligations to assist in the selection
of tests best adapted to his counselses and to be able to interpret
and utilize the results when obtained,

Because of this oblipation to essist in the selection of tests and
varying amounts of other responsibilities which may confront the coun-
selor in regard to any particular testing program, some of the most
widely recognized criterie for test selection will be sumariszed
hurriedly. The three oriteria which have become conventional through
usage are norms, reliability, and validity., In the order named, they

29, Lloyd=Jones and Smith, op. cit., p. 141,
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are described as follows:
(1) Choose tests that have been stemndardized and norms prepared om
a population similar to the group to be tested in age, sex, exper-
ience, socio-economic status, intelligence, educational level, voca-
tional goal, special attitudes and interests, status in regeard te
being native or foreign-born.

(2) Choose tests that yield essentially the seme results with en

individual upon repetition, The test should have a reported relie=-
bility of 0,90 or sbove,

(8) Choose a test that measures whet it purports to measure. The

validity of a test, however, is difficult to measure because in many
instances the criteria apgainst which the test is validated are less
satisfactory than the results of the test ﬁmelfso Validity co-
efficients of less than 0.45 are not acceptable,

Although the considerations of norms, reliability, and validity are
primary ones, certain other criterie should influence test selection,
Yumerous score cards for rating tests have been devised. One of the
best known of these, the Otis, contains, iu addition to these three
primary criteria, the following: manual, reputation, ease of adminis-
tration, ease of scoring, ease of interpretation, convenient packages,
typography and make-up, and test sor'l'i.u.ﬁ' This seems to be a repre-
sentative list, although different writers attach varying smounts of
importance to the several eriteria.

Upon the interpretation of test results, whether measurements of
aptitudes, abilities, interests, or any other distinguishing factors,
rests their value for coumseling. Not only should the counselor have
as much knowledge as possible concerning relationships between test

scores and the factors under serutiny, but, in addition, he should

50 Gs Ga S_chnaidler, De Ge PIM'GII. and E, G \Villimon.
Student Persomnel Frocedures and Technigues Used by Faculty Counselors
&t the University of Minnesota. University of Minnesote, Minneapolis.
Tgsg-:—p. 1‘?0

31, Ruch and Segel, op. cit., p. 44.
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probably have a deseription of the group that took the test, their
preparation for the test, the highest, lowest, and middle scores, and
the national norms. Strang®® recommends that these items of information
be reedily available, with the most prefereble arrengement being a
mimeographed copy placed in each student's file, She sugrests further
thet on the same copy, or attached to it, should be the particuler
student's score, his percentile rank and its meaning in relation to
the objective measured, as well as some comment as to the strengths
and weaknesses revealed, progress or decline and possible causes.
Gerdner,33 in reporting the evaluation of the student persomnel
services of 57 higher institutions, conducted under the auspices of
the North Central Association of Colleges and Secondary Schools, tells
of a number of institutions which provide eleborate testing programs,
but which make practically no use of the results, Ruch and Segel
suggest that one central idea should be kept in mind preliminary to
test selection: "lNever select and administer any test (or secure
and record eny information on the cumulative personal inventory record)
until there is clearly in mind the use and interpretation to be made
of the data."84 As a corollery to this principle they state further
that "...a testing progrem comprising a small number of carefully
seleoted tests, administered as a systematic, continuous enterprise,
vith cumulative records, is much to be preferred to more extensive,
sporadic, and discontinuous testing without records which follow the

pupil through the schoolse"SP

32 Strang, 0D eit.,. Pe Te
33+ OCardner, opes cit., pe. 67s
34, Ruch and Serel, ops cit., Pe 41

86. 1Ibid.
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Interests

Binghan6 defines interest in an object, & person, an activity, or
a field of occupation as a tendency to give attention to it, to be
attracted by it, to like it, to find satisfection in it.

"Without the capaecity to mchieve a genuine interest in e branch
of learning or & fleld of occupation, without the likelihood that its
pursuit will furnish the inward satisfactions of enjoyment, the capacity
to aoquire the necessary proficlency is but & cold and steely asset,
Interest, then, is not only & symptom, it is the very essence, of
aptitude 7

Llsewhere, Bingham discusses four principel uses of information
in regard to an individual's interests: (1) to indicate whether he
will probably like the actual work of the occupetion he is considering
well snough to become absorbed in it end stick to it; (2) to indicate
whether he will probably find himself smong congenial associates, with
interests similar to his ownj (3) to provide symptoms of his future
abilitiess (4) to suggest alternetive fields which mey not yet have
been seriously considered.5®

The indicator of the interests of an individual which should
probably be considered first, and the one which is most readily ob-
teinable, is his own description or expression of them. The strong
possibility that "claimed interests mey be merely "surface" interests,

however, has caused a great many authorities to warn against likely

6 Bin;ghn, op. ¢it., Te 69,
57 Ibid.

38- Ibld. Ch. YII-
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diserspancies between these and the more relisble "measured” inmterests.5?
As Hanna explains, "Meny of the expressed interests in different fields
of work are retionalized due to sociel, economie, end family regimen-
tation,"40

The individuel's own desoription of his interests may be supple-
mented in severel ways. 3ingham sugpests the following:

(1) Direct evidence of his preferences is found in the record of

those activities, school subjects, recreations, and employments

vhich have in the past captured his attention and absorbed his

time,.

(2) His relative achievement in these different fields furnishes

s secondary or indirect but quite objective indication of his

interest in them.

(3) Quantitative measures of certein sipgnificant aspects of his
interests may be cbtained,.

(4) Clues may be seoured from statements and ratings made by

supervisors, teachers, or associates who have had ample oppor-

tunity to observe behavior expressive of interests.

(8) A systematic inventory made with the sid of a well-designed

guestionneire, supplies a useful picture of the patterm of his

Many of these groups of data may be secured from the individual's
cunulative record if it has been maintained adeguately. If this is
not the case or the record is unavailable, the counselor must rely

mainly on the interview and any direct inventories he can make until

39, See, for example, Zurich and Wrenn, ops eit., p. 42; Villiemson,
ope cite, pe 903 and Bingham, ops cit., p. 70,

40, Joseph W. Hanna, "Psychological Testing," After High Schoolw=

What? edited by Charles M, Smith. Burstein and Chappe, New York, 1940,
De GO

41, Binghemn, CPe Cit.' Pp. 64-G5,.
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he ecan initiate and extend the individual's cumuletive record,

One very valuable device for securing some of this information, and
wvhich is being recognized es e nocessity of' the adequate cumulative
record, is the anecdotal method of recording notes of instences of
behavior clearly indicative of interests, The importance of recog-
nizing bits of bshavior which are charecteristic and sipgnificant, the
technique of deseribing these clearly, end the necessity that these
anecdotes be pure descriptions of behavior, uncolered by interpretations
by the observer, are brought out best in the authoritative and much-
quoted treatment by Wood,%2 wheo, at the seme time, recommends a number
of procedures in using the method.

¥Wide use has been made of paper and pencil blanks--interest inven-
tories and questlomnsires--which do not sttempt to messure or infer
interests directly, but make possible the study of what a person says
his preferences are. Binghan“ shows that, in addition to furnishing
information to the individual end the counselor, these blanks mey have
considerable value in stismuleting thoughtful self-scrutiny by the
individual in the very process clrf filling it outs Both of these
functions should be kept in mind while comparing the merits of various
blanks,

In addition to the stimulstion of self-sppraisel and the information
relevant to interests which should be fortheoming from the interest

blank, certain other considerations are important in compering available

42+ Ben D. Wood, "The Major Strategy of Guldance," The Educational
Records Vol. 15, No. 4., October, 1954. Pp. 419-444.

43, Bingham, ope. cite, pe Tle
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blenks. Among these are the value of specific responses for counseling,
convenience of use, and economy of time and mnmy.“
Ome interest blank in the cetegory just deseribed is so outstanding

for use in colleges as to deserve special mention: Strong's Vocational

Interest Blank,45 It has been standardized, not on students but on
successful adults, and the scoring system shows whether the way in whieh
ar individual merks the blank resembles the way in which people in each
of the professiens mnd occupations for which seoring scales are rrovided,
have typieally marked it, MNuch reseerch has been devoted to this blank
over a period of several years, and while still subject to refinement
end improvement, it is generally regerded as superlor to the other
inteorest blanks and questiomnaires., One criticism of the blank frequently
expressed is the considerable amount of time requwired to score it.46
Williemsont? suggests special discretion in the use of interest
tests with young students, since such students mey not yet have developed
erystellized patterns of interests. Interests have been found to be-
come fairly stable by sge 256.48 Counselors guite properly place no
great reliance on the scores of young people under 17, slthough an
instrument like Strong's is stimulative and is en educational device

“C‘ Ibi.dl PPo ?3-?90

45, See Bingham, op. cit,, Pp. 72-74; Pattersom, Echneidler,
Villismson, op. ¢ite, Ppe 176-81; end E. K. Strong, Change of Interests
with Age. Stanford University Press, 1931,

468, Bingham, ops cit., P. 3564

47, Villiamson, ope. ¢its, pes 9le

48, Strong, ops oit.,; p. 77.
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as well as a means of messurement.4? Very frequently, however, the only
perceptible change in interest patterns over a period of years is the
intensifiocation of the same pattern,50

Certein other factors which may vitelly affect interests as re-
flected by blanks are emotional disturbances, low academic aebility,
end the possession of basic interests in occupations not now covered
by the blanks,5l
Personality

Personality has been defined by Bell®2 as the sum total of behavior
characteristios. Aurich and Wremn9® indicate thet 21l non-intellectual
charecteristics may be included in personality. It is seldom, indeed,
that a curriculum is found to contain courses dealing directly with
such concepts as attitudes, emotions, sociesl relationships, and the
like, But students are not intellectual machines; they are emotional
human beings, and knowledge alone does not make for satisfactory adult
life.,5¢ The school's responsibility for adjustment of the various
factors of personality, therefore, seoms to be shifted, rightly or
vrongly, to the personnel worker.

Attempts to isolate the different factors of personality have been

so numerous and heve resulted in such multifarious classifications that

49, Bingham, op. cit., p. 74,
60, Willismson and Darley, ops cit., p. 153.

8l. Williamson, op. cit., p. 91,

52, Hugh M. Bell, The %z and Practice of Personal Counseling,
Stenford University Press, Steniord University, Celifornis. 1980, Dps le

63. FEurich and Wrenn, op. cit., p. 49,

64, Williamson, op. cit., p. 8l



no effort will be made here to present or to eriticize them. Perhaps
the best classification for the counselor depends upon its usefulness
in any particular situation, As Bell®5 sugpests, if many students are
confronted with a personality problem of a certain definable character,
2 measuring instrument should be devised to provide 2 reliable descrip-
tion of it. The number of adjustments considered would depend upon how
intensive one desires to study the personality, and the number should
probebly be restricted simply as a matter of convenience,56

Although the inclusiveness, as well as the composite factors, of
pversonality may be a matter of pgreat concern to others, the counselor
must teke the pragmatic point of view just indicated. Eurich and Wremn57
show the inevitable overlapping and the confusion of terminolozy when
"traits' of personality are isolated, and they peint out the comparative
advantages which accompany the more practical classifications according
to 'areas' of adjustment. As & good illustration of the latter, Bell
suggests the following as a possible classification of student-adjust-
ment problems confronted by high school and college counselors: School
Ad justment, Health Adjustment, Vocationsl and Occupational Adjustment,
Motor and Mechanical Adjustment, Social Adjustment, Home Adjustment,
Amotionel Adjustment, snd Religious Adjustment,58

Reliable end valid messures of all of these areas of student

adjustment are not available at the present time., Williamson®® classi-

55, Bell, ops cit., pe 2

66, Ibid.

57, FEurich snd Wrenn, op. ¢it.; p. 50.
58, Bell, op. cite, De 50,

69, Williamson, ops. cit., Pp. 78=84.
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fies the techniques for measuring and diagnosing personality as direct
and indireet; the interview constituting the direct appromseh and the
indirect techniques ineluding personality tests, anecdotal records, and
records of sctivities. There are hundreds of personality tests; some
of them rood, and some of them ineffeotive, but most of them measuring
only s few aspects of personality. A number of tests have been developed
for general analysis, however, and while not actually measurements of
personality, they are indicators and provide leade for the counselor

to follow in interviewing the student.f0 A pood exammple of the general
analysis category of personality tests, and one quite generally regarded
as beingz valuable in counseling, is Bell's Adjustment Inventory, which

ettempts to measure an individual's attitude towsrd his health, his
family, his sociel relationships, and his educetion.6l

Even though & personality test or group of tests may be devised
which appears to yield the desired results in a particular situation,
its reliebility and value to the counselor is cancelled by feilure of
the student to answer truthfully and coopsr:tiwly.ea Williemson
sugrests that the personality test be administered casually, theat the
results be treated confidentially, snd that the results of a particular
test be used for interviewing and any attempted adjustments as soon as
possible after the test is given,b® The filing and retaining of per-

sonality test results is usually considered inadvisable,

60s W%illismson, op. cit., Pp. 78-84,
6l. Bell, dp. cit.
624 Willlemson, ops cit., pe. 80,

63+ 1Ibid.
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Yueh edcitional and significant data for dlagnosing penai&gyy' & )1
may be collected from the student's participation in extrn-ourrieul:r&,
and social sctivities. 0o meager and inadequate are the records which are
usually kept of these activities that all possible sources chould be tap-
ped, The student will furnish some information; aneccdotes ere a valuable
medium even here, when teachers will cooperate; but the eounselor ordinar-
ily must depend lergely upon firsthend observations in the interview and
uven hearssy reports from teachers 67

One practice which is guite prevelent, frequently being the only
check on personality in the individual inventery, is the personality
rating by teachers, Filliamson declares thet, as used in most colleges
and high schoole teoday, these ratings ere not worth the paper upon which
they are recorded 58 They are merely prejudicial puesses, and make the
counselor's diagnosls much more difficult than would be the case if some
of the actual evidenece, upon which the ratings ere supposedly based,
were recorded,

Tealtn

The trained physicien or other health specialist is obviously the
only personnel worker who cen adequately diagnose and treat physical
ailments. But the close relation between the ability of the student
to progress satisfactorily and contentedly, both in school and on the
job, and his genersal health status, is such that to ignore this important
factor would be to proceed with counseling in a haphazard menner.

Williamson enumerates and describes several aspects of the health problem

67, VWilliamson, ops cit., p. 83,

68. Ibid' p. “l
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as they relate particularly to counseling:

(1) &4 basic procedure in occupational counseling is the interpreta=-

tion of the student's heealth status in terms of his gualifications

for an occupational goal.

(2) His ability to acquire the necessary ecducstion for that goal

depends not only upon his mental aptitudes but also upon his Physi-

cal capacity to get that training, (Post-tubercular cases, for

exemple, of‘ten cammot carry a full schedule of classwork.)

(3) Some students with noticeable physieal defects may develop a

social sensitivity which calls for mental-hygiene ccumseling in

addition to aseistance with occupational and educational problems,

(4) Students with physical handieaps often ere additionally handie=

capped by being unable to do any type of part-time work which would

vermit them to earn needed expense money.

(8) All students need some understanding of their own physical

resources, kmowledge of the possible effects of work, studies, and

activities upon their health, and knowledge of how best to conserve

and use physiocal energr.sg

As has been suggested, the primery information from the health
record can probably be interpreted only by the physician or health
specialist. The counselor should understand how verious dissbilities
and hendicaps mey operate to cause mealadjustment, however, and should
be on the aslert to recognize physical symptoms and refer the student
to the physiclan at once,

. The more signifieant phases of the individual's health history end
e systematized plen for keeping the record up to date are obviously
of sufficient importance to warrant a place in the cumulative record
Rueh and Begolm recomuend that physical, medicel, and dental examina-

tions should be made annually end the results recorded. Gerdner7l

69, Williamson, op. cit., pe 514,
70, Ruch and Segel, ope ¢it., p. 85

71. Ceardner, ops. cit., p. 147.
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suggests thelt thess rocords should he as complete as possible, but
thet only digests of thew in wnderstsmdable, non-technieal form be

resorded in the cunulative record for the counselorts use.
Another sspeet of health information, thet of the student's reaction

to his own health, wes mentionsd briefly in the treatment of persomality.

The intricete relationship of bealth, perssnelity, and gomeral oducti-

tional and ccoupational adjustwment, must be appreciated coustantly

i

by the wide-gwale counselor. Ihe unfortunately common mistske of

diaznosing sn individual's adjustment problem without regard to such

Lol

9,

all=-important factors us kis personality, heslih, snd interests, has

probably been respopsible, in large part, feor the lack of wniverssl

3

smnction of guidenees in general snd cowmselins in particular. Spesific

technics, such as aptibtude tosbing, beve been the brunt of much of

1

the eriticism of counseliny progromms; but if they were relegated {o

thelr proper roles as supplements lo the more fundamentel influences

Just mentioned, thelr place in the scheme of enalysis could hardly

be questioneds

Iavironmontel, Finsneisl, ead York Status

A fTundemental considerution in the eppralssl of student oharschter~

istics, sceording to Surieh and %r&nn,73 is thet no sueh apprelss]l can
be pade el any level withouwt taking into eccount home and commmity
enviromwment. The purpese of seowring informotien in regerd to these
conditions by the dollege eyperently should be the better understending
of the student, rather than the *bridging of

ke zapt batween home

and school which is 2 matter of nmuch comcern in the olementery school.

72, Eurieh sad Srenn, op. oli., pe S8,



% problemg by the couns solor.’3 Jor some stvéénts the trensi~
Yien Trom high school to collepe Treguires sdjustments which ore almeost
inconceivable by anyone not familiasr wilth their backgrowunds. f%he
agture of the cowmuamdity, oo well as the home, nay explain gtudent

nehavior ond eurrent levels of abillities, intersats, smd coecinl

Sepel find that the facts sbout femily heckground most
sommonly ealled for cunwlotive records inelude: Oocupations of {ather
and aother, nusbers of brothers snd sisters, netionallity or race of
parents, cducation of father and mobher, mumber wpad relationshins of

pther adulis livineg in the bousehold, marital stotus of perents

{¢ivorcod, separated, remarried), hame surroundings, home atmosphers,
neishborkood oonditions, awwsemerts, use of lelsure time, snd gsome=
times fandly income,79

The cconomic status in which o student develops has an important,

Hn
%

not & controlling, inflvence upon bils educationel plams, snd fre-
quently upoxn his voestlonel aspirations as well. Hiore importent to
the ocllege counselor, however, 1s ths impediste finsnciel problem
of the student.”S  The noecessity of complete or partisl self-support
often linite the tine svailablc for oducational opportunities, or

impeirs heelth., fAny perticuler cnse nust be decided after consideration

75+ Iblds

75+ Huch end Segel, ope. cite, pe 18. -

T6. FDurich and frenn, ops cite, e 44
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"

ridunl problems. It is ne lenger thought Lo e wise to en-

<]
o

cournre ghudenis to eitend college on » self-suprorting basis unless
n imbe secount, such as health, mental level,

Uy job, snd svellebillity of the rdnlmum

mmount of money pecesuary to get storted.’! Inforsetion regarding
T, T

inoneial :aaﬁarch; snd prosent stobus way usuwally be el*clteu from

-

the student in inberviews, student-imventories, sutobiographies, and

A Imowledge of the vocabieual and work eﬁperienc@ of the student
ean be véry valusble in affording clues to his interssts and abilities.
Feol conduect is 1iksly te be indiestive of fulure conduet, and while
the particular work expericnee possessed by an individusl may not
reprosent & ficld of intersst te him, hie nuy be able te determine cerw
taln generslized preferences, such as detailed routine wark.eavparoé
with contaot wgrk;78 Charts or student inventories filled in by the
studont, sac discussed with him by the counselor, are probebly the
best sources for seweurding this information.

Form OU The Inventory

Fothods of recording dabtam about students fall into three general
elnssifications: {1} the pocket, or folder, type where s veriety of
record cords and sheels are kept bogothor, (2) = central recerd card

vhere all date aro copiod onto one eard for each student, and (3) &

* -

corhination of the two vherein o foldsr ig uscd for ﬂntervxev'memnrana&,

77« Filliamson and Darley, op. cite, po 185,

THe Ibid, p. 104,
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* * *

wenoe, snscisl records, stoe, bult both lnslde and outside fleps

eorre

af rolder sre spoecd for the recording of essentisl informetion aboub

8, SHudentae’

vle to say thel one of the three types is delinitely

5oge,

45 Lloyd=Jones snd §

oz

a3 +hE0 point out, all have

dagision i wade.

dely used of the three.

{l
b

“Polder Lyve of rescord is perhaps the most vl

This tyne has suue very endable Peetwress Flexibility is probably
the sportend of ihese. The folder may contuin as much or ez little

infermetion shout snch gtudent s may be considered emsible; supaunsion

ig prectically unlimiteds JAnether important sonsideration is the

A

smotat of cleriesl assistance which is

Thoe folder hos some very serious disadvantases, however, i85 mater-

wy sre usuplly inserted inte ths folder without

mpke-up or to the use which will be mede of

esult is & bul¥y, incohorent assortment which

sctoristics in saeh a situstion »ey eesily bo seen. Stranzdd believes

LN T 3 iy & wy [
& to mabe the best of sueh o gitvation, wh exist

>

the detailed informetion should be meintuined. This

» ¥

proesdurs, however, would obviously mullify the sdventese ususlly claimed

Tia ore cibey De BT
B0 g and Swith, op. eit., p. 258
1 « wit wy He }.’u\; L
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‘ar meintenance.

5

bral record cord, uwpon vhich all dsta chout e student sre copied,

sver the

+3

LA

G sueh cords mole presentation of

%

4
ng anc The

4
A
=]
1._\.

meofile and .“ravrhw.aa Convenience i 17

Tt % ay ¥ 5 nep o3 54 pa sk : 3+ B gy et i
technicnl ol gpeee-comsuming forms sre obher imporiant

gleriend helwn is neceasary for mointen

nee, to

be sure, hul dhis is seen to be sobusl economy vhwen the decrosssd

the resords 1z comsidared. 4 sulficlently hi

obtained by eareful plsnnivz of the card.

irebhle In any sibuation where the nesded informe-

eneatlon gnd

ghisetiv

made for the oard when it is used

e third type of record--ine combiratlon of the folder and eard-

corbings 5o

2 bul by noe means

bod, rosulsrly

the foldor proper, end the werious spesisl records msy he inserted in
The notabley oxampls of the form~folder is the one published
Cardnortd found the uze of

82+ OSee For sxemple §. Lence Drintls, "4 Praptisal Prediection snd
Maldanse {herd, M Junior Collese Journal. Yeol, 3, Ho. 6, Harch 1933, Pp,

2 o o7
3 gr@"‘?‘l{h} »

9%, For s dlscussion of ‘t"ae ‘,mm al work on this folder, seo Ben D.
tiood, "Perzonal Hocord Cards for Schools mné Collepges,” Educational Record.
J?ll};,r }“jgat ‘y‘j@'lg f‘j, SLQ:’Q’}- ":3. :Pp; .x‘(a""'ﬁ?)a )

2%, Oardnor, op. olt., e 88,

3



this Form to be closely asscelsbed with generael insbitutionsl exoel-
lenee, The fmericon Cowrell fora provides & neans of Ovﬂﬂruw@ﬂdiﬁ“
the dirsction sud character of the chanpges exhibited by = gtudent from

f

vesr to yosr. FPurich and Wremn strowy

v recommend the use of this form

. £33

or un ndaptation of it, sud affirm that the m&king of sush aun adeption

jicd
>

£,

ig relatively slmple.38 The folder festure adds Tlexibility to the
record, bub 1t mekes necessary the bulky nature of the plain folder.

In pddition, the cxpense of cleriecal meintenmnce is undoubtedly grester
than in the caso of sither card or folder.

It wovld bs foolish to attempt to discouct the virtuwes of the
fmerican Couneil formefolder. The same items or ones siniler to those
itoms of informetion conteined on this form, however, counld jmst BE
cesily Le ineerporated on u eard. And 85 alresdy suggested, ii the

information is conducive to condonsation end objective treatmepnt, the

sard nay bo definitely more desirsble~-this entirely sside from other

b

ng ig used.

benefits whieh may seorve when visible i1

=5
f)
i)
o
&7
]
&
P

P 1ing of tho Ouwmulative Hecord

The mature of the caebinet vwisible file mekes the use of only one of

%

tho three principal forms of Lumulat*vv records possible. This obviously

ig the sinrloecord fors. morits end wealnesses of the card, as well

as those ol the other forms, bheve just been discussed. Undispubed
superiaority of the cerd over the other types of cumulative reserds in
" .

all situationg oom herdly bhe sloimed on the basis of suthoritativs

oplulone

ﬂ

88. HRuvrich ond Virenn, ops olte, Pe &
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tnen 1t is adapbed to visible filimg, however, certaln thysiesal

adveivages may acerns which Tip the belence slcarly in favor of the eord.

J

it hlL recort years & number of such aduptstions of the cwmulative rdcord
ouxd have been made, largely for use in progressive gecondsry schools, but
1itile evidence is aveilable which would indicate their introduction into
Cullﬁvhuv The FPlaiaificld stucdy rtvulﬁed in the introduction of & Fardex

visible file adapiation of the fmeriesn Counell Folder inte the high

Y 2 2 hi ~7 A 3 ik i * “ o
gchool of Platndield, Yow Jersey, in 193499 e advantercs elaimed lor
its use ere the following: sounvealence iu recording, euse of use, securiby

nz {blueprinting used), repidity

from loss or ml

files, wd conssrvation of spucelS7

ke sane advantages would be juet ss spplicable to colless uwse, be-
cause they are physicul in netwre, fhe expense ¢of installetion end wmaine-
tenance of the records must be reckoned with ip any situstion, but all
ol the adventeges lisbed above poimt to sctusl seoumomy of time, and heuce
of money. Alter the ewmwaple of the Fleinfield study, other lecal sadepta-

tions of the Anericsn Couacil Porm mey be made vwhich retasin most of its

zood Festures viille grestly implementing copvenienee of thelr use. fThe

e

[ 23

Fleinficld cerd conbains ell information desired in the understonding o
students, with the only supplementsry file belng s folder systoem in whiech

various fecder rocords are kept wntil they mey be treusferred Lo the ecerdltS

86 91:3 Jones, "The Publie Hiph Sechool Demonstration Prozrem in
}lﬂil‘lOlﬁ The FPublic fchoel lemonstration Projdect in Ydueational ?ﬁidaﬁca.

Yduesilonal Heeords DULLOLIN (Os S1l. LAUCHRELONAL LECOr(S LUrGAL, 10V VOrie

Gatobor 1ud7. P 19.
B7« Ihicd.

8%. Ibid,
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Careful analvsis of the individuel is besgic to his gewerzl educetion-

o -

al adjustwmont, ble social adjustment, his emotional adjustment, and his

3 8

dinstment. The record of this enslysis shounld be ounulaw

tive, complote, ond useble, and 1t showdd be adaptod to leoenl needs.

tiom videlh suihorities believe to be fundementel in the study

The informe

- P

of the individnnl, and which shonld be iveliuded in the cumulative rec-

v be olessified s Tollows: previous school experienge, apbi-

tudes and sbilitics, interests, personnliby, hoelth, snd environwental,

finsnelisl, and vork stotus. Various technies mey be employed for leorne
sreas of inforrmbion, Awmeong then sre guostionmelres, interw

-

toats, inverboriss, @.‘mcﬂﬂtea, autoblosraphies, nd “ie{;u

rocords”
The use of the card as o cunulative rocord form offers sowe very

« o

imvortent sdventeses, the groatest of whigh is probably the opportunity

of perceiving readily the individual prefile. Adaptatieon of the cumula~
tive record card to visible filing is kighly desirsble, becmuse it re-

guits 14 converdonce in recording, ease of ude, security from loss or

v in swveys of files throngh uase
of sigmele, no used for extre or spoeial files, =nd conservetion of

gvaes. &11 of those adverteges peint to efficlency and ecoriomy.



Histoery and Present Ibatus

Fieancy o the Jehesl of Coumerce

st
P

Y . - -
0L mOEn Sigh

Eoriculbursl and Fechanical College wasz that cerried on by Le
1837, fTre offerings of the 3e¢hool of Comrerce prior %e thet time hed
been elmpnt exclusively grouped in traditionsl, four-yoar currieuls,
witk generel, or cultursl, requiroments comprising the work of the first
two yoars, and vecstional srecializetion being deferred until the final
tRG yoers.

The one-tire adeguesy of the inslastie four-yser curricalun wes Jig-
cussed wlth vory zood effect in the study referred to, but the student

singags~--that of (klak

e = §

body of the present day eollepiate
Aerienlborsl end Techasniecel College, in pariievler--was ghown b0 pos-
guss suclh hoteropeneity thot the traditiomal olan wes no lonzor satisfy-

£ very ceonclusive proof of this wes the high, and stesdily

ing rate of stodent merbelity.

b follow=ur of drope-outs wes then conductod, as & part of the study,

end eoneiusicons DRSS upon the ospinlons of those rogpondiapg indioebsd s
mrevaleont bellel smong this lerss croup thet nany of the sozeral recaire-
rents, which had 4o be met before asctusl wvocstiensl treinims cnuld be
trained for within & period of iwo, rether then four, years.

o for the purpose of makinz comwereial offerings funetlion nore

effsobively in the lives of this lsrze group of studonmbis who for various

1. FRuby “ee Tempbill, & PolloweTy Study of Drop-Outs frow the Bcheol
.zfiﬁﬂmmercefgi ‘}& s A.;h'#. Collog6, LSLETS ThoBis, Lha Lniversity of
Sogthern Gelifernie, 103
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regsong desire e poriod of Sreinirg shorber them the tredidionel four

with bwo sube

voars, the Llivision of {mrmerse was

fe

divisione: +the Schael of

smered, with foupr-yser curricule exclusivee

Sohool ¢f YVoestuionel Ausiness Treluinrz, with s curriculusm

VOIS,

ftudent domend for the shorter course, witk ite emphesiz on the vo-
catispal iden end oblectives of edueation ms opposed Yo the treditional
ecllepgiste snd professional objectives, did not heve to be crassted.
Thet 1t was alrsaedy in exzistence et the time of tho incertion of the
School of YVoeationel fusipess Treining wes shown by the feet thet 121
students sarolled a% ihe Loginning of the first soresber of its exisg-
btencas This nunber hes grown steadily untll the current sexssier totel
is 278, resrssesnting en incresse of 1287 for the "araad.z

Admigsion requiresmsnts are the saxe ones which epply in other
serools of the college, with high schosl greduetion being s usual cre-
recalsite, bub with oxceptions being allowsd In the esse of melure per-
sonr who are net gredustes, bub whe zre nrensred te do the work reguireds

2 Csrtificste of {ompletion 1s ewardad students who cnrn & tolel of
45 sevestor hours, including the courses listed in one of the three
vajors or otlicus offered. The feollowing is e brisf deseripbion of

. a2
these opbionE."

fption T is offered for studernts who desire s short Lut intensive
vraizing for office dullcge~stencgranhice and renergl clerical Jobs.

Option I1 is offared for students who desire to enter pesitions in
buginess--bookkesping, clerical, and store jobs.

fulletin, Oklaheme Agricultural snd Mechsniezl Lollege, Forty=
saral Cotalog Issus, Vola 37, Hoo 1%. ZHoverber, 1940. p. 138

Ze  Ibid, ppe 187-E.



jon III is offered for students who desire to work in retail
stores or who _'ilh to establish smell retail stores of their own.

A grade point average of 2.0 on & 1, 2, 3, 4 point scheme is re-
quired for the earning of the Certificate of Completion.

Students in the School of Vocational Business Training mey trans-
fer to any degree curriculum in the Sechool of Commerce, but they must
satisfy all Lower and Upper Division requirements when they do so.
Credits trensferred fram the Soho;l of Vocational Business Training to
the School of Commerce or sny other school are evalusted on the seme
basis end in terme of the same standards as apply to credits treansferred
from another institution.

The facilities of the School of Voecational Business Training, while
not elaborate, are adequate for the most part, with much of the equipment
being shared with the Sohocol of Commerce.

The faculty of the School includes, in addition to the directer,
eight graduate assistants, all of whom are working toward advanced de-
grees in the School of Commerce. The sbsence of full-time instructors,
with the obviously short temure of the graduste assistants, creates many
administrative problems, but it probably entails less sacrifice of in-
structional competence than might be supposed, because the assistants
are rether highly selected. They are associated constantly with the
regular faculty of the School of Commerce, and most of them aspire to
permanent teaching on the ccllege level.

There is a probability that a corps of three or four full-time in-
structors will be added to the staff of the Sechool of Vooational Business

Training in the near future.® At least one specialist in the work under

4. Interview with M, Fred Tidwell, Director of the School of Vo=
cational Business Training, April 22, 1%41l.
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each of the options deseribed will probably be selected. In this event,
a number of graduste sssistants will be retained for the teaching of
multiple sections end assisting in other ways. The faculty of the school
is discussed in greater detail in the description of the school's coun-
seling program in s section following.
The Speecifie Information Needed in the Personnsl Hecords
of the Sehool of Voecational Business Training

Lloyd-Jones and Smith have formulated s plan for ascertaining the
information whieh should be ineluded in the system of records of any
particular institution.® The divisions of information which follow ere
an sdaptation of this plan. An sttempt is made to make cpuiﬂ...ap'pli-
cation of the principles listed earlier in regard te the essentials of
the individual inventory in any general situstion.
Inventory of the information which the Sehoel of Yocationel Business

!‘uiun‘ now has mh; ite students.

When students apply for sdmission $o Oklahoma A. & M. College, they
are asked only the most functional of information. The specifioc items
included on the admissiouns blank ares +the school to be enrolled im,
neme and location of high sehool and date of gradustion, nawe of college
last attended if any, age, and a reguest for submission of the high
school transcript of credits. No references are consulted and no recome
mondations required. Oklahoma A. & ¥, College is e state supported in-
stitution, and no restrictions or selective processes are employed to
control the enrollment--the only reguirements being high school graduse

5. Lloyd-Jones and Smith, op. cit., pe 25l.



tion or twenty-three years of age with the ability to do college work
satisfactorily. The information on the sdmissions blank is used ex-
clusively by the sdrinistration.® The School of Vocational Business
Training is affected by the admissions procedures, of course, but it
actually receives none of the information asked for in the application
for admission, with ome exception. From the transeript of credits a
list is mede of the commercial subjeots taken in high school. This
list, without the merks made in these subjects, is inserted in the in-
dividual's folder in the persomnel files of the School of Vocational
Business Training,

A number of Oklahoma high schools meintain fairly comprehensive
cunulative records on each student enrolled, and they fmrd- these to
the higher institution chosem by the student after graduation. WNo
uniformity exists among the cumulative record forms received by the
college from the various high schoocls, however, and little use is mede
of much of the valuable information thus assenmbled, mas & conseguence.
The overwhelring majority of high schools in the state submit merely the
transoript of credits.”

A three-day orientation program is carried on for sll freshmen en-
tering Oklahoma A. & M. College at the beginning of each winter termm.
During this time the various entrance tests ere given. A)l new students

sre required to take the American Coumeil on Education Psychological Ex-

arination, from which linguistie, quantitetive, and total scores are re-

ported, and the Cooperative Inglish Test, Form P¥, covering vocabulary,

6. Interview with Ferbert Patterson, Dean of Administration, Okla-
homa A+ & M. College, April 30, 1941.

7. Interview with Herbert Patterson, Dean of Administretion, Oklae
homa A. & M. College, April 30, 1941,
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sentence strueture, and spelling. A reading test is required of all new
students later in the term. Remedial BEnglish courses are prescribed for
scores below certain levels on the English end reading tests. These
tests are administered end scored by the Testing Bureau of the college.
Yew studentes in the School of Vocetional Busineas Training sre re-
quired to take, in mddition to the tests just described, certain others.
Those who wish to include shorthand in their study plans are required %o
take the Turse Shorthand Aptitude Test. Students wishing to enroll in

any of the courses usually designated as "clerical™ and in bookkeeping

are required to take the ¥irmesotas Vocational Test for Clerical Workers.

All beginning students are required to take Bell's Adjustment Iaventory,

before enrollment or at the earliest convenient time afterward. All of
these tests, with the exception of the resding test, are ordinarily given
during the period of oriestation, and the results sre msde available at
enrollment time.

The Strong Vocationsl Interest Blenk iz given to all students who

are not certain of their vocational preference, or who aprear to be mis-
fits in the treining chosen. ¥ost new enrollees in the School of Voca-
tional Business Training oan state their vocational preferences feirly
definitely. For this reason, and becesuse of the expense end difficulty
associsted with scoring the Strong blank, it iz not sdministered until
later in the term except in cases where special need is seen to exist.
The Testing Buresu handles the administration and scoring.

A physical exemination is given %o all beginning students by the
infirmary, but no reccrd of the results is sent to the varicus schools
except upon special request. Services of the infirmary sre financed
from fees collected from all students et the time of enrollment. The

infirmary staff includes a physician, & surgeon, a dentist, and & number
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of nurses. Their services are available to students at any time during
the yeer, and when used, 2 brief note is sent to the teechers of the
student treated. This nocte merely shows that the student hes received
infirmary care, end does not indicete the nature of thes difficulty--a
weakness of cbviocus significance to persomnel work as well as to ine
structional adjustment. Very little information regarding the health
gorvices of the infirmary or of any other agency finds 1ts wey to the
personnel records, and from them to the sdvisers. The fragmentary in-
formetion obtained from the student in conferences with his adviser
represents the most dependable health informetion at the present time.

Informetion regarding the economic situation of the student is
usually obtained directly from him in the interview. FHe is asked about
his part-time work stetus at enrollment time, and en ad justment of his
class lecad iz made accordingly. He is asked by his adviger, at other
times, to impart information in regard to the suitability of his part-
time employment, the budgeting of his time, finaneial difficulties, and
the like.

The housing of all students of the ecollege is handled by a committee.
In instances where such malad justments as inadequate facilities or dis-
turbances to study are clearly interforing with the student's progress,
and the adviser learns of the difficulty, this information is noted on
the student's record and a satisfactory adjustment is atterpted.

The advisers attempt to maintain ourrently a record of the extra-
curriculer activities of the students in the School of Vocational Busi-
ness Training. Interviews with students have been the principeal source
of this information, supplying memoranda regaerding students' particips-
tion and interest.
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ginds of informetion pertiment Lo the aﬁjcatn<nﬁ¢ &nﬁ vogationsl sirs of

Sie Selool of Vecational usiness Treinine.

The BSehool of Yocatioral Business Training hes ss i85 meJor objap-
tive $he voesbicnal prepsrabion of the stud&nt.B The matier of grostest
eoneern, therefore, is thet voecgblional edjustment must be scoured st the
cerlissh pogsible time after the first contaect with the schoole Por the
student, this probebly implies thet & wise, schievshle cholce of voee-
tion should be rede gquickly, thet a cerefully copstructed plap of treine
ing should be lald and carried out, thaed a sulteble Job should bs obe
tained as scon as possible after completion of the perioed of training,
and tlad progress on the Job should be ouserved oritically.

The Schocl of Vocebionel Susiness Tralning wes forved io meet the
derand for £ period of fraining reds shorber and more intensive by the
elizinetion of rany of the traditionsl requirerents, but sven in this
eiturtion, the sll-round development of the individunl pust be reserded
a8 surersedins st srbrecing his voembtlional adJua tmoect. A post ckallenge
ing problen whiak feces the School af the praaant tive is the rospongi-
biliky of giving Ho i%e students & general sducation whieh is comparadble
end sonpstible with the vecaticnnl greparation which they recsive. The
nrabler ig ons of degree rather then of choice, withk Williemson's pene

eralization belng particularly epplicable; ™In the ratter of acguiring

caltare it is zot n guestl lon of &Il or nons bub of how ruch snd whab
wind ls anprooriste for saeh stadent

Te limit the offerin-s of the School of Vooationsl Dusiness Train-

Zs Bulletin, Uklsboms fericulitural and Jechenicsl College, Ope
c‘iﬁ" ? L3 156’

G, Willismaon, ope. 6ibe, pe 15
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ing ertirely o vecationsl ccurses would be to igners, or to brand es con-

g

copitent, such olber cuteores of educctlion ss intelleokusl growtk, erc-
tional zeturity, seelal shilosophy, end penereal interest in lesrsing snd
sch:elerliness. 3wt to include all of %he couraes of & culturel nature
whick ere ragerdes ss “essontial™ by the vericus oubjech-mstter speciel-
iste would nocessitete s longer period of trainming end would defeat the
nyrpeses for wiich the school was formed.

S while voeationel adlustrzent mey be of grester end rore imrediate

coneern in the Jchool of Yecotlian Zusiness Treinliug then in reny olher

stions, thle pust net be construed boee nerrowly. I% ney

bo soer resdily that, in spite of the voceaticnal emphasis, the rerscennel
rrogre:n of the school must comcern ltself with a veriety of influences
other thex those included under vecabtional edjustment; the ultinate poal,
ever hops, Tust be 1ife edjustrmont.

fAut 1t is herdly necessery te point cub the devendence of “oduch-

" upon Veduceticon for working." "The student’s cooupse

tion fer living
tional intereste should serve Yo give intepration smd reality to his
riueationel exverience.™0 ind as Lloyd~Jones and Exith sssers, "isny
of the irportent problems ol llving msy ba sllevisked if the student is
siven gome assisimnce in compection witk choosipg, prepering for, enter

2

ing upen, end progressing in on cecupstion. 1

5>

4

The perscnnsl records of the School of Vocetional Jusiness fraining,
therefore, must coniain informelion which is helpful in the undersiend-

ing of 1%s students axdé thelr adjustpent Yo living ae well as & working.

1%s T S Advisory Conmittoee on
Soverrment Frinting Office, ¥Waskington, L. Ce,

uweetion, davort of the Commities,
Fehruery 1938, 0. 4.

11, ileowd-dones snd Dmith, op. sibe, e 130
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When viewed in this light, need is seen to exist for all of the areas of
information found to be generelly regarded as fundamental to the under-
stending of the individual, in an earlier chapter. In regard to the
personnel services of the school, as well es in regard to curriecular
offerings, however, the ever-existent vocational emphasis must be kept

in mind.

Inventory of information net now available but important to the education-

_u_l_ aims 3_1'_ the Sehool of Veoational Busineas !runig‘.

One type of informetion whieh has been negleeted in the personnel
records of the School of Vocational Business Training is, surprisingly
onough, the elemental personal dats, whieh is easy to obtain, sand which
has an unguestionable place in the records. An edviser may be in con-
tact with e student for s year and never learn such things as his age,
birtkplace, home sddress, father's oceupstion, rurzl or urban back-
ground, high school attended, snd church preference. The absence of
any form in the existing plesin-folder system which specificeally cells
for these and other similar date is the spparent ceause for their omis-
siom. By incorpersting them on the card which is to be ccnstructed,
their inclusion msy be assured. Two ealternative plens for securing
these itens are suggested: a questionnaire filled ou% by the student,
with the information later transferred to the card; or direet filling
in of the spmsces on the card, either by the student himself or by a
elerk who ssks for the deta at enrollment time.

The utter lack of information in regard to the high school none
acedemic experience of most studente whoe come to the Schoel of Vocation-
al Pusiness Training is very definitely & handiecap. Until the time when
e stete-wide requirement for the maintensnce of & uniform cumalative

record is made, there seems to be 1little possihility that the high
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schoel snd aollege euruletive records ey bes ertlcilsted oy comtacted
wikh any Cegres of effeolivencst.
Tre Birk sehool sosderic record whichk is received by Sulshone de &
Ha ?aglﬁga, howevor, eozld by mede Yo conbridate much pore Infornstion
of wlue %o the pspreonmel rocerds of the Jehool of Yoewulonsl Tusiness
Treinive than 1% pow dovse The short eontsct wit: siudoobs nscessitstes
the getbering of &1l swnllodles dete ¥hiel may be of uge in undsretending
ther and sesisting with thelr 24 fustosnted®  Tor this resscn, all of the
high sereol courses and the zerks maéé in then should probably be ligted
tn $he personnel reecrdse This informstion eould be obdeined witi ne
srent emount of diffleul%y from tke high echecl trenserizt of credits
recelved by the reglstrar. The coopyrstion of the rsg;str; affica furse
Las been assurod«’® The most desiradle time for sscuring this informe-
tien weald be before snrellpani, but In view of the faet thet rany stu-
dents enrell canéitionally, pending errivwel of thelir bigh sohool tran-
eorints, this would prolsbly heve o bs posiponed until s few weshe after
enrollicent, Zsedesie records of new students enrolling leter iu the
e eguld be kept up o date,

Iz an esrliier ¢ anter,14 the chlef bernefit acoraing froo & koow-
1odre of the extre-curriculey ssbivities of o student wes s63d Yo be sa
insight Inbs his Interamts asd perncrality. The apparent stebility of

tre vonabtione]) interests of mort ptudesis sne snroll iz the School of

1Z. For a divousaion of scme vossidls walines of 2 sriticel inengce
tica of the high scheol courses taken and the marke received, see th. II,
i’?‘t v" "

1% Interview mith Dess Derbert “siterson, Anvil 32, 1861.

14. Boe The 11, Be He



Yoosbional Businuss Training, 28 compersd with those of students in
four-vear curricala, hee already been poinbed oub.. This wonld indicste
that exbra-curriealar achivitics heve a less inportant role in ths situ-
ation boinz cunsidered than in one vhere a astudent is groping for a field
for spocialigetion. IF $hig is v feir mssumpbion, 1t should ot lsast be

& welcare one, for no organized record has been kept of the extre surricus
lar acbivitles currently ernpeged in by the students of the School of Voo
caticnel Zusiness Trsininge. The Importance of these activities iy such
tkot they should prousbly no lenger be iLomoersd, however, beesuse ef the
disparity whieh is Traguently found to exish between en individusl's
voentional intercsts and bis abllity ené perscnelity. The most satige
feokery ssures of Shie informetion in the present situstion would soem

to be the student hirmselfe Iis partieipstion in veriouz setivities

coild be indleated on & guestlonmaire or noted In an Interview with his

adviser.
The measures of apbitude now being used ere arpersntly ameng the

best evellable, but thers sre osbhar gzoof toszts on the marked which probe
ably rerit triel in the looal sibuation. Flans sre laid for the compu-
tation of copfficlients of correlation bebwoen the scores msde on the
Turse Ihorthand Aptitade Test end the Finmesotn Vocabizzal Test for
Clericsl Workers snd the studunts' proprese in verious coursss isken.
Ti:dis Is ko bo done lomedistely following the ecurrent term, end local
nores on thess tests are %o be copputed a2t the seme time,

Tiie Americsn founcil on Bdacstion Fsychological Bxeminmetlion is so
widely uesd end Bo well known for its reliebility snmd velidity thet
1i%%1e need be seid in ite Lebalf., Ope dorivetion of this examinstion
whick has not been recelved by the School of Yocationul Business Trains

ing in thoe pagt, however, and which would have cbvious velue, is the
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peneral vathomatios scere. This score is slrsady sospried for cerisin
syviar sebouls of bhe eollege, sad 16s inclusios iu She list sent to Yhe
Sehool) of Tospbionel Imaigesas Tralning wiuld reqgsirs I1ittle additiorel
tive end expanse. The slgsificasce W ich this derived scors would have
for zopounting end other couress reguiring webthemnbicel Ffeollty would be
intoresting end rrobebly wwlueble.

To rrovide for olhep tenis whien zay bo added in the near futurse,

gepe wxtra srace should be sllowsd oo 4w card 4o Ue eomstructed. Yhis

tyes of Flexibiliby has & value thet ig 1imited, howewer, for fregusnt

revizion of $he form wsed lg edvisable, whon nesed srises.

smal itexs an the

a3
e
¥
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The Lringing bo boar o epbifudss
bigh sohool poaderic record, sircody mentiowed, should grastly siranpthen
the élagpesis «f dhis Inporiant oree uf inforssfion.

The srebles of mseerdeining the interests of studente in Bhe fckool

el
ety
ot

Vocebionel Buginesz Treiping Lee elroudy been degcribed se less 3071w
euls ikep thet confronted by roet four-yosr schools. Uoe of the Strong
Tocetl onel Inberedt Test ez been wevtioned, rlse, o sueh sdvantege
existes In regerd 4o ibe Qlepeosle of verscoslity. The iwpression row-
ecived by the edvissr i his isterview is v fellible one, becsuse of the
ebnersality of the ifpterview situsbiens The Tell &4 Justrent Iunventory
et considerable velie to the sfviser, Wb i% purperte bo weesure only

5 few cresn of personeliby, end 1% ig oxly an indicstlon inm reperd to
thows The Lest view of persorality, secording %o ¥11liarsont® 1e sn gos
ewmlabion of deseriptions of hie bebsvior ip sorzel situeticonse-iz the

clese poon end oubs U8& of the snecdotell ia the o rparent anewer Lo more

18, ®illlisrgon, ope oltey e 74a

18+ See Che II, pe 17 for 8 diseussion of the snecdote in ragard to
interegts, and {he i1, pe 21, 12 regard te personelity.
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satigfactory norsonalisy dilaznosis Tor the use of tho adviser, and as a
nark of the personvel rocerds. Dpace may bo provided on tho cumulative

racord oard so thet those anvedotes may b written Jdlirsotly on the enrd,

ber, aetivity director,

ar teagsferrad frowm the astes of Yhe fasulby

or obher obsarvar.
Terltk has slready been montlomed #s & neglectsd phase of the record

systen of the Schoel of Vooaiionsal Dusiness Training. He record of the

W

thysicsl rxaminabisa given each shudant is sent to the school, sné ne

Apgorizbions of honlsh defects rovenlad st obher tizer iz »edo svalilehle.
2he confifdential nabares of much of thiz informaiion is reszon en songh for

o ~

of 2% iz so clesely rolated o school prome

rOSE s 4% ghoald not be withhelde Bueh wesinergos am
DEOT tivs hearing, coler blindness, snd the like, misht
well inflaencs 2 student®s choles of weeation. For sxample, & fecrsterisl

gzreduantn or 8 prospectlve sulesparson vho has peor hearias will be hendie

easned hp outh kig onreer. Shronie disturbances of vericsus sorbs

v eaeare the zotice of the adviser and of the Gsachers, while

1 atudendts mrogress iz deberred end ths cless load may be too heavy.
2reer & svadont's releass from the Infirrsry, sere ides of the zabire of
the diFficaldy by the toacher would nnke pomsible 2 more sineiderate and

r hove for mors ussble lnfermetion In ressrd to the bhealth zeprs

vices of the collepe epparontly will be weres wishful thinking wniil the

=3

infirsmry policy underzoss Urtil thed bire, most of the heslth

inPormstiar eonisined on the persounel records must be obislined Trom the
gtudont himself. Bpeee will bs provided om the cusuisbive card for =
description of any pbysiecal defects, but the prebeble incompletonsss and

inaeouracy of the student's descriskion must be recosrdized. This descripe



56

tica could be obiained by use ol @ tignaaire oy iz ths inlerviagw

1

i befors surollmeat er sl the

“
2

Glusteent should preve to bo of couw

sidarshle value in the nresand situstion.

Tre Flagomant servicas of fhe Sehosl of Vocnbtionsl Lusiness Trpive

inmy whieh esrs earried on by the Direshor, depend o £ considersble ax-

R . - - T N N TSRO % o P
hert upen Yhe inforustion higherte sooursd by the edvisers in regerd o

rlacanent, o be sure, but if & comprohensive ecumalstive

beined, 1% should leave 11tdle do bo sesiwved clsowiore.

zegopsary for followesp of gruduates ey Ue sougnt ulic

* Lre cumalstive veeopd in wisd.e Gne pomsible plen

the recorde for plecerent &pd folleoweup with thes for
sounseling will Le suggested in the nexb cheptere
The Counseling Prozran
GOf The Bekool OF Vocatioual Dusiness Training

As was montioned earlier, this'study represents an effort 4o de-
velop & recsrd systor, besed on & cumuletive record cerd. Frobable use
of vhese rocorde is by nc meang confined 4o the counseling program. All
of the functions of gunldenos must depend o 8 grenier or lesser extent
upor the personnel rocords which are maintsined, The major purpose of
etadant reaexds; howaver, 15 Lo meks &vailablg the bagic information
thet is nesded in providin: an instructicnsl and counselin: progrem

sdapted to each student as an individuel.l?

17« Arthur L« Trexler, “Fersonnel Records,” The Encyclopedis of
Educaticnel Hasesrch, op. oit., p. 285




Ccunseling is reparded hore as the rersonalization of the entire -uid=-
BTICE DPOrTElie

tne of the prize oriterds discussed In ths vrecedinz chenter for
the Saeclusisn of various inforsstion in Lthe inventory of the individusl
is the use which will be made of it. {(lozely interrelated with this
regaisite of ubility sre the ebilily of the counselors end the seopo

of the counseling progrem.

,..,;

n the dogerinsion of the counssliny progrez of the School of Yoe
ostiopal Business Traininz, the prasradic liritetions on the itenw to
ve included in the study of the individual must be kest clserly in mind.
A nurber of chenses in the counseling vrogram ere contemplabted by the
adrdnistretion for the coming yeery others sre certein to become de~

sirable in the yoears to come. Sonmo of these sre rentioned, alone with

recosmondebions for effecting ther in the sections which follewe They

mey sugrest & necessity for flexibility in the record syster I nothing

TOIE .
The EGHLSﬂl ine Steff

The Director of the Zehoel of Vesstionmal Zusiness Treining achs as
the adninistrator of the couneeling program. The eight graduets easisg-
tente, slreedy referred to, sre the sdvisers. Eecoh bhag ebout thirty
sdvisces under the present arrsngerent, all of whexr ordinerily continus
under hir Shroughout the yesre The comrlate turnover of praduste assis<

tants oach year lizits the verloed of contact bebtween advizer aud advisse

%o cne wer, and makes necessary & now adviser et the beginving of the

e 3

second yoar. Vhen 4% is corsidered, however, thet wore than half of the
stadaots do ot remain for the second wmay, the sericusnesss of this
bBandicar is seen Yo decronsy.

The draining of Ythe edvisers, both prepersbory and in-service, has
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bean under the existing setup and will probably coentinue to be a mstter
of conesrn, 88 1% quits rroperly should bo. FHone of the rreduate asgise-

tanks ¥a are handli

advigory doties thls yeer bheve hed svecialized

trein in covnseling. This res econsbituted an sdnindstrative problen

es wsll as & linibation upon the effsebivenssd of the advisory oresrav.

e

ey bo wake the bosbt of the situstion, a congiderable portion of
the waskly, sne-hour mooking of graduste essistants is devoebed 4o s

<

disoussion, with the Directer a8 ehalrmss, of such Soples ©f general

inberest az diarrnogiz exd frestient of individusl ceses of walad justzent,

E%

tegt results, lobsrview technigues, end the like. Indlividual problems
enconntered by the asalsisnts in their edvisory work whieh they sre un~
eble So bepdle ssbislectirlly sre usually refarred to the Director.

Couns .*ng frocod uron,

vhen counseling is covenlived e the sorsonalization of sll suidance,

o
e

#s 1% ig hove, wvoene of the arbitrery divisiong of zuidance, such as eduw

eationel, vooskionsl, perscrel, end social, wmay be properly exeludad.

Lone of theao rhases of puidance heve been exeluded from the counselix

progees; of the School of Voeabtionel Business Trainirg. The progrex is

new, snd 14 is s%1)) in the process of developrment, But scup provision
igs =ade for assisting the sthdont in &1l of thoe sroas of bis adjustment.
Inforration scouresd avwd recorded in regard to esch student hes been

desceribed iz the orsce goobion. The stall of asdvigers has alsc besa

i
i
T
3
g
[
{Uo
1]
-
L
e
e
%
e
“4
"‘z

firat econbest with studonbs eccnes &% snrollceats Liwse,
wvhan 611 asgsist with ragistreblous. Torumasnt assigamente of sdvisers
sre noh wede wabll olesswork is begun. A% the bine of $he {irst repis=
tretioc of any sardlealsr siudsnt, the advisers have st Lhely disvosal
the resclts of Bhe bethery of tests, nrevicusly described. Rach student

=

is esksd sbound hix vooatlensl intersste and pearde-tlive work stetus, but
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NG Geo 8 been made of 4his informebisn &b the Giss. Using this ine
cepuabion sod the best resuibs, o tentabtive selection of oams of Lthe three

saprricsiar opblone is mede, and & schodals of clessss for Lhe seesiur

tuide tesb seuvres ars vaplained to the shtudent, snd, im
the case of exirevely lew cmes, he masy by sdviscd szsinst & partieular

currivilun, bus no ome i berred fros the eourse he wishes to teke, sive

on & oagis of Lost secres. later, if the stodemt ie eleorlv & nisfit

Dyrasa for

n bis chosen curriculum, 56 may bo referred to the Testing

itho Shromg Vorsbionel Inberest Bleuk, end & considorable amount of efford

m&y by experded Lo bring sbout his sdjusteeni,.

ol

wnk of an adviser is meds Por esoh ctudont ob the aarlis

L

<5t possible Sims afber enrcllyaste~ususlly within g weeks. LSome albempt
iz nade to assign Hhe student to & teacher in his field of spocialization,
bub biis has bsen diffieult with the staff made up entlrely of pracusie
sseistents, end ouierous axcopbions havs cecurred. The samo sdvisor has
ususlly Lcer retamimed Lhrougzhont the yemr--this beimy (he maxiaum tive
nossinle widtk ths cumplete amnual turnoever of graduebe assisbants.

Usder Lhe axisting errangavent, &n interview with sach student hes

308
&
L

£

rranged by bis adviser within & few weeks siter ragzahr& Lone

8 is vors or less a gob-scquainted eonference, wut with the inedequate

>
[
&

racord sysbtus end the sbsoence of nueck 3%l vporsonel debta, ths provedure

5

gm

durine Yhis first nceoting hes cecosearily countered sround fact-finding

i

er gecurlng infercaticn, muaeh of which should have been cbiesined in ad-
vaves ewnd by sore cvlective ncaus.
“he nlea {eor interviews In the pest has been to sehodule st losst

1,

v interview sach scussbor, with

ene inmedistaly after mid-
‘J

sowaster. Zech adviser is availeble during his offics hours at eny

c2lby hes Desn experiecosd in

fr;

ether Line torcugbout ihe Uerm. Jome diffd
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persuading students to eome in for these interviews. An inspection of
interview recordes suggests, not at all surprisingly, thet many of those
studonts who azperently need help the most, because of greatsst disparity
bstween ebility and school schiovement or other csuses, are the ones who
are most hesitent.

Stereotyping of procedures during interviews hes been guarded
sgainst, but certain purrcses to be sccomplished have beexn decided upon
by the advisers, under the supervision of ths Director. During the
current year s lizt of items of informetior desired and another of pessi-
ble areas of student maled justment were used ez guides during interviews.

The relatively short contact with the students and the hesitaney of
many of them to come in for interviews necessitetes covering & wido variety
of informetion im the oompulsery interviews. Durimg the first interview,
the sdviser sttempts to establish repport and secure the confidence of his
advisee. In the sams one, and in subseguent interviews, the progress of
the student in his wariocus school courses is discussed. Uarks in sll
courses sre sent to the advisers et mid-gerester end st the end of the
semestor.

IT the student is making low grades, same etterpt is made to dise
cover the cause aend toc effect an adjustment. Attention is usually given
in such instences %o the student's interest in the course he is pursuing,
%o his study hebits and budgeting of time, to his residence and study
facilities, end to any personel or social veled justments which mey be
interfering »ith hie school progress. Uore stiention hes probably been
given $o the students dolng extresely poor sohoel work than to any other
with no great amount of attention being given o bow nearly the student
is approaching his ability, e&s predicted by previcus school work, tests
teken beforehsnd, and other sdvancs indicatioms.



61

Tz wooational rlane of the student snd his ad justrwont $o the voca=
tional course being teken is slweyrs e mebter of conosrn in the interview.
e tkis connection shieuld be rentlionmed the groun guidance facilities.
The progrsm of orientetion has slready been dascribed. The core of the
afforts et greap puldsres lles in twe courses, sach & senster in length
end haaring one seresier hour of credit, In Businass Yeestlizns. Those
coursss ere regaired for o'l frestran studentr in the Divigion of Come
merce. As the course hHitles Indiecste, they desl ehiefly with the disw
serinabion of cecunetionel infareticn. Lectures by business zor end
eracialists in verious flelde, Yrips %o businese estodblisbrents, rending
rafereroes on business opportunities end careers, and discugsions of how

varicus bhuginess courses sre usuelly included in the centent

of ke courssSe
Ir oddition 4o these courses, shndents In the Schoel of Voestional
Maginess Traipine are offered s noneoredit course whiech ineludes info

e

Hionm and srecial training in the verious Civil Sarvice vocaticral onpore

tunities for whi soecializetion iz »ede possible in the schocl.

itk the 4iffusion of ceoupntional infeormsbtion apparently sc well
hendled, ibis responsivilifty of the sdvisers is sosewhs® logsened, but
they sbherpnt, in ths in%ervﬁﬂws te zive specific sugrestions in rerard
o vecational rosgibilities snd requirerents whon necded.

The cther half of weeationsl ad ustrent--that of seeins thet the

student is sdapted to the yvoostion ho clocses end trains fore-conbtinues

¥o be e prime responsibllify of the counsellne progren end of the ade

‘gers. In &he cese of eonsisiently low grades in the currlculer op-

tisa belur mursued by a student, bis adviser way suggest Shat he et ine-

BED

Se seme £ield mors to his liking or more on the lovel of bis abilities.

Thz Streng ”ﬁcaticnal Interest Blenk hes alraady beorn wentisned as one
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'.
B

reRSure sonebimes fehen in the cose of nisfite or ancertaisn sthudenis.

i

in the pest, persunel problass

veonticoal adjugtment, berve recelved little sbbondion izm the iad

inge The Dell Adjustmont inmvenbory, which is gziven te s&ll

aishes Lhe sdviser with clues to possible waladlusinonisc.

may valuztarily mesbion swe srsonsl problers, and othsrs moy be dow
tected in the sdviserfs disgmosis. ALL such problems ere discassed by
the pdviser wad the shudent. Chvicus personal dafesis or offsnsive

veonorisss on she gard of the giudsnk gre cecasionslily

o

v

the adviser, bul sll Yoo Iregquestly he wey mever debeed such wasinesses.

Yerhapss the bopsd-for installetion of the augedsie ag an lgiegrel rard

2]

£ %ho pevaonnel rogorde uwsy zo 6 loug way towerd mupplying cuoh needed

4
Imformetion.
In the disvusaion of hesltlh in the preceding section, $he idss moy

Love Gosn texmitted So enter that the heslih sery

Callege reselive are worfally incds

ose means the cage. The Infirsery le well eguizp
services ere constantly sveilable. iLn ¢xeellent progres of physical

eduok.ien is likewige svailsble, snd osch student iz ordimarily reguired

to take four sevesters, with & wide ciolse of sports and sctivities at

¥

s polnt of view les in

>
14
(%A
143

shokur of soy serbicaler imdividuml, s cdueational and vecsticnel ode

. bekes eceoust of the individuml't bealth edjustuoent is

raconmendaticns .

The wresont limitation of conisct betwesn sdviser and adviges %o

one yesr will obviously continue o bs g hendlicap arkil o manber of fulle
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Then thie is dons, the situs

“ims imsbrusiors ars added $o the faculvy.
etivo might ke sased, though not solved ontirely, by tho sssizament of
all second-yonr studonts %o the instrucbors whe have hed conteet with
then during the first yoars

4w errengerent Lhst nmight be 8411l sore beneficlal to the student
would Le the assumpblen of all responsibility for sdvisery dutles by

Waua

the fall=tinme ingtructors. This would permit oo :t*aueqa contact with e

(ﬂ-’

single adviser who would prabauly be & specislist in the cpbiom w8 Jjor
interszst %o the stodent, ?ha-pl&a’af heving cnly certalin faculty meme
wers act as sdvisers, selected on the besie of thelr breining, interest,
and rerscoality, is receiving Ilncrsssing support omosg personnel expuris.

Tids trend and various advantages of the ylan are described very affoe-

tively by &

if a hig aorl were oarried oul, & prim&rg'eﬁasineratiaﬂ

Cin hiring inebractors might be iheir Sraising ond interest in guidaace
sud bheir perscnslity suitebility. oCredusts ascistands cculd s%1l1 be
expecied to assist with registration, 4o comiribube regularly tc the
réerscunel records and assist in their wmelind anauca,‘t@ serticipats in

clinles or €iscagslions with the esdvisere rogarding individusl sbudenis,

pecisl intorest or propérge

n

arnd actually to egsist in sdviscry werk if

ticn is possseged, 2ame reduction of {he instructors' tesching londs

bacsuse of the Yime which the incressed nunber of edvisses would rew
p . - /<

gaire weuld be 2 necuszity.

& plen whielh would mssist raterislly in tho treining ef sdvisers,

15+ &e de provoaugh, "Stedent Tersomusl Vork," the ‘ertn {sutral
assooinstion Yusrterly, April 1839. Ppe 51828,
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whotbor nesicstants or lastruckore, wenld he g reqitirement of a coorae in

2 Yo be teken rrior Lo sceapisncs of the rosition or conourrente

lyy during the Pired gsevesker of perforrzings mdvisery duties. A course
of his %upe is svallable in the eollope 2t the pregont time, and with
the inersaging erphasis on student nersonnel werk, 1% wonld be of life-

long velyz $o the sdvisere-this, sniiraly aside frow its ohviows weorih

4o b mdvisase.

eatings of advisers, in which sore %ire is devoted to
tragtoont of individuel problens, furnish valueble insight and training.
Thesz zobaglly eonstitube olinies.1? They skeuld be continued smd in-
tansified, with sll advisers particirating,

Taricus other provisions hevws been made in other insbitotlions for

the training of froulty counselors. Amoug these aret meintemence of a

[

Laooks and merisdieels on eounsslinr: attendance cof ra-

?brsoﬂﬁﬂlv.a.tfﬂ ¢ by ¥he andvissrs; vizits 4o obher
wiitubions For the nurnose of absarvisg the wrogedurse emnloved: smd
reriocdic chidies of the effentivences of the coumssling rrorream eitheor
by the edvisers or by saweong else invited inte the inghitntion. 20
fob &1l of Lthese edditiomal wrovialess for Yraining of thg advisers

eusld bo corrled oub inm the Schoel of Vorcsilonsl Duriness Trainine, but

cortein cues arpwer practiceble, esreclally $thogs inp revard to librery

sffectivenars of the program.
In vegerd to the counzelinz precedures ss they have been esrriod on,

& auzser of reeormendedicns rey bae vredo, sowe of which bosr directly om

3.4,

1%. For an subheritetive freatment of elinienl counssling, sees
Hilliemson, 0n. ¢ite, Ghe IZ.

20. Brusbeuph, ops olt., p. 522,
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tha records used. PFor the sake of Justif'ying them, the nweessity of rake
z the shtudy sud adjustnent »f the individual as inbensive as the faeilie
tirs ond advisory staff rcornit must be roiterated here, with the shorg
contact with students in view.
Tre first registration of students decldes tlhoelr educationsl slans

'Y <3

for an entire sesester, and strengly influencas theipr cholces of educe-

(e

$iomal and voeabtional sreperstion throughout thelr stay in schoole Thon

g

ig considared ilat no students remein in the JSehool of Veesbiwunl

(S
&

s iness Yrainiong lonper than four semesters, that wore than helf reveln

oniy twe semesters, snd thet pany stay For only one, bthe irvortmnee of

o

securing the best adjustiment possible at the cutset Leweumes ovident,

fi]

The satbery of tests gziven sa% the vresent time furnishes ' cood,
chjiective frameawory of informetion sbout cach student. Tn any case,
wowever, tost recorde should be suprlesented by other tyoes of messure-

rent smd ohservaticn.ed  As much as rogsible of the inforeation Yhat

> brought to beer lsber in tho somnesber on kis eduestlionel and

vooetimmel docizions should be mcoumulated ard used in the siudent'e
Virst registrations

In erder %o round out this inforpstion befors roglistreticn, Lhores
fore, sack studsst should be vade te supply tho olovwenial vpersonzl deta
desceribed in the sreceding ssetien. This informstion nulghd e soquired

aither by guastionneire or by direct guesbtioning of the students, Iin

hep esse it ahould be recorded &t tha tive, end transferred o Lhe

cusmlobive record csrd Irmedistely or soon afterward,

e heslth status of the siadent, if ever =ede aveileble to the edw

21, burieh and Lrenn, one olt., P. 76,
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visers, should alsc he sonzidered in the first ez well mm in subseguent
rapigtrationg, indil dhis tuvre of inforsetion Ofrop the infirmery i

forthooming, tre best sliernstive will probedly be questionizn the shu-

O

ent, either direckly or by guestiorraire, snd recording this informe.
Lioms

The iveconseiblility of hich school semderic records during the first
repigtration has been nenbticned. These records may be meds asveilsble for
uge in subsequent reglintretiorns, however. Thelr uses es indicetions of
ability to do gollege wor: woro discussed in Chapter IT. The relsticn
of previous course work to gsubSeqnent ecurse seleebion, as well ss %o

npocress in the opurses selected, 3Is e close one, but 3% challenges Lhe

2iscermment of the counseloreSd
Veoremic sietue, perticulerly partetine werk, is ususlly eoncidered
in rogigtration, with sone sdevtetion of the gtudent'c olare loed being

effectod. This inforcetion ls ueunlly net recorded b the Yime, hawever,

e

F

reguiring thet it be secured erain end aselin in reletion to intorviews
ard plecenent. A guostionneire filled ir jJuet Dofere resistretlon or
2irect £illing In of the inforrebion on the oumulstive record cerd by

the edvisar ¢t the fime of rorisiretice would besdlie the recording ssbtis-

froberily.

& muyvber of inpreverents in the interview provedures, se they hrve
bear exrried on, sppesr feasible.

The oresent inexperience of the sdvisery plecss & roiber sirong ree
groneiviiity wpon fhe Direckor to cvordimnte their work, %o meke zpecific
suprestions recmrding their interview procsdures, snd to cheok the reoords

freguently end vrovide for their msintevanoe. Tha responegibility of

22, Tilllevaon, ops cite, pe 268
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directly eszisting the advisers

ut

and with imvpoved Hralnine fesilitie

3R Dl

~estions perteinine chisfly should
be abbained durins the interviews wors given do the advisers, during the
current year. These were very helpful and were srebably qul

with the record syshtan in use, dmb 1% is hopod thot with the Insbaileaviom

of & curuletive racerd oprd, » “ho gom

,
ht ]
&7

ecured prior %o the interview by more objective means. A8 Wrsan | jpoisks

ok, the Inbterview zhould nob ba econfin

#ive inforration, orovide therepy, ond

This dees not ifuely thet all neaded informetion mey be ssoured ia

i

advanca, buk a rreat ma Seris such sz elenental ersonsl znd fanily

dete, rrevicus school ewnerismes, =

Inforzebion sousht during &

date bogt obtained au

wigh Lo observe the phtudent's rogefic

inforretion should dske nlapn, inscler ag 1

{0
=
e
4]
m
bt
&
i
&
-
i
hitn3
&
[
«
1
~
=
23
2
55
5

»

tre izmterview itzalf‘.“z& intorviews have

act bheen regirved Ivn veet inrbtouecss. Thio precilos very probaocly “as
certain nsycholorieal edvantepes, but in the eass of the veriedic coxe

milsory Interviews, o lsesh,

sentis appesr advissble, becauase of
the opportunidy thus =fforded for sdvanes interpretation and synthesis

of the drba alresdy syveilebls in resprd ¢ sz individuel. A8 droenn

2%, . Gilbert Vrewn, Tlours:
eatiooal institutions, op. €it.,

Ssudents,” fuidancs in bdaw

4. Co Cilbery wrenn, "lemersl (ounseliny Frocedures,” Encyelopedia
of THucaticnal %Hessmrch, on. ¢its, ¥ ' )
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stetes Parther,

It is recoamendad that the interview 1tself be movawhst planned in
sdvanoe, Sub if it iz 4o be a truly crestive experience between the
counselor and the counseles, the »lan of the Iinterview should be
subject to chanpe. Stersotyped action should be mvoided in ths
interview, but nlemming ehasd for & comsideration of the important
elements in the situation is economionl and psyehologioally defensi~-
blﬂbas

Anothor anparant weakusss, which is c¢hiefly thougk gob euntirsly e

sroblew of emphasis, ig the srell anount of attentlon given bo the super-

e

or students of ths school, as contrasbted o those experisncing scholags
tie diffienltiaes. The tondeney in the past bas besz So ddswiss sueh
students from lvterviaws with o few remarks repgarding the good quality
of school work beinx done, end to mokes little effork to discover mnlad-

. e %
Justrents of other Lypes. 1 14ersono0

shows, however, thet the student
with abilisy exrerisncess rost ef the sove vocehionasl, educetional,
rergenal, finsrcial, hesalth, end otler rroblens, which Yssst othor typoe
of students, snd & nmumber of othor probless lsrgely peculisr to his own
tyree These specisl probleme ivelude failure to achiews up to eansaifys
failuare to sob an wcounntionel or educsatiormsl gool commensurate with
birh ability; failure Lo nmske ssiisfying scolal snd erotilonal ed justwents
witk studenbts of lesssr sbility; snd fallure of the school gysten, boith

bigh seheol and college, %o permit the superior student Yo progress in

clasges at ris potential rate. Althoush sreater cegnlzence of nost of

thaose rprobleme is definitely needed, the advisers are esssisted greaily
in regerd Yo the eme lsobk renbioned. 2 policy now quite fimmly ostablished
in the Sehool of Tocational fusiness Training, snd n very cosmendeble one,

iz the permitbing of shudente 4o nrogrecs st thelr own rates through nany

2B. Ibid.

£8. #Hillizroon, op. eit., 388,
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corrievlar offerince. This heg heen oredby lergely confined to
the DusTnses skilY sublests, however, and a peel howard which fubure
afforts wey well Do dircetod iz ths exbension of this psliey %o all
ooy classes.

The problen of hesitency ca the park of zany students bo make
aroater uss of the advisenent servioes, is n zeneral one and by ne
roans ecerfinad So this Imebitutions. Hub i%s imeidence ls ummisbalieble.

Undil the unbelieving advises Is Turnished with concrete evidonee of

&

the value %o be received frox combech wikh bis sdviser, he will fiad no

initiative Yo toke adventegs of i%. & probles fundemental fo student
vergovmel record-heening ls likewiso involved. It Is the one enviesaged

.

by “eller when he declared nocessary “She ewrcleyment of the cumulabive

&

racord for undorstanding the individuwl rether than damning bin, e

S

25. Franklin J. Yoller, "ihe, ths
cationel Cuidence?™ (counations, June 1537.
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The School of Veecationel Business Training wes established for the

marpose of providing training for the lerge group of students who desirs

f draining shorter than the traditionsl four years. The short

oontect hotween the schopl snd the studentewnaver more than twe yonrses

makes necessery on intenslive student perseomnel yrogram whieh is desizned

o brl cbout the student's voeatlonel, educatlional, ond social adjust-

shortest possible time

ment

3 3 '3

Mueh volushle information for the annlysls of students is now obe

tained, bub with the plain<folder systenm of record keeping euwrrently

uget,y conslderc

o

de difficulty is expevrienced in interprotiag this in-

the nresg of 1x:s.furmtu:ﬁ; found in the preceding

ter to be fzmuwzmwl in the understonding of the individval sre slearly
chie Sehool of Voootionel flusimess Training, but the informa-

tion metuwally r

O

wooived needs to be ertended in o number of instancos.

& stafl of feculbdy advissrs earries on the cownseling functlons of the

student personnel prozram. %Yhe compseling services are sxpending roapid-
ly, znd wore infeormation 1n regard to students is constantly beling ac—

guirede. The inadequaey of the present record sysbem to handle thils in-
formsbion could be largely overcome by the installation of o cumulative

raecord card whiech would insorvornte the wvarious items of informetion

needed and acuuired.



CHAPTIR IV
CONCLUSIORT ARD RECORMERDATICNS

Conclusions

The purpose of this study waz to plan and develop & vumiletive rec-
ord for use in the School of Voostional Duainess Training, and to adept
this cxprd for use iz visible filing.

To provide baskgrownd and validation for the card, an sttempt wus
made to seowre the gousensuz of authoritative opinlon in regard to the
noccessary oocnstituency of any such cumulative record formes From this
survey of the literature s classification of the broad areas of informee
tion regarding the individuel, upon which agressent was found to exist,
wus formulateds This classificetion includes: previous school experience;
aptitudes and ebilities; interosts; persomalitys healthy end emvirommental,
finenelal, and work status. The contributions which eech of theso aress
of information may be expected to make to the wmderstanding of the indlve
idunl and verious possidle techmles for seouring the information were
noted iz the amlysie of the litsrature.

Although this study wes not prizsrily concernod with the task of
evelusting the enrd as & cumilative pecard forn, & comparison wes made
botweon the card mnd the othar caxmonly used forms suoh as the folder end
the formefoldors The goneral concluslon was reached thet the card offers
mmwm.mwmuﬁaummw'
portunity of perosiving readily the individual profile. The oerd is the
only one of the cumulstive record forms which is easily adapted to the
eubinet type of visible filing. Visidle flling of the owmletive record
cerd is Mighly desireble, because it rosults in comverlence of resording,
eage of duplicating, repidity in surveyiny of files through use of sipmls,
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and conparvation of spase. All of those adwantepes polnt to efficlengy
end econoryye . &

Stendards €0 be obeerved in estadlishing and using sny cumletiwve
recard systen were fopmulsted from the survey of the litorsture, A sume
mry of these would imdigate thet the record should be cumeletive, conw
plete, sud practicsble. In mny situstion it should be adested to loeal
neods, functione, and fecllitiess

Iz order to it the esrd to the losal situetion, & study was come
ducted which imoluded & history of il School of Vosational Business
Training, an ioventory of informetion svailable for the record, snd ane
cther inventory of meeded information shiech 1 not now svailsble, Also
inoluded was & desoription of the comwseling rroprom as it is now in
operstion and as it is likely to funotion under the new record systenm.
The oomclusion was reached that the student persomnel progrem of the
schiool must, of neccssity, Lo an intensive one, snd It mmet ettenpt to
bring sbout the student's voomtiomnl, edusetionel, rerscmal, and eocial
adjustment in the shortest possiblo timoesthis, in view of the mmximum
of two yoars' contuet with students. ¥uch informetion of walue for the
analysis of students wes found to be svallsble, but interyrotstion of
this inforsstion is diffionit with the plainefolder record syston cure
rently used. AIl of the ereas of informstion found in the survey of the
litersture to be Nudasmentel in the understending of the individuel mre
clesrly meeded ln the Sohool of Vooetiomal Business Trainming, but the
information sotually reselved is not so complete ss it should be within
some of the aress.

Tho eomseling services of the school are expending rapidly, ond
nore inforzetion in regard to studmts le comstently being seouireds A
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general ccuclusion is thet the Inadeguasy of the present system to hendle
thls information could be larpely overcome by the imstallstion of &
cmmlative record card which would imcorporate the verlous items of ipe
formmtion neodod and seoguired,

The Cumdative Record Card

In view of the soceplsdility sad gonvenience of classifying the ine-
formation nocessary to understanding the student scoording to aressg, thils
mmhhumamam::ﬁauﬂu&ummm
tive record omrd, shown on Page 74t Somo provision has boon nede on the
card for cach of the sress of informstion regarded as fundemsatal by
suthoritiess The nature and extent of the information provided for om
the oard in cach instenee has been largely determined by the demends of
the local situstion. To facilitate roferences to the osrd, eac: sree is
assignod & mumber in the following {reetnent, and this mmber is writtem
in red upom cach item om the card which may be expested to contribute to
Wmaﬁd’iﬂuﬂim Pogsible methods of seouring the ine
formntion and the most desirable tire for secwring ecach iten are dise
cussed Wriefly in each oase,

The eolemental persomal snd fanily dats thought to bo necessary ore
ealled for st the top of the eards Rach of these ltems has been in-
cluded only after s thoroush ccnsideration of uses whioh the student pere
gomnel progrem may sake of Ite It is recommended that the loeal address
and telophone mmber be written in pencil,

Provious Sehool Bxperience [Bec ltems merked (1) on card
Spave for the extire high school scholsstic record has been incore

l. nmmgxmwma.m,w
tive, Remington Bemd Inc., Foumea City, Cklabome, in érewing up this ocard
1z heredy sclmowledpeds
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porated on the oards This will reguire s snall ssount of clerieal help
in tramsferring the names of courses and merks from the offieial hizh
sehool transeript received Yy the registrerts office. In view of the
fuct thet many students murcl) conditionally, peading arrival of their
Hgh school tramsoripte, this information cannot be soosured for ell stue
doots wtil after the first omrollment, but it should Be scguired at the
enrliest possibles tine,

Space has been provided for nsmes of college courses, lottor grades,
crodit hours, snd grade poinmts as needed for fowr sewsters of work in
mmcm«mmwmm Hldetorn grades are ine
cluded because campulscry interviews src usually scheduled shortly after
ul é=tors, and these grades are & matter of srineipal comsern. The senes-
ter total and sverage of credit houwrs and grade points will show the
student®s scholastic stending for soy nerticuler semgster, and the cumue
lstive total end sversge provide a sumery of Mis standing up to date,
Tils inforvation, with the exception of the totals end eversges, is re-
ﬂﬂ“&WMu“ithhwm
upon its srriwsl, The evernms and totals will require little time %o
capute, and they should 1ikewise be dopt up Lo date,
Agtitdes snd Ablities (2)

Regulis of tests of scademic eptitude, sobievement, and vooational
eptitude are included on the esrd, with colums for test names, scores,
and poroentile renmkings, Three sreces for osch somester are provided
under ench type of teste This sllows speoe in addition to thet regulred
for recording tho results of tosts now glwen and parnits a dogree of
flexibility, These tests sro adninistersd and soored by the Testing
Duresu of {he college, snd ielr results should bo recorded as quickly
&3 possidle after being received by the School of Vocational Dusiness



Traininge

Previous schoal experisnge, both high oohool and collezs, is wn lmw
partust Indleation of swotitude end sbilitye The omyd includes sysce for
ths complete schalsstic record on both lswvels,

Interests (2)

Syeces are wovided for ianteresis reported by ths student and for
interssts measured by tests axd inventorles. Doth voentional and “oute
oide™ interests should be included smong those reported, whether asked
n;mm«mummm-:. Results of the Strong

eational Interost Dlank and sny other swaswres of Intarests sre ade-
quatsly provided for in the spaco assigned to theme

The sneedotal swsmry should yleold smee lnforsstion in regard to
interests, These desarirtions of the behavior of the student coming
notes and memcranda turned in by the choervere It 1s delieved that ample
speco is provided for =ll such ansodotel antries, bLut il need for extra
spuoe should srise ia the esase of any particulsr student, the back of
the card =ight be used or & smaller onrd attached convenlentlys

The extra owrricular sctivities of & student are indicative of Nhis
inteposts, s space 1s provided for noting those engaged in &wring each
of the four semesterss
DPerscralitye (4)

Results of personslity tests mnd lnventories sre shown Ly semesters.
Considersble gpage has been rrovided becsuge of the mperous phages of
personslity uewslly describod In the results of suech testse. Servises of
tho Testing Duresu ere avalleble for Liese tests.

The grostest use of the snecdotal secotlian will probebly be in fure
nighing deseriptions of behevior which sre highly indicstive of rersonality,




Health, (5)

fatines and resarks repurding the gemeral health of the student oro
crovided for. Thysiesl defecte nsy slso be doseribed iz this seetlon.
In the sbzenoe of informstion fres the infirmery, these remerks sad do-
soriptions st bo =made £ an Questioning snd observing the studemt,
flealth conditioms not sppareat to the sdviser in his contact with the
student may de more eeslly cbeerved by teachers and others who eome im
w-mmﬂiwhmmmw-mm A question=
paire in advance of enrollment mizht secure some such informstions The
secticn of the BSoll Adjustment Inventory doeling with houlth adjustmont
con be of omglidersble wliue in aprraising a student': healthe
Zoviromentels Flusmotal, end Fork Statuse (6)

A11 of the parscnal end fexily data ealled for at the top of ke
card iz of wolwe in wdarstanding 2 student®s backzround and wresent
enviromments This informstion might be secured by questiomnaire or by
tnterviewe Docause of the necessity of identifying each student snd bew
ginning his record os early as possible, this Information shiould be ace
guired defore the student's erollment,

Sypece 1o provided for o dosoription of any partstime work which a
student engages in during esch semester. The vocationsl choleo of the
stulent is ocalled for st the top of the onrd and should be recorded ns
soon ag it is umdes

In the digeussion of the plan of signale shich follows, trestmemt
is given %o coordinating the cumulatlve rocord with the employment
readiness and followeup records.

Validation O The Caxd
Valication of tho onrd has been attempted by sheping it according
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thom on the ocard, In cases wieore retention of the originel temporsry
rocords 18 & metter of inportmnce, these oonld be kent in the folders
In most cusss, however, $'is would hardly be neceszary.



SIGNALS

The title insert should be separste from the oard
proper, because the card will have to be removed from
the packet occasionally, and leeving the title insert
in the packet will expedite filing, Bach item on the
title insert is taken from the card, The name snd tele~-

phone mmber should be typed or printed for convenience
in ﬁling.

The signels which ere proposed and illustrated will

now be explained, from tor to hottoms

The option tab indicates the option of svecialisa=
tion. If it should become desirable to classify
the options more minutely, various divisions wunder
each option oould be indicated by color,

The semester tab indicates the classification of
the student according to semesters,

The position of the progressive signal indicates
the cwnulative grade point everage up to date.

The color of the progressive signal indicates the
advigser, These signales are available in meny
colors, and each of the advisers might retain

the same color permanently., The wvalue of this fea=-
ture at regiestration tine, during compulsory inter-
view schedules, and at all other times is casily

apparent.,

Current feilure is indicated by the red tab, This
could be used nicely for both mid-term and final
grados,. This sipnal might be used to indicate an
average below a certain grade point or feilure in
One Or mMOre COUrses.

Female sex is indiocated by the blocking out of the
sex square with blue pencil., Red would indicate
male,

BLOCK BUT WITW
CoLomln PEMIIL

The small hole in the insert just below the naxe
caption may be used for coordination of the place=-
ment and followeup recorcds, When a student becomes
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