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INTRODUCTION

Guidance and counselling have cometo play asignificant rolein the field of
education. Guidance, in Ssmpleterms means, to direct or provide assistanceto
someonewho needshelp. Counsdlling refersto professional servicesprovided to
anindividual whoisfacing aproblem and needs hel p to overcome the problem.
Counsdlingisconsidered to beanintegra and centra part of guidance.

With theincreased advancement in technology and globaization, severa
techniques have been devel oped to impart gui dance and counselling in education.
These techniques are divided into two—testing and non-testing techniques. The
testing techniquesincludeintelligencetest, achievement test, interest te<t, gptitude
test and so on. Thenon-testing techniquesinc ude case study, interview, observation
and so on.

Guidance and counselling is oriented to helping students understand
themsalves, become salf-sufficient in making redlistic and positive sd ectionsand
grow in human relationships and concerns. Guidance, hence, should prepare
studentsfor adult lifeaswell ashel p them acquire appropriateattitudesand va ues
that facilitate them to become productive and dynamic members of their
communities. Primarily, the guidance programme should hel p young peopleand
children to devel op apositive self-image and asense of identity, create aset of
bediefsand avauesystemthat will guidetheir behaviour and actions.

Thisbook, Guidance and Counselling in Education, has been divided
intofiveunits. Thebook will enablestudentsto understand the meaning and nature
of guidanceand counsdllinginthefield of education, the varioustesting and non-
testing techniques of gui dance and counsdlling, the organization of guidanceservice
at different level s of education, the significance of guidanceand counsellingin
vocational development and the role of parents, teachers and counsellorsin
guidance programmes.

Introduction

NOTES
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1.0 INTRODUCTION

Guidance and counselling have become an integral part of the education system
because of the changing face of the education across the globe. Guidance and
counselling are essential at educational and vocational levelsfor students so that
they can choosetheright coursesand careers. The need of guidanceand counselling
can be stated in smpletermsto assist and help individualsadjust to their personal,
emotional, educational and occupational environment.

An Overview: Guidance and
Counselling in Education
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1.1 UNIT OBJECTIVES

After going through thisunit, you will beableto:
- Explainthe concept of education
- Defineguidance
- Discusscounsdling
- Differentiate between counselling and guidance
- Interpret educationa and occupational information

1.2 CONCEPT OF EDUCATION

Educationin smpletermsmeans|earning. Education, moreformally, canbedefined
asaprocessof acquiring knowledge, skills, beliefs, valuesand habits. Educationis
essential toliveinthe society. Itisessential for everyoneto receive education so
that anindividual isaware of hisrights, dutiesand responsibilities. Most people
associate education with what islearnt in school from ayoung age. However, the
concept of education goes beyond what islearnt within thefour walls of aschool.
Education can bereferred to anything that onelearnsin an environment. A person
canlearnfrom other people around, from experiences, from interactions and many
other ways. All thisaddsto what aperson learnsin school or educational ingtitutions.
Hence, education can bedivided into thefollowing types:

- Formal education: Formal educationisthe education that takesplaceina
structured environment like a school or an education institution. Formal
education beginsat avery young age and usually continuestill college. In
most cases, formal educationismandatory till schoolswhilehigher education
or educationimpartedin collegesiscong dered to beoptiona . Formal education
isimparted in schoolsor educational institutions on the basis of aspecific or
formal curriculum. Themain characteristic of formal educationisthatitis
imparted by qualified teachersor trainerswho themselves have previously
received formal education. Formal education, however, isnot limited to only
what is taught in the classrooms but also included activities outside the
classroom. Neverthel ess, these activitiesare concerned with reinforcing what
has been learnt in the classroom. Formal education laysdown a strict and
disciplined format of learning.

- Vocational education: Vocational educationisimparted to teach aspecific
art or skill. Itisbased on practical training and may beimpartedinaformal or
aninformal manner or acombination of both.

- Special education: Specia education iseducation imparted to those who
aredisabledin someform or the other. The disabled have special education
needs and cannot |earn using the normal methods and formats of teaching.
Therefore, they need to be taught using special tools and techniques and,
therefore, education imparted to themisreferred to as specia education.



Specia education focuseson givinginstructionsto the disabledinamanner  An Overview: Guidance and
that would enabl ethem to learn and devel op functional skills. Counsdiling in Education

- Informal education: Informal education is knowledge that one learns
gpontaneoudly. Thereisno consciouseffort involvedinlearningwhenit comes
toinformal education. One can learn by observing others, by listening to
othersor by just conversing with someone. Informal educationisnot imparted
informal educational institutionsand can be learnt anywhere. Thereisno
prescribed curriculum for informal education. Informal education is ‘the
process, by which apersonimbibesattitudes, devel opsskills, cultivatesvalues
and acquiresknowledge, without there being any organization or system about
it. Thiswould include the deliberate attempts of parentsand eldersin the
family and community to hel p the young ones grow and adapt themselvesto
the environment. Informal educationwould dsoincludeadl incidental learning
that takes place while at work or at play and during travels-as well as
spontaneous learning through films, radio and television.”

- Sdf-directed education: Self-directed education involves learning on one’s
own. Self- directed educationishbasically self-study or education that aperson
acquiresby observing and reading resourcesin librariesor even on educationa
websites. Salf-directed learning doesnot involveaformal educationa structure
and isalso not imparted by teachersor trainers. Thistype of educationisa
conscious effort by the learner and may sometimes require the learner to
interact with othersto acquire the required knowledge.

NOTES

K-12 education system isthe most widely accepted education system acrossthe
globe, especially, in countrieslike the India, the United States of America(USA)
and Canada. The K-12 education systemisdifferent from the conventional approach
to teaching especially in termsof the student- teacher interaction. Thiseducation
system covers education from kindergarten to class 12. The K-12 system hasits
premiseinthefact that it allowsfor alot of student-teacher interaction with the
teacher encouraging question- answer sessionsand ass gnmentsto encouragelearning
among children. Theteaching method of thissystem isdifferent fromthe conventiona
approach wherein the teacher was respons blefor making the studentslearn. Inthe
K-12 system, the teacher encouragesthe child to learn on hisown by practically
applying the concepts being taught by the teacher. The teacher acts as a guide
rather than atrainer. One of the main features of thissystem of educationisthat for
every concept that the students learn, they are encouraged to add value to the
concept intermsof their personal viewsand ideasand, thus, the system encourages
value-based education aswell. The content and learning resources of the K-12
system are created in amanner which facilitates self- learning and devel opment
with little reliance on the teachers. This, however, does not mean that thereisno
classroom activity. Theteachersdo teach in the classroom but in amanner which
enablesthe studentsto learn on their own which enablesthem to devel op life skills,
practical skillsaswell aslearning abilities.

Theaim of theK-12 education systemisto devel op studentsinto self-reliable
and independent individuals. The system encouragesoptimum |earning through various

Self-Instructional Material 5
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resourcesthat it hasto offer. Optimum learning does not include only curriculum
teaching but a so enablesthe studentsto devel op other skillsaswell that areessential
forlife.

CHEcK Y OUR PROGRESS

1. Defineeducation.
2. What do you understand by theterm informal education?

1.3 GUIDANCE

Guidancein simpleterms meansto direct or provide assi stance to someonewho
needshelp. Inthe broader perspective, guidanceisprovided at all levelsto human
beings by one person or the other. For instance, in afamily, the head of the family
may guide other family membersto act inacertain manner. In other words, guidance
can help aperson solveapersonal, vocational, educational or any other problemfor
which heisunablefind asolution on hisown. Thus, guidance hasemerged asboth
aprocess and aconcept.

Guidanceis, therefore, interpreted in different ways, especidly, whenit comes
to education. As a concept, guidance deals with maximum development of an
individual to ensurethat theindividual can take hisown decisions. Asaprocess,
guidanceinvolvesmakinganindividual aware of hiscapabilitiesand skills. Guidance
asaprocess helpsanindividual to maketheright decisionsin variousaspectsof life
sothat abalanced devel opment of theindividual can befacilitated.

Guidanceisconsdered anintegral part of education. Guidance helpsto achieve
the goa sof educationwhichinclude enabling apersontoredizehisinner potential.
The main objective of educationisthe overall development of anindividual and
guidance hel psto realize this objective. According to the Education Commission
(1964-66), ‘Guidance should be regarded as an integral part of education and not as
aspecid, psychological or socia servicewhichisperipheral to educationa purposes.
It ismeant for all students not just for those who deviate from the norm in one
direction or the other.’

According to author of Principlesof Guidance, Arthur J. Jones, ‘All guidance
iseducation but some aspects of education are not guidance. Their objectivesare
the samethe devel opment of theindividual but methodsused in education are by no
means the same as those used in guidance.’

National Vocationa GuidanceAssociation of United Satesof America(USA)
defines guidance as, ‘Guidance is the process of helping a person to develop and
accept an integrated and adequate picture of himself and of hisrolein theworld of
work, totest thisconcept againgt redlity and to convert it into real ity with satisfaction
to himself and benefit to the society.’



Moser and Moser’s define guidance as a term with many meanings. Itisa An Overview: Guidance and
point of view on agroup of services, afield of study whichwe should berequiredto ~ €ounsellingin Education
choose as one of the emphasized service would pre- dominate’.

According to author of Guidance Methodsfor Teachers, Clarence Clifford
Dunsmoor and Leonard M. Miller, “‘Guidance is a means of helping individuals to
understand and use wisely the educational, vocational and personal opportunities
they have or can devel op and asaform of systematic assi stance whereby students
are aided in achieving satisfactory adjustment to school and in life.’

NOTES

Guidance can, therefore, be considered as a helping service. Guidance
encompasses problem-solving and understanding one’s abilities and environment so
that his devel opment can take place in tandem with the environment. Guidance
involves undertaking multifaceted activitiesto ensurethat the developmental goal is
achieved.

1.3.1 Nature

The nature of guidance has been defined by Mohein as, ‘Guidance seeks to create
withinthe child the need and power to explore and understand himself in order to
prepare abalance sheet of hisassetsand liabilitiesso that heisableto plan out his
future growth and activitiesin amanner that offersmaximum likelihood of success
and satisfaction.’

Guidanceisbased on certain basi ¢ principleswhich are described asfollows:

- Guidanceaimsat theholistic development of an individual: Guidance
aimsat the development of aperson asawhole. Theam of guidanceisnot
just achieving academic excellencefor anindividua. It focuseson the physica
and social aspectsof development of individualsaswell.

- Guidance recognizes the individuality of every person: Guidance is
based on the principlethat every individual isdifferent fromtheother and that
every personisunique. Guidance emphasi zesthefact that every person needs
to be shown respect asthedignity of anindividual issupreme. In other words,
the dignity and respect for a person should not be affected by factorslike
age, gender and appearance.

- Guidance manoeuvres individual behavioural processes. Guidance
affects the behaviour of an individual and enables a person to gain better
control over hisbehaviour intermsof likes, didikes, weaknessesand so on.

- Guidanceisbased on cooper ation: Asahelping service, guidanceisbased
on cooperation in the sense that the person seeking help must be ready to
cooperate with the one providing help for the best results. Guidance cannot
beforced uponanindividud. Inaddition, if guidanceisforced upon someone,
the person may not cooperate and may even become stubborn.

- Guidanceisacontinuousand sequential process. Guidanceisacontinuous
and sequential process aimed at achieving a single goal that is, overall
development of aperson. Asalifelong and continuous process, guidance
begins at home and then isavailable at school and a so in the community.

Self-Instructional Material 7



An Overview: Guidance and Inother words, thereare several peoplewho guideanindividual intoimbibing
Counselling in Education theright valuesand attitudeto develop asanindividual.

The authors of An Introduction to Guidance, Lester. D. Crow and Alice Crow
havelaid down thefollowing principles of guidancewhich are accepted, especialy,

NOTES when it comesto education.

- Principleof all-round development: According to thisprinciple, guidance
must takeinto consideration the overall development of anindividual, when it
aimsto bring about devel opmental adjustment intheindividual.

- Principleof human uniqueness: According tothisprinciple, guidancetakes
into consideration the fact that every individual is unique and hisdistinct
characteristicsfacilitate his development. Guidance, therefore, meetsthe
developmenta and help needsof eachindividual in adifferent manner.

- Principle of holistic development: Guidance must focus on the total
devel opment of the personality of anindividual. Guidance must take into
consideration every aspect of the personality of anindividual that affect his
development.

- Principleof cooper ation: Accordingtothisprinciple, noindividua canbe
forced into guidance. To be guided, the consent and cooperation of theperson
seeking guidanceismust.

- Principleof continuity: Accordingtothisprinciple, guidancemust be provided
toanindividua needing helpinall sagesof lifeand, therefore, isacontinuous
process.

- Principleof extension: Accordingtothisprinciple, guidanceisnot limited
toonly childrenwho arestudyingin schools. Infact, guidancemust be provided
to people of all agesespecially thosewho needit. The principle of extension
saysthat guidance must be provided to al people who can benefit from it
directly orindirectly.

- Principleof dabor ation: Thisprinciplestatesthat when guidanceisprovided
asanintegral part of education, the curriculum and teaching techniques must
be elaborated in such amanner that guidance can turn out to be an effective
process.

- Principleof adjustment: Thisprinciple statesthat guidance must aim at
helping an individual adjust to his physical, mental and social needs and
environment.

- Principleof individual needs: According to this principle, the needs of
every individual aredifferent and so guidance must be provided in accordance
with these needs and demands. Guidance must enable an individual to take
decisionsthat meet hisneeds.

- Principleof expert opinion: Accordingto thisprinciple, serious problems
related to guidance must be directed at peoplewho are expertsand can help
anindividua withtheir opinion.

8 Self-Instructional Material



- Principleof evaluation: Thisprinciple statesthat guidance programmes An Overview: Guidance and
must be evaluated for their effectiveness. If aguidance programmeisnot ~ Counselling in Education
effective, improvements must be brought about to make it effective and
efficient.

- Principle of responsibility: According to this principle, guidanceisthe
respong bility of qualified professiona swho offer their servicesto help others.

- Principle of periodic appraisal: According to this principle, guidance
programme must be appraised at periodic intervals so that these can be
improved for them to be effective and work in aproper manner.

NOTES

Guidanceiscons dered important for thefollowing reasons:
- It promotes self-understanding and self-direction.
- It promotesoptimal development of anindividual.
- Ithelpsanindividual solvedifferent problems.
- It helpsin academic growth and devel opment.
- It helpsin making vocational choices.
- It promotes social aswell aspersonal adjustment of anindividud.
- It promotes better family life.
- It promotes optimal use of resources.
- It promotes national development.

Guidanceis, therefore, considered important not only for students, but also
for parents, teachers, administrators and community members. When it comesto
education, guidance coversthe whol e spectrum of the educational world. Guidance
includes all types of education— formal, informal, vocational and special. With relation
to education, guidance can, thus, be viewed asfollows:

- A specialized servicewhich helpsanindividual solve hisproblemsby opting
for theright solution to hisproblem among the variousoptionsavailable.

- A general servicewhichissimilar to education and the various educational
processes.

- A sub-process of education which focuses on devel opmental needs of the
learners.

According to Secondary Education Committee (1952-53), “‘Guidance involves
thedifficult art of helping boysand girlsto plan their futurewisely inthefull light of
all thefactorsthat can be mastered about themselves and about theworld inwhich
they are to live and work.’

Guidance, asstated, hasalwaysbeen anintegral part of education. However,
over thelast few years, the need for guidance hasincreased because of advancement
intechnol ogy, social change, globalization, need for outstanding leadership, changes
inmorality andintegrity, lofty aspirationsand so on. Guidance, therefore, needsto be
made available at the very basic and ground level in educational institutions so that
anindividua canadjust to hisenvironment socialy, physicd, mentally and emotiondly.

Self-Instructional Material 9



An Overview: Guidance and Considering thefact that guidanceisneeded by every individual, it hasavery
Counselling in Education i 4o soope and coversall aspectsof anindividual.

1.3.2 Typesand Areas of Guidance

NOTES Thefollowing arethe typesof guidance and the areaswhere guidanceisneeded the

most:

- Per sonal: Personal guidance helpsintheemoctiona, physical, spiritud, socia
and mental development of anindividual . Personal guidance maybe needed
by studentswho face personal problems. These problemscan berelated to
family, friends, parents, teachersand so on. If personal guidanceisnot provided
to the studentsat theright time, they may devel op low self-esteem which will
eventually make them feel insecure in whatever they do. Thus, personal
guidance helpsanindividual to understand himself and deal with personal
problemsinamature manner. It enablesan individual to take the necessary
decisionsbased onright judgment. Persond guidancea so hel psanindividua
to view the social world in the right perspective and make the necessary
socia and personal adjustmentsto lead ahappier life. Personal guidanceis
requiredinall stagesof lifeand must befurthered by educational ingtitutions
asamandatory part of education. At the elementary school stage, personal
guidance hel pstheindividual to deal with insecurity, social acceptance and
discipline and enables an individual to be expressive enough to deal with
persond problems.

At the secondary stage, personal guidance playsanimportant roleinthelives
of adolescentswho undergo socid, physical and attitudinal changes. Persona

guidance at this stage hel pstheindividual sto adjust personally aswell as
socidly. At thetertiary stage, personal guidanceenablesanindividua to address
personal problemsinthe context of family. It enablesan individual to adjust
mentally, physi cally and emotional ly with various peoplewho form apart of
the family and thisin turn helpsthe individual to adjust with the kinds of

people existing in the society. Thus, the scope of guidance at thisstageisthe
widest. Personal guidancein essence hepsanindividua to addressthevarious
problemsthat are confrontedinlifeat thevariousstages. It enablesanindividua

to emerge asastronger person both physically and mentally.

- Educational: Educational guidance addresses the several educational
problemsthat the studentsface during the yearswhen they receive education
ineducationd ingitutions. Educational guidanceisassociated with every aspect
of education. It coverscurriculum, themethodsof instruction, extra-curricular
activities, disciplines, problemswithteachersand so forth. Educationa guidance
isprovided to studentsso that they can understand their potential with respect
tothevariousfieldsof education. Educationa guidanceaso hel psthe students
to know about the vari ous educational opportunitiesavailableto them and
enables them to make the right choices amongst these opportunities.
Educational guidance also playsanimportant rolein hel ping students make
the right choices when it comes to schools, colleges, courses and the co-
curricular activities.

10 Self-Instructional Material



The main aim of educational guidance is to enable students to make an An Overview: Guidance and
Counselling in Education

educational plan based on their abilities, goals and interests. Educational
guidance al so hel ps students devel op good study habitsand to adjust to the
school or college environment. Thistype of guidance also helpsthe students
to take part in the various educational activities and develop social and
leadership qualities. Educational guidance also hel psthe studentsto keep
track of their progress. At the elementary level, educational guidance enables
students to make a good beginning in the educational field. At this stage,
educational guidance helpsto prepare studentsfor secondary educationin
schools and helps to identify special needs of the students and aso the
difficulties they face. At the secondary stage of education, educational
guidance hel psthe studentsto understand the different aspects of the school,
the different courses offered and their implications and al so the vocational
implications of the various subjectstaught inthe school. At thetertiary level,
educational guidance must hel p studentsknow about the higher study options
available and the scope of these studies. It is, therefore, essential for each
collegeor university to have aspecial guidanceunit.

- Vocational: Technological development has opened the avenuesfor severa
occupationsand speciaized jobs. Thisleadsto anincreased need for vocationa
guidance. Vocational guidance dealswith assisting anindividual opt for the
right occupation or job. Vocational guidance helpsanindividual choosethe
right occupation and then al so preparefor it and track hisprogressaccordingly.
Themainaim of vocational guidanceisto helpindividualsbuild abetter future
and choosetheright career. Vocational guidance helpsanindividual torealize
hispotential and skillsand then on thisbasisdecidetheright career. It also
helpsanindividual to devel op theright attitude towardswork.

Vocational education helpsan individual to evaluate every job and career
option availablecritically and then choose theright one. At the elementary
stage, no formal vocational guidance may be required but training can be
provided to devel op skill that are of vocation significance like cooperation,
use of hands, respect for manual work, development of interpersonal

relationshipsand so on. At the secondary stage, vocati onal guidance can be
provided to help studentsidentify their areas of vocational interest and to
develop employment readiness. At this stage, vocational guidance can help
the studentsto taketheright decisionsrelated to their career. At thetertiary
stage, vocational guidance must be provided inamoreformal manner. Atthis
stage, guidance must be provided to sudentsto inform them about thevarious
career optionsavailable, the career optionsthat match their skills, thetraining
facilitiesavailableinrelationto thevariouscareer optionsand a so thevarious
apprenticeship programmes avail able. Vocationa training must enablethe
students choose theright career option and devel op the essential skillsthat
would prepare them to enter the career field opted by them.

NOTES
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Thus, on the basis of the need of guidance at various stages of life and education,
theKothari Education Commission has specified thefollowing aimsof guidance at
the secondary school level:

- It hel psthe adol escentsto know about their skillsand abilitiesand aso develop
the samein an effective manner.

- It enablesthe studentsto understand their strengthsand weaknesses. It also
helpsthe studentsto do schol astic work as per their abilitiesand skills.

- It hel ps studentsin making educational and vocational choiceswhich are
redigticinnature.

- Itaimsat hel ping studentsin acquiring information about various educational
opportunities.

- To help the studentsto adjust to their personal aswell associa space and
environment.

- Tohelp the school authoritiesto understand students so that the educational
programmes can be designed and delivered in an effective manner.

At the higher education stage, Crow and Crow havelisted thefollowing aims of
guidance:

- Guidance aimsto help the studentsto choose the curriculum according to
their abilities, interestsand future needs.

- It enablesstudentsto devel op work and study habitswhich guidethem towards
success.

- It encourages students to understand the purpose and the function of the
schoal infulfillingtheir needs.

- Guidance amsto help studentsin finding out what the school hasto offerin
termsof study plans.

- It facilitatesthe studentsto identify the school sthat they may want to attend
to acquire higher education.

- Itaimsto help the studentsto select and try out the various coursesthat they
may beinterestedin.

- Itaimsto help the studentsin devel oping |eadership qualitiesby allowing
them to participatein variousschool activities.

- Itaimsto help the studentsto devel op and maintain fitnesslevel sthat can
help them to continuetheir studies.

- Guidance enables studentsto devel op an attitude to continuetheir studiesin
the chosen educationd ingtitution.

Theaimsof guidance can, thus, be summarized asfollows:

- Guidanceamsto helptheindividua inrealizing hispotentiditiesand to make
maxi mum contribution towardsthe society.
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and adjustment.

- It provideshelp totheindividua tolay apermanent foundation for sound and
mature adjustment.

- To help the individual to live a well-balanced life in all aspects— physical,
mental, emotional and socid.

It hasalready been said that guidanceisintegral to education andisneeded at all
levelsof education. The objectives of guidance, thus, keep changing with each level
of education. At theprimary level of education not much formal guidanceisneeded
by the students. At the secondary and the higher stage, however, students need
formal guidancefrom peers, teachersand trainersand al so professional counsellors.

Aims of Vocational Guidance

Jones summarizesthe aimsof vocational guidance asfollows:

- It aimsat assisting the student to acquire knowledge of the characteristics
and functions, the dutiesand rewards of the occupation of hischoice.

- Vocational guidance enablesstudentsto find out about the genera and specific
abilitiesand killsrequired for ajob or avocation and a so acquireinformation
about the qualifications, age and preparation and other factorsrequired for
the specificjob.

- Toenablestudentsto experiencework conditionsin and out of school sothat
they get practical knowledge about thework environment. Thisenablesthe
individual to develop the essential skillsand abilitiesfor thejob aswell.

- Itaimsto help theindividual realize theimportance of hard work.

- It enablesanindividual to gather vocational information and to analysethe
informationin acritical manner so that afinal decision about avocation can
betaken.

- It enablesthe student to identify hisskillsand abilitiesrel ated to a specific
vocation or occupation.

- It helpsthe handicapped as well asthe economically weak individualsto
develop skillsto find ajob and maketheright vocationa choices.

- It hdpsthe studentsin finding out informati on about vocationd training offered
in schoolsand colleges and also information related to how to enter these
training institutions and what are the outcomes of the same.

- Itencouragesanindividual to adjust in hiswork environment and enablesthe

individual to understand therelation of workerswith the society with regards
to thevocation of hischoiceand also that of other vocations.

- To help the studentsto be aware of the consequences of making thewrong
vocational choicesand choos ng thewrong training courses.

- Avocational: Thetimeastudent spendsat home or in other activitiesother
than the time spent in school needsto be managed in an effective manner so

NOTES
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that it can contributeto the optimal development of the student. Thisiswhere
avocational guidance playsanimportant role. Avocationa guidancehelpsan
individual to manageand usehisleisuretimein an effectivemanner. Avocationa
guidanceisessential asco-curricular activities play animportant roleinthe
devel opment of the student. It hel psthe students choosetheright activitiesin
which their energies can be properly channelized. This type of guidance
enablestheindividual to participate effectively in co-curricular activitiesand,
thus, helpsthemto devel opinterpersonal skillsand also widentheir outlook.

- Social: Most students face a lot of problems when it comes to social
relationships. Studentsdevel op their socid interactionsand socid relationships
in schools where they meet others from different backgrounds, different
economic and socia statusand, therefore, some studentsmay face problems
adjusting to the environment. Social guidance playsanimportant rolehereas
it helpstheindividualsto devel op feelings of socia acceptance and social
adjustment. Socia guidance teachesindividual sto betolerant towardsothers
and helpsthemto develop afeeling of social security. Social guidancecan be
provided formally ineducationa ingtitutionswhereasinformal social guidance
can be provided by the family, mediaand so on. Social guidance must be
provided at thevery basiclevel inthefamily sothat individualslearnto adjust
with various peopleinthe society.

- Moral: Mora guidance playsan important role in shaping the idealsand
beliefs of the students. Moral guidance prevents students from being affected
by factorsthat lead them to indulge in undesirabl e practices. Thistype of
guidancemust be provided at all stagesof life so that anindividual remainson
theright path and al so facilitatesthe all-round devel opment of theindividual.

- Health: Hedlthguidanceaimsat preventiveand curative hedth of individuals.
Health guidanceisessential for studentsasit enablesthem to devel op healthy
eating habitsand for them to know about various diseasesincluding HIV/
AIDS. Health guidance must be provided at all stagesof lifeto studentsand
must form a part of education right from the elementary level. Imparting
education and information relating to health must bemade mandatory in schools
for proper and healthy devel opment of the students. Health guidance givento
students must be acooperative effort on the part of principals, doctorsand
psychologigts.

1.3.4 Objectives
At the primary education stage, the obj ective of guidance can, thus, be summarized
asfollows:

- It assststhe studentsin devel oping abetter attitudetowards school activities.

- It enablesthe children to adapt to the school traditionsand regulations of the
school.

- It assststhe studentsin developing their physical and emotional stabilityina
bal anced manner.
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- To makethe studentsindependent.
- It ensures cooperation among the students. NOTES
- Itfacilitatesthe trangition of studentsfrom primary to high school.
- It providesinformation to children regarding high school.

At the secondary stage, the objectivesof guidance arelisted asfollows:

- ltsmain objectiveisto familiarize the studentswith their school environment
and enablesthem to cooperate with their classmates.

- It enablesthe studentsto critically anal yse the subject options and to help
them choose the best according to their aptitude.

- It encouragesthe studentsto participatein co-curricul ar activitiesaccording
totheir skill set for their overall devel opment.

- Toensurethat the studentsgrow in ahealthy environment and haveahedthy
mind and body.

- Tomeet theindividual and socia needsof adolescents.

- Guidance endeavoursto create an environment feas blefor the healthy growth
and development of the students.

Theobjectivesof guidanceat the higher level of educationincludethefollowing:

- Itaimsto inform the students about the process of admissionsto collegesand
universities.

- It providesinformation to studentsabout the co-curricul ar activitiesthey can
participateintheir college or university.

- Itaimsto help the students choose subjects and programmesthat can help
them build abright future.

- Guidance aimsto help the studentsget vocational advice so that the students
can choose acareer for themselves.

- Itaimsto devel op an environment conduciveto the educational and social
needs of the students.

Guidance playsan important rolein the devel opment of an individual . Guidance,
thus, hasadevelopmenta function associated with it which helpsin self-realization
and self-development of anindividud . Guidance d so helpsin national development.
Another important function of guidance is adjustive function. Guidance helps
individua sto adjust to their environment which can betheir school, college, workplace
or even home. Hence, by hel ping individualsto adjust, guidance worksto ensurethat
anindividual can livepeacefully in hisenvironment. Orienta function of guidance
enablesthe studentsto be oriented with the required information that can help solve
variousproblemsthat they may face. Guidance orientsanindividua to career planning,
educational, persond and social ams.
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Guidance sarvices, therefore, today form animportant part of schoals, colleges
and universities acrossthe globe. These services help the studentsto adjust to all
aspectsof their lifeand devel opment and devel op into responsible citizens of society.
These guidance servi ces undertake guidance programmes based on the unique needs
of the sudentsand takeinto consderation thefact that eachindividual hasdifferent
socid, personal and emotional needs. Theseprogrammesbasically am at thecomplete
adjustment and overall development of an individual which isthe basic aim of
education and guidance.

Example: Providing guidanceto child care providers

Hereare some basic guidancetipsfor child care providersfor guiding the behaviour
of thechildren.

Thechild care providers must keep the rulessimple and easy to understand
for the children. They must discussthe ruleswith the children and repeat them as
often as possible so that the studentsfollow the said rules. A few rulesthat work
well with childrenincludethefollowing:

- Thechildren must help each other.

- Thechildren arerequired to take care of their toys.
- The children must say ‘please’ and ‘thank you’.

- Thechildren must bekind to each other.

The child care providers must say what they mean and use ‘do’ instead of

‘do not’ as this inculcates positive behaviour among the students. The day care
providers must not make use of negative sentencesbut must use sentenceslikethe
following:

- “Slow down and walk’ instead of “stop running’

- *Come hold my hand’ instead of ‘don’t touch anything’

- “Keep your feet on the floor” instead of *don’t climb on the table’

- *Use a quiet voice inside’ instead of *stop shouting’

Thechild day care providers must make sureto keep the sentencessimple
and short. They must also make sureto talk to the children rather than shouting at
them. When talking, the day care providers must maintain eye contact with the
children and should not |ecturethem at length. They must givethe childrentimeto
respond and their views should not be overlooked.

Children at day care learn by observing. They observe the behaviour of the
day care providersand, therefore, it isessentia that the day care providers set good
examplesby using theright words and behaving in theright manner. The children
must al so be encouraged to set agood examplefor each other sincealot of learning
takes place by observing each other at the day care.

At theday care, toincul cate good behaviour in thechildren, the children must
be given smple and clear choices and must not be forced to do something. When
children areforced to do athing, they generally respond in anegative manner and do
not behavein apositive manner.



The children must be shown respect and must not be punished for their An Overview: Guidance and
misbehaviour in front of everybody. Instead, the day care providerscantalk about ~ Counsellingin Education
the behaviour of the child inisolation and guide him to behavein theright manner.

The day care providers must always appreci ate the children when they are
good rather than just punishing them for their naughty acts. Thiswill further encourage
the children to behavein theright and positive manner.

NOTES

Theday care providersmust act like good coachesand guidesand guidethe
children asto what isright and what iswrong. The providers must appreciate the
children when they are good and must encourage the childrento do the same often.

At the day care centre, the children must be taught social skills and good
mannersin aplay way method. The providers must think of gamesthat enablethe
childrentolearn good mannersand identify the feelingsof others. Thisenablesthe
children to apologize easily and say sorry when required. Thisis something that
cannot be taught forcefully.

The children must be taught asto how they can change their behaviour and
behave in the right manner. When a child does not behave in the right manner or
misbehaves, the providers must make sureto talk to the child and guide him not to
misbehave. However, the provider must make surethat he does not make use of a
negativetone and instead hel psthe child to change hisbehaviour to apositive one.

CHEcK Y OUR PROGRESS

3. What isguidance?
4. What ispersonal guidance?
5. Defineeducational guidance.

1.4 COUNSELLING

Counsdlling refersto professional servicesprovided to anindividua whoisfacinga
problem and needs hel p to overcome the problem. Counselling isconsidered to be
anintegral and centrd part of guidance. The processof counsdling helpsanindividua
find solutionto aproblem and d so helpsin the overal devel opment of anindividud.
Counselling is a process that involves two people—one is the counsellor and the
other isthe person wanting help or counselling. Counsellor isthe professiona who
offers counselling services. According to Willey and Andrew, ‘Counselling involves
two individual s one seeking help and other aprofessionally trained person helped
solved problems to orient and direct him to words a goals.’

Wren says, ‘Counselling is a dynamic and purposeful relationship between
two peoplewho approach amutually defined problem with mutual consideration for
each other to the end that the younger or lessmature, or moretroubled of thetwois
aided to a self- determined resolution of his problem.’

According to Arbuckle, ‘Counselling is helping a person to come to see who
hereally is, what he has and does not have, what he can do easily, what he can do
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with difficulty andwhat hecannot doat dl. Itisaclose sharing of ahumanre ationship
with one who has for him a high regard; one who can offer him unconditional
acceptance, but one who has no guarantees, no answers.’

According to authors Shertzer and Stone, ‘Counsdllingisaninteraction process
which facilitates meaningful understanding of self and environment and resultinthe
establishment and or clarification of goalsand valuesfor future behaviour.”

Edwin C. Lewis, the author of The Psychology of Counselling, defines
counselling as, ‘Counselling is a process by which a troubled person (client) is helped
totell and behaveinamore personally satisfying manner throughinteractionwithan
uninvolved person (counsellor) who provides information and reactions which
stimul ate the client to devel op behaviour which enable him to deal more effectively
with himself and his environment.’

Thus, counselling has emerged as a two-way process that involves two
individualsand mutua cooperation between them. Counsalling enablesanindividua
to gain self-understanding and devel op self-acceptance. In this sense, the aim of
counsdllingissameasguidancein that counsalling al so helpsanindividual adjust to
hisenvironment and conditionsand lead ahappier life.

Counsdllingis, thus, aprocessthat involvesgiving information, adviceand
counselling. This, however, does not mean that counsellingislimited toasingle
activity. Hence, counselling cannot be considered as:

- Judgemental
- Redtrictedto giving advice
- Attempting to solvethe problem
Thethree main activitiesthat make up counselling includethefollowing:

- Informing: Informingisan activity wherein the counsdllor givesinformation
totheclient or the person needing help.

- Advisng: Advising entail sthe counsellor suggesting theright course of action
that must betaken to solve the problem.

- Counsdlling: Counselling involves hel ping the client understand his needs
and providing the necessary help so that the client can taketheright decision.

Therefore, counselling entail sassisting aperson so that theindividual can
face any challenging situation with apositive frame of mind. Counselling helpsto
alleviate negative responsesto aproblem and enablesanindividual to overcomethe
problem.

According to authors of Therapeutic Psychology: Fundamentals of
Actualization Counseling and Psychotherapy, Lawrence M. Brammer and Everett
L. Shostrom, “‘Counselling is a purposeful reciprocal relationship between two people
in which a trained person helps the other to change himself or his environment.”

According to author Wrenn, ‘Counselling is a dynamic and purposeful
relationship between the peoplein which proceduresvary with the nature of the
students’ need, but in which there is always mutual participation by the counsellor
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students.’
Hence, the characteristics of counselling can be summarized asfollows:
- Counsdllingisamutual relationship between two people.
- Itinvolvesdiscussion.
- Counsdllingisaface-to-facerelationship.
- Ithasaprofessional aspect toit.

1.4.1 Areas of Counselling

Thereare severa spheresof lifeinwhich peopleneed counselling. Thefollowing
aretheareaswhere counselling isneeded the most:

- Education: Studentsduring their school and collegeyears may face several
problemsrelated to education, learning and teaching. Such problemsare
addressed by educational counsalling and by counsellorswho are expertsand
experienced inthisspecific area.

- Marriage: Marital counsdllingisoften required by thosewho face problems
intheir married life. These problems may begin as soon asthe question of
spouse = ection comesto thefore. Marriage counsdllorshandle such problems
and provide the necessary sol utionsto the problem.

- Personal: Many peopleface several problemsintheir lifewhich bring about
changesin their attitude and are often considered ahindranceinleadinga
normal life. Personal counselling looks into the personal problems of an
individua and enablesan individual to overcomethese problems.

- Social: Social problemsmay befaced by individua swhereinthey areunable
to maintain social relationshipsand fail to adjust to the society and itsways
and norms. Social counselling isprovided to such people so that they can
develop the skillsof social acceptance, tolerancetowardsothersand areable
tolead alifeintandem with the society.

- Rehabilitation: Sometimes, thelife of anindividua isdisrupted because of
accidents, mishaps and so on. Such peopl e often devel op depression, low
self-esteem and in most cases are unableto get over the disruption of life.
Rehabilitation counselling isprovided to such people so that they can develop
life skillsthat can enablethemtolead anormal life.

- Vocational: Most peopl e face problemsin deciding about the right career
option and are unableto adjust to their work area, the people around and al so
the work environment. Such people are not able to work productively.
Vocational counsellingismadeavailableto such people sothat they canmake
theright career choicesand are ableto adjust to their work environment so
that they are ableto work productively.

NOTES
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According to authorsMcDaniel and Shaftal, thefollowing arethebasi ¢ principlesof
counsdling:

- Principle of acceptance: This principle says that every person seeking
counselling must betreated asan individual who hasunique needs. In other
words, no two peoplein general seek counsel for the samereason and this
fact must be accepted by the counsellor.

- Principleof per missiveness: According to thisprincipleof counselling, the
process of counselling must permit the environment to be devel oped as per
the individual’s needs. Also the process of counselling must develop optimism
intheindividual.

- Principleof respect: Thisprinciple statesthat counselling must respect an
individual’sfeelings. In other words, respecting the feelings of the person
seeking acounsellor must beintegral to the process of counselling.

- Principle of thinking with the individual: Counselling as a process
emphasizeson thinking with theindividud. In other words, acounsallor must
be abletothink inamanner that matchesthethought processof theindividua
because only then can the counsellor work collectively with theindividual to
find asolutionto the problem.

- Principleof lear ning: Asper thisprinciple, counselling asaprocessentails
learning and isalso based on learning and several elementsassociated with
learning.

- Principleof consistency with idealsof democracy: Counsellingand all
itsother principlesareassociated with theideal sof democracy. Theidealsof
democracy basically emphasize on accepting an individual and showing
respect. Infact, respect isconsidered to betheright of anindividual when it
comesto theideals of democracy. Counselling as has already been stated
acceptsand respectsan individual and hisunique needsand, thus, isbased
upon theideal sof democracy. Counselling al so respectsthe different needs
and behavioursof thevariousindividual swho seek counsdlling.

Counselling as hasbeen stated isaprofessional serviceand, therefore, must
be governed by certain ethical principles aswell. The following are the ethical
principlesof counsalling:

- Being Trustworthy: According to this principle, a counsellor must be
trustworthy in the sense that he must act in accordance with the client’s trust
showninhim. Sinceduring counselling, adlient revedlsdetallstothecounsellor,
the counsellor must regard the confidentiality of the client asan obligation
and, therefore, must not share any information about the client with anyone.

- Autonomy: Thisprinciple emphasizestheclient’sright to be self-governing.
In other words, the principle of autonomy saysthat the client must bewilling
to participateinthe counsaling process. The client must voluntarily participate
inthe processand the counsellor has no right to manipulate hisclients.
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best interestsof the client and for thismust make use of theavail ableresources
inthe best possible manner.

- Non-maleficence: Thisprinciple statesthat the counsallor must ensurethat
theclient isnot harmed in any manner. Non-mal eficence basi cally suggests
that the client must not be exploited in any manner— financially, emotionally
and sexually. Thisa soimpliesthefact that the counsellor must avoidindulging
inany kind of malpractices.

- Justice: The principle of justice saysthat the counsellor must providethe
best servicesto the clientsbased on their different needs. The principlealso
emphasizesfair and impartial treatment of al clientsinthe most competent
manner by the counsellor. It also entailsthe counsellor providing adequate
sarvicestoall clientsbased on the different needsand reasonsfor counsalling.

NOTES

- Self- respect: Accordingto thisprinciple, the counsellor must foster self-
respect by imbibing sufficient and significant knowledge about profession
and also by caring for self. Thisisessential to boost the confidence of the
counsdllor and for enabling himtoindulgeintheprofessoninthebest possible
manner.

Theaimsof counselling can be summarized asfollows:
- Itaimsto help clientsmanagetheir problemseffectively.
- It enablesclientsto make efficient use of unused or underused opportunities.

1.4.3 Types of Counselling

Counselling can be categorized into the following three types based on therol e of
the counsellor and the nature of the counselling function.

1. Directivecounselling: Thechief exponent of directive counsallingisB.G
Williamson. Directive counsallingiscounsdlor oriented asthe counsdllor plays
amgjor rolein olving theproblem. The counsdllor identifies, defines, diagnoses
the problem and then provides asolution. The counsallor hasamajor roleto
play indirective counsalling as he directsthinking by informing, explaining,
interpreting and advising the client. The counsellor in directive counselling
performsthefollowing activities:

The counsellor conductsan analysis, which entails coll ecting datafrom
various sources so that the problem of the client can be understood.
Heputstogether datawhich involvesinterpreting and organizing the data
collected to know about the client’s strengths, weaknesses and so on.

Heidentifiesthe nature of the problem and al so what causesthe problem.
He conducts a prognosiswhich involves predicting the devel opment of
theprobleminthefuture.

Counselling which invol vestaking stepsto help the client adjust to the
problem and eventually overcomingit.
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He conductsafollow-upwhichinvolveshelpingtheclient timeand again
or when the client facesthe sametype of problem again.

Themeritsof the directive counselling processare asfollows:
Itiseconomical and doesnot take much time.
Theclient getsasolution to the problemfor sure.
Themethod focuses on intellectual adjustment of the client rather than
emotiona adjustment.

Thefollowing arethe demeritsof thisapproach:
The processis counsellor oriented and, therefore, the client becomes
dependent onthe counsdllor.
Theapproachisundemocratic asit doesnot give any rightsto the client.

Theclientin most casesbecomes hel plessand waitsfor the counseallor to
provideasolution.

. Non-directive counselling: Carl Rogers, an American psychologist, isthe

chief exponent of thistypeof counsdling. Non-directive counsdllingisclient-
centred counselling where the client is allowed free expression and the
counsdllor only directsand guides. The counsellor asksafew questionsto the
client sothat he can think of the possible solutions. The counseleeisan active
participant, who discusses his problem with the counsellor, and with thehel p
of the counsellor arrives at asolution and takesadecision. Therole of the
counsellor isapassive one. Themainrole of the counsellor isto create an
atmosphere wherethe client isable to work on hisown and find solution to
the problem. This approach focuses on the emotional aspect of the client
rather than theintellectual one.

The meritsof the non-directive counsalling approach arethefollowing:
Thisapproach providesfreedom to the person seeking counsalling.

It providesatension free and stressfree environment wherein the client
can work at ease.

Thecounsd seeker isnot dependent on the counsellor for finding solution
to the problem and, therefore, works towards sel f-acceptance.
Sincethe counsel seeker getsapositive atmosphere, he can confront his
weaknesseseasily.

The demeritsof non-directive counselling arethefollowing:

Itisatime-consuming process asthe counsel eeisnot aprofessiona who
can quickly find asolution.
Sincethe processisclient-centred, the solution to the problem may not be
accurate because the judgment and wisdom of the client cannot berelied
upon entirely. Thisisbecausethe client isthe onefacing theproblemand
he may be under stress and tension and, therefore, may arrive at the
wrong solution.

Non-directive counselling relies on discussion of the problem with the
counsellor and then finding a sol ution through di scussion. Howevey, all
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3. Eclectic counselling: The chief exponent of eclectic counsellingisF. C.
Throne. Eclectic counsd ling revolvesaround the use of coordinative methods.
Theclient and the counsallor cooperate and work actively infinding asolution NOTES
to the problem. The processfocuses on the personality and the needs of the
client and then finds techniques that can be used to find a solution to the
problem faced by the counsel ee. Some techniquesthat can beused inthis
process may include reassurance, testing, case history and providing the
essential information to the client so that the problem can be solved. The
sepsinvolvedin eclectic counselling arethefollowing:

- Thecounsellor studiesthe needsand personality of theclient.
The counsellor selects the appropriate techniques after consulting the
client.

Thetechniquesare applied to solve the problem.

Thetechniquesand the counselling processare eval uated to know whether
it has been effective or not.

Counsdllingisthen doneby the counsellor.
The counsell or seeksthe opinion of the client on whether thetechnique
and counselling provided have been of help or not.

Themeritsof eclectic counsalling are asfollows:

The counsallor aswell asthe counseleeisactive and so amore practical
solution canbearrived at.

The approachisapplicable practically in most cases.
The approach enablesthe counsel eeto get abetter insight of hisstrengths
and weaknesses.

The demeritsof eclectic counselling areasfollows:
Theapproachisconsidered to be vague and opportunistic.
Thereisnorulethat statesthe extent of freedom that can begiventothe
client when it comesto finding asolution to the problem.

Many peopleareof theview that both the counsel eeand counsdllor cannot
be given equal rightsand cannot be active at the sametimeinfinding a
solution to the problem.

1.4.4 Theory of Self

The ‘theory of self’, put forward by Carl Rogers, is a theory applied to counselling
and revolvesaround thefollowing concepts:

- Thetheory statesthat the counsel ee hasthe ability to determinethe problem
and the underlying cause of the problem. The counseleea so hasthe ability to
solvehisown problem.

- The theory states that for counselling, a comfortable and acceptable
atmosphere needsto be set so that the counseleeisat easein discussing his
problem and working towards solving the problem.
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- Thetheory also0 statesthat the counsel eeis mature enough to understand his
personality and isalso ableto identify hisstrengths and weaknesses.

- Thetheory statesthat the counsellor’s intervention is minimal when it comes
to finding asolution for the problem.
According to the theory of self, the role of the counsellor can be outlined in the
followingways:
- The counsellor should present himself asan open, genuine and consi stent
person.
- Heshould respect theclient.
- Heshould be ableto understand the client’sviewpoint and adapt to hisprocess
of thinking.
Carl Rogers’s theory is based on nineteen propositions which are as follows:

1. Allindividualsarethe centre of achangingworld and, therefore, continually
keep evolving along with their environment.

2. Everyindividua reactstoafield or stimulusasit isperceived and experienced.
Thisfieldiswhat iscalled redlity for theindividuals.

3. Theindividual or an organism reactsasan organized wholeto thereality.

4. When apersonreactstotheredlity, apart of thereality becomesadifferentiated
part of the person or theindividual.

5. Anindividual formsastructure of the self when heinteractswith thereality
and with others. Thisself, therefore, playsanimportant rolein forming the
pattern of relationshipsand interactionswith others.

6. Every individual or organism hasthe basic tendency to strive and actualize.
The organism does this to maintain and enhance itself in the changing
environment.

7. Thebest manner inwhich the behaviour of anindividual or an organism can
be understood i sby understanding theinternal self of theindividual.

8. Behaviour is nothing but the goal -directed attempt of anindividual or an
organism to satisfy itsneeds.

9. Behaviour isawaysaccompanied by an emotionwhich further facilitatesthe
mai ntenance and enhancement of the organism.

10. Everyindividud experiencesva ues. Thesevauesmay beexperienced directly
or by taking over or observing the values of other organisms.

11. Experiencesareapart of thelife of anindividual and asthese occur, they are
symbolized, perceived and organized into somerelation to the saif, or ignored
and deni ed symbolization because the experiencesare cons dered incons stent
with the structure of the self.

12. Organismsadopt aspecific behaviour that becomescons stent with the concept
of the self of an organism or individud.



13.

14.

15.

16.

17.

18.

19.

Sometimes, anindividual may behavein aspecific manner because of certain  An Overview: Guidance and
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experiencesand thisbehaviour isnot consi stent with the self.

Every individual needs psychological adjustment especially when all
experiencesof anindividual are cons stent with the concept of the self of the
individud.

Psychol ogical maladjustment may al so take placewhen anindividual denies
all the experiences that take place around him as not being related to or
cons stent with the concept of self. Thisleadsto psychologicd tensionswhich
anindividual may often experience.

When an experienceisnot cons dered consi stent with the concept of the self
of anindividud, itisconsidered to be athreat. Thesethreatsmakeit difficult
for anindividual to maintain hissdf-esteem.

When threatsare absent, certain experiencesthat were previoudy considered
inconsistent with the concept of self can be revised and assimilated asan
experience of the self.

Anindividua after perceiving and accepting all consistent and inconsi stent
experiences asapart of the self-concept can understand the fact that heis
different from other individua sand a so understandsthefact thet dl individuas
are separate and unique.

When anindividual assimilatesseveral experiencesin hisconcept of being,
he undergoes achangein the system of valuesacquired by him.

Thetheory wasbas caly devel oped asthefoundation of therapy whichinvolved

theemotional state of anindividual. According to Carl Rogers, the attitude and the
contribution of the counsellor playsan important rolein making atherapy effective.

Example: Need of counselling for students

Counselling servicesin schoolsand colleges need to be administered to meet the
administrational and educational needs of the students. Counsellingisneeded by
studentsfor thefollowing reasons:

- Counsdlling helpsinthe overall development of the student.

- It ensuresthat the students make proper choices of courses.

- Itensuresthat the students make proper career choicesand do not go wrong.
- Itfacilitatesthe studentsin their vocational development.

- It motivatesthe fresh graduatesto carve anichefor themselvesin society.

- Guidance and counselling services are necessary to help studentsface the

stuationsof lifeand adjust to their environment physically, mentally aswell
asemotionally.

- It motivates studentsfrom weaker sectionsof the society to performwell at

the educational and vocationa levels.

- It encouragesthe studentsto take the right decisionsin case of confusion

andturmoil.

NOTES

Self-Instructional Material

25



An Overview: Guidance and
Counselling in Education

NOTES

26  Self-Instructional Material

- To prevent wastage and stagnation of educationa and vocational resources.
- Toidentity the studentswho need special help and assistance.

- Counselling ensuresthat students spend their leisure time and time spent
outsdethe classroomin aproductive manner.

- It helpsto minimizeindiscipline among students.

Example: School guidance and counselling in Manitoba

Theguidanceand counsdlling of studentsisan integral component of the educational
mission of the school in Manitoba (Canadian province). Guidance and counselling
services and programmes promote the personal, social, educational and career
development of all students.

Information for schools, students and families

In school, the school counsellors have specific dutiesand responsibilitiesand carry
out several activitiesthat addressthe needs of thefollowing:

- Students

- Parents/guardians

- Colleaguesand professional associates
- School and community

Working with students

Themainrespongbility of the school counsallor istowardsthe studentsin the school.
The school counsellorsoffer their professional servicesto meet the educational,
academic, career, persond and socia needsof al studentswithin the school setting,
fromkindergartento class X11. The school counsellorsdevel op and deliver aguidance
and counselling programme.

School counsellors need to address the diverse needs of the students for
which they require specific expertise. Moreover, they need to work within their
defined school and professional boundaries of competenciesby providing only those
servicesfor which they are qualified by training or experience. When the school
counsellor feelsthat he cannot meet the needsand demands of the studentsor come
acrossstudentswho need special services, they refer such studentsto the appropriate
outsidecounsdllors.

Working with parents/guardians

The role of parents/guardians isimportant in the life of their children. School
counsellors, therefore, need to collaborate with the parentsin the best interests of
the students. However, the role of school counsellorsis not to provide family
counsdlling. The main motive of school counsellorsisto helpinthepersonal, social,
educational and career development of the student. The school counsellorsprovide
parents with the necessary information related to education and careers of their
children. The school counsellor may, however, not share personal or confidential
information of the student with the parentsunlessrequired.



Working with colleagues and professional associates

Themain aim of guidance and counselling servicesisto enhance the successof al
learnerskeeping thebroader perspective of the society in mind. The school counsellor
isresponsiblefor maintaining and establi shing rel ationshipswith school staff and
several other service providerswho work with students of the school. The school
counsdl lorsshare student i nformati on with these professional sto promotetheoverdl
development of the students.

Theinformation shared, however, followsthe principleof confidentiaity and
isfor the betterment of the students. The school counsellorsare required to work
withinthelimitsof thelaw and professionalsethics.

Working with the school and community

The school counsellorsact aseducatorsaswell ascounsellors. They help students
in guidance activities and also offer counselling services. The counsellor must,

however, keep the counsalling services separate from those dealing with promoting
education of the students. The school counsellor on one hand may offer personal

counselling to the student and, on the other, may teach certain skillsto the students
that may hel p the studentsto facethe educational challenges. Theroleof the school

counsdllor is, thus, also to integrate guidance and counsel ling servicesto address
school and community needs.

The school counsellor coordinates with the school team to develop a
comprehensive guidance and counsel ling programme so that the programme so
developed isin alignment with the goal's and mission of the school. During the
development of the counselling and guidance plan, the school counsellor identifies
needs, implementsand monitorsthe programmesand adj uststhe programme as per
the developmental needs of the students. Regular evaluation of the planisalso
carried out.

Consultation support provided

School counsellors are professional school staff members who work with other
teachers and professionalsto help learners succeed and adjust to their learning
environment. School counsellors provide education, guidance and counsdllingtodl
studentsand carry out activitiessuch asthefollowing:

- Directingruction

- Guidance education

- Teamteaching

- Groupandindividua counsdlling
- Student support team planning

CHEcK Y OUR PROGRESS

6. Definecounsdling.
7. What isdirective counsdlling?

An Overview: Guidance and
Counselling in Education

NOTES

Self-Instructional Material 27



An Overview: Guidance and
Counselling in Education

NOTES

28 Sef-Instructional Material

1.5 DIFFERENCE BETWEEN COUNSELLING AND
GUIDANCE

Guidance and counselling are both invol ved with the devel opment of anindividual.
Both help anindividual infacing and solving the problemsand moving towards saif-
realization and self-empowerment. However, despite the fact that both guidance
and counsdlling areaimed at helpinganindividua infinding solution to hisproblems,
thereare somedifferences between thetwo, especialy intermsof how the processes
arecarried out and implemented.

Counsdlling asaprocessinvolvesalot of sessonswherein the counseleeand
the counsellor talk to each other, discussthe problem and shareinformation tofind
the best possible solution to the problem. In counsalling, theindividual isallowedto
understand the problem and find a sol ution and take deci sion about the course of
action that best solvesthe problem. At theend of the counsalling session, thecounsslee
has gained abetter perception about his problem and isableto take better decisions
to solvethe problem. The counselling process givesthe counselee or the client the
upper hand and makesthe counsel ee strong enough to tackle hisfuture problemsas
well. Theroleof the counsellor islimited to providing assistance.

Guidanceisaprocessthat involveslistening to the problemsthat anindividual
faces. Inthisprocess, the professional discusses and suggests possible ready-made
solutionsto the problemthat theindividual faces. Itisuptotheindividual whether he
wantsto adopt the solution provided and get over with the problem. The process of
guidance can berepeated several times so that theindividual can understand the
problem at hand and then decide whether to opt for the solution or not.

Whilemany peopleview guidanceasanintegral part of counselling, thereare
otherswho consider counselling to beavital part of guidance. Infact, guidanceand
counsalling often go hand-in-hand.

The differences between guidance and counselling can, thus, be summarized as
follows

- Counsdllingisaninward analys sof theindividua whereasguidanceinvolves
an external analysisof theindividual and hisproblems.

- Counsdllinginanin-depth analysisand hasanarrower perspectivewherein
theindividual understandshisproblemsin depth whereasguidanceisabroader
and amore comprehensive approach.

- Counselling isgenerally provided for personal and social issues whereas
guidanceisusually provided for education and career related problems.

- Counselling focuses on making theindividua understand the problem and,
therefore, brings about behavioura changesintheindividual so that hecan
adjust tothe problem. On the other hand, guidancefocusesonfinding asolution
to the problem whereby the sol ution may bring about achangein the attitude
of theindividual.
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professional who offersguidance servicesisthe decision-maker.

- Whilecounsdllinglaysemphasison both learning aswell asfeelings, guidance
givesno placetofeelingsand ismoreof anintellectual process.

- Counsgllingleadsto what may be termed as sel f-discovery of theindividual
whereas guidance does not | ead to self-discovery of anindividual .

1.5.1 Difference between Counselling and Psychother apy

Psychotherapy basi cally focuses on hel ping and treating people who have mental
and emotiond problems. Theperson who facesthe problem consultsapsychotherapist
who after discussing the problem with the individual tries to find a solution.
Psychotherapy isbas cdly talk-therapy which invol vesthe application of validated
scientific proceduresto help peopl e devel op healthier habitsso that they canlead a
healthier life. It isacollaborative treatment that i sbased on the rel ationship of an
individual and apsychotherapist.

There are several approachesthat can be used in psychotherapy to help an
individua improvehislife. Thevariousapproachesto psychotherapy include cognitive-
behavioural approach, interpersonal approach and talking therapy. Psychotherapy
focuses on working with anindividual aslong asthe person does not feel mature
enoughto face hisproblems.

Counsdlling and psychotherapy are often used interchangesbly and counsalling
may be offered as a part of psychotherapy. However, there are afew differences
between counselling and psychotherapy. Counselling is short-term treatment that
enablesa person to overcome his problems. Psychotherapy, on the other hand, isa
long-term process.

Psychotherapy enablesanindividual to examinethefeelings, actionsand
thoughts and then make adjustments wherever necessary. Counselling, however,
enablesanindividual to explore personal devel opment and bring about adjustments
inthelife so that the problem can be overcome.

Counselling enables peopleto identify their problemsand take positive steps
to resolve such issues. Psychotherapy basically hel pspeopleto identify and solve
psychological problems that they have developed over a long period of time.
Counsdlling is, thus, a therapeutic treatment for people who aready have an
understanding of their well-being. Psychotherapy focuses on helping people devel op
habitsthat will promotetheir well-being.

Counselling asashort-term process encourages behavioural changesso that
aperson can make adjustmentsto overcome problems. Psychotherapy asalong-
term process enablesaperson to understand hisfeelings, actionsand thoughtsina
better manner and hel pstheindividual to face hisemotional issuesand problems.

Counsdlling focuses on the problem and then on the basisof the problem will
look for a solution, while psychotherapy focuses on the reason and causes that
underliethe problem and focuses on changing the thought process of theindividual
so that the problem can be faced.
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8. Mention thevarious approachesthat can be used in psychotherapy to
helpanindividua improvehislife.

9. Ligt two differencesbetween guidance and counselling.

1.6 OCCUPATIONAL AND EDUCATIONAL
INFORMATION

Occupationd information refersto information about work. It includesinformation
related to variousjobsavail able, training and preparation for jobsavailable, entry
into an occupation, salaries, work conditions, emoluments, empl oyee outl ook and
prospects. Occupationa information formsanimportant part of vocationa guidance
and counselling services. The need for occupational informationismentioned as
follows

- Occupational information is essential for career planning. It providesall
necessary information related to various career prospectsavailableand, thus,
helpsan individual to analyse and use the information to choose the right
career.

- Career development is also dependent upon the available occupational
information. Occupation information makesavailableinformation related to
theessentia skills, attitudes, interestsand abilitieswhich are needed for career
devel opment. Using thisinformation, anindividua getsaccurateinformation
about aspecificjob or career and, thus, can develop hisskillsaccordingly.

- Occupational information when made available at an early stage of career
choiceshelpsanindividual to widen vocational thinking. Such information
enablestheindividual sto explorethevocationa world and, thus, choosethe
best occupation.

- Occupationa informationwhen madeavailableto anindividua helpsto change
the perceptionsof anindividual . Sometimes, anindividual may havewrong or
distorted notion about aspecific job. When occupational informationismade
available, anindividual’s perception rel ated to the specific job changes.

- Occupetiond information aso hd psin placement of anindividua . Occupationd
information providesthe essential information related to aspecificjob and,
thus, anindividual can devel op therequired skillswhich help himto get the
job.

1.6.1 Sources

Thereare severa information sourcesthat can provide occupational information.
Primary sourcesarethedirect or origina sourcesof occupationa information. Primary
sourcesmakeavailablea | relevant information about avocation. Some exampl esof
primary sourcesof occupationa information includeinformation collected froman
employer, employee or worker and government agencies.



Secondary sources of information, also called indirect sources, are those
sourceswhich make use of occupational information collected or published from
primary sources. Examplesmay include advertisementsin newspapersrelatedto a
specific vocation or occupation.

Thereare severa international, national and local agenciesand bodiesthat
bring out publicationsrel ated to occupationsand provide the essential information.
For example, the Internationa Labour Organization (ILO) bringsout publications
related to occupations and jobs available with the agency.

1.6.2 Collection

Occupational information can be collected using thefollowing methods:

- Follow-up surveys: Follow-up surveys can be conducted to gather the
necessary information about the vari ousemployment opportunitiesavailable
inacommunity. Such surveysalso collect information rel ated to the specific
skillsrequired for aspecific job. These surveyshepindividualsto plantheir
careersinarealistic manner.

- Community occupational surveys. Community occupational surveyscan
be conducted to enumerate the description of thevariousjobsavailableina
community. Such surveysprovide occupationa information about community
specific occupations, manpower trendsand requirements. Thesesurveysaso
providere evant information on nameand addressof the organization, existing
occupations, manpower requirements that is, job openings, eligibility,
requirementsand salary.

- Want ad survey: Want ad survey is the cheapest and the best available
optionto get occupational information. It isaperiodic tabulation of thejob
openingsasadvertised in newspapers. |n most cases, want adsand Stuation
vacant advertisements appear in local newspapers. Want ads provides
information regarding job openings, Stuation vacant advertisementsprovide
dataof supply of workersfor possiblejob openings.

Oncecollected, it isimportant that occupational information be disseminated
so that it can be used by those who need it. There are several techniques using
which occupational information can be disseminated. Thesearethefollowing:

1. Group techniques: Group techniquesare used in groupsto inform people
about thevariousvocationd choicesthey haveavailable. Thegroup techniques
commonly used areasfollows:

Career talk: Career talk isinfact the most effective manner of sharing
occupationa information. Thetopic of career talk must be chosen keeping
inmind the age group, theinterests of those seeking theinformation and
theeducationd level. Career talk providesinformationrel ated tothe generd
and specific nature of work, theworking conditions, salary, qualifications
required, employment outl ook and other rel ated information.

Group discussion: Inagroup discuss on, the participating membersshare
information collected by each one of them on aspecific occupation.
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Field trips: Fiedtripsprovidefirst-hand and practical information about
an occupation asit involvestheinterested peopleto visit theindustries
and offices. Fiedtripsare cons dered an enjoyableand interesting method
of gaining therelevant occupational information.

Career exhibitions: Career exhibitions are considered to be most
effective techniques of disseminating occupationa informationrelated to
severd vocationsat thesametime. A widevariety of information materials
areused for providing therelevant occupational information.

School assemblies: In schools, assembliesare aregular feature and so
these can offer an avenue to effectively disseminate occupational
information to students at the secondary and higher level of education.
Subj ect teaching: At the secondary school level, subject teaching can
be one of the most effective techniques of disseminating occupational
information wherein theinformation provided by the teacher motivates
the studentsto explorethe various avenuesand gather moreinformation.
Publications: Publications can be published periodically to provide
occupational information relevant for the students and those seeking an
entry into an occupation.

2. Individual techniques: Individual techniquesof disseminating occupational
information helpsindividualsto make career related decisionsin theright
manner. Individual counselling sessions can be arranged to provide the
necessary information to the person seeking theinformation. However, the
person disseminating the information must be an expert and must have the
essentia knowledgeand skillsto providetherelevant information. Individual
counselling sessionsare usually one-to-one sessions and, thus, may or may
not be successful depending on whether the person seeking information found
theinformation useful or not. The processisalso atime-consumingand an
expensiveone.

Educational information is information related to educational courses,
graduation, education administration departmentsand other rel ated aspects
of education. Such informationisessential for studentsat all agesand even
for theworking people who want to pursuetheir studiesalong with acareer.
Educetiona informationiscollected and provided by theeducationd ingitutions
that offer the specific educational course. Such educational ingtitutionshave
specia cellsthat work to acquireall essentid information rel ated to the course
and other associ ated aspects. These cellsensurethat only relevant information
getscollected so that theinformation isof help for the students.

1.6.3 Dissemination

Educational information can bedisseminated in different ways. Some of theseinclude
thefollowing:

- Talksand lectures: Talksand lectures can be organized for studentswho
areinterested in agpecific educational course. Suchtalksand lecturesprovide
information regarding therequirementsof the course, theinstitutions offering
the course, fee structure and any other relevant information.



- Education exhibitions: Education exhibitionsand fairsareimportant means An Overview: Guidance and
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provideinformation about several coursesand other educational information
under oneroof and so cater to the needs of alarge number of people.

- Publications. There are several educational institutions that take out
publicationsrelated to the various coursesoffered by them. Such publications
offer the most rel evant educational information.

- Schoolsand colleges: Schools and colleges are avenues that can be used
to provide educational information to studentswho need it. Seminarsand
assemblies can be arranged in schools and colleges to help disseminate
educational information required by the students.

- Individual counselling: Educational information can al so be disseminated
by individual counselling of studentswherethey are provided information
about educational coursesthat best match their skills, abilitiesand knowledge
leve.

Apart from the above mentioned techniques, teachers, parentsand peerscan
also providerelevant educational information to the studentswho need it.

NOTES

Example: Occupational Outlook Handbook

The Occupational Outlook Handbook (OOH) is a career resource which offers
information related to hundreds of jobs and occupationsin the United States of
America(USA). Each occupation haswith it associated an occupation profilethat
describesthe duties, work environment, education and training needed for thejob
and the salary associated with thejob. The profilefor each occupationisstatedina
very smple manner which makesit easy for thejob searchersto understand thejob
profile.

Sectionsof occupationd profiles
- SUmmary
- What they do
- Work environment
- How to become one
- Pay
- Job outlook
- State and area data
- Similar occupetions
- Moreinformation

- Summary: The summary section containsfactsabout thejob. Thesefacts
are presented in atabulated manner and pertain to:

- Median pay: Thisisthemedian pay whichtheworkersearnedwhileworking
on the job. Thistells the information seeker about the salary that he can
expect fromthejob.
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- Typical entry-level education: Thisinformation pertainsto the educational

qudlificationsneeded for thejob by most workersto enter into the occupation.

- Work experiencein arelated occupation: Some employers may give

preference to workers who have aready worked in the same or related
occupations. Thisispreferable so that thejob providerscan saveontraining
and education.

- On-thejjobtraining: Thissection providesdetailsabout the on-jobtraining

that may be provided to the job seekerswhen they take thejob so that the
necessary skillsand abilitiescan be devel oped and promoted intheindividual..

The summary section briefly describesall of the sectionsincluded in each
occupational profile.

- What they do: Thissection basically givesbasicinformation on what an

individual isrequiredtodointhejob.

Alist of al dutiesand tasksto be performed in thejob are specified for all
jobs in the OOH. This section also provides information related to the
equipment, tool s, software, or other itemsthat may beused. The section also
liststhe peoplewithwhom theindividua isrequired tointeract whileworking.

- Work environment: Thissection providesinformation related to thework

environment or thework conditionsthat will be availablefor the personto
work. The section providesdetailsrel ated to the workpl ace, the amount of
timeto be spent working and also thephysical activity involvedinthework.
The section a so stateswhether the employeesarerequired to travel at some
time or not. The section may even list activities that may be considered
hazardous. It even lists the types of equipment and gear that the workers
may be required to wear when working.

- Work schedules: This section provided detailed information about the

schedule of theworkersduring theworking hours. The section stateswhether
the employment isfull-time or part-time. It also stateswhether thework is
seasona or whether thework iscontinuousin nature. The section also states
the amount of timethat the workers need to spend in aweek at work.

- How tobecomeone: Thissectiontypically listshow anindividual can enter

intothejob. The sectionliststhe essentia education requirementsfor aspecific
type of job. The section also provides the qualities and the skills that the
workers must possess to get entry into the desired job. The section aso
providesdetail sabout work experience, certificationsaswel | asregigtrations
required to be ableto enter thejob.

- Education: The education section gives a detail of the educational

requirementsfor ajob. Somejobsrequireformal educationwhile othersdo
not require formal education. There are some occupationsthat need people
from different educational background coordinating and working together.
Thissection providesall such details. The section may even list detail sabout
the subjectsthat most peopl e study to get into aparticul ar occupation. The
sectionmay evenlist specia coursesand training programmesthat theworkers
canopt for before enteringthejob to refinetheir abilitiesand skills.
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of work experience required for aspecific occupationa profile. Somejobs
requirean individual to have prior work experiencein the sameor related
field while others may take fresh graduates who do not have any work
experience. All such details and years of experience are al listed in this
section.

- Training: Thetraining section providesinformation related to on the job
training that theindividualsmay have to go through so that they can develop
therequisite skillsand abilitiesto work in an effective manner. On thejob
training may be essential toimprovethe productivity of theworkers.

Thissection a so providesinformation about apprenticeshi ps, internships, and
residency programmes that the workers may require taking up before or
during their job tenure.

- Other experience: Thissection providesinformation related to other types
of experiencesand worksthat may be hel pful in performing well at the present
job. Sometimes, some occupationsrequirevocational training or voluntary
work to be an added advantage for the job and any such extra experience
also addsto theresume of the job seekers.

- Licenses, certifications and registrations: This section provides
information related to licenses, certifications, and registrationsthat may be
needed for aspecificjob or aspecifictype of an occupation. The section also
describeshow ajob seeker can earn these credentials.

Licensesmay beissued to some people by the State so that they can continue
practicing their profession. Most workersto become licensed need to appear
for an exam and qualify in it. The workers may also need to have basic
educationd qualificationsand may even need tofollow somedigibility criteria
Therequirementsto obtain alicense may vary from one State to another and
may be different for even the same occupation.

For some occupations, it isessential for theworker to haveacertificate. In
other words, a person must be certified to work in the specific job or
occupation. The certification may require theworkersto demonstrate how
they perform the said task or job. Sometimes, theworkersmay need to show
that they possessthe required skillsand may even need to passan examination
for the certificate. Certain educational requirementsal so need to be met for
aworker to get therequired certification.

The section providesdetail sof requirementsthat are essentia for obtaining
thelicenseand certificates. The section a so provided information on how a
worker can obtain the specific license or certificate and the examsthat need
to be cleared for the same.

- Important qualities: Thissection definesthe essential characteristicsand
qualitiesthat aworker must possessto work in the specific occupation or job.
The section also describes asto why these qualitieswould be useful inthe
specificjob. Thequalitiesmay specify therequisiteskills, the personal traits
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of theworker essential for thejob and al so specific technical or other skills
that theworker must possessto work in aparticul ar vocation.

Advancement: The advancement section describesany advanced skillsor
certificationsor education that may berequired for thejob. It al so describes
the advancement opportunitiesthat the workers may get when workingwith
the chosen organi zation. The opportunitiesfor advancement may comefrom
within thejob or occupation or when aperson becomes sel f-empl oyed.

- Pay: Almost al occupational profilesinthe OOH show median wage data

for wage and salary workersin the occupation. The dataare obtained from
the Bureau of Labor Statistics (BLS)— Occupational Employment
Statistics (OES) program. Profilestypically include median wagesand the
wages earned by thetop 10 per cent and bottom 10 per cent of workersinthe
occupation. Many profilesa soinclude wages earned by workersin selected
industries—those in which most of an occupation’s workers are employed.
Thewagedata by industry also arefrom the OES survey.

The Pay section al so providesinformation related to the work schedule and
thework environment and may even provideinformation isessential about
worker unions.

- Job outlook: This section providesinformation related to how thejob or

employment isexpected to grow or declineand thefactorsthat affect thejob
outlook. The section may also provide detail sabout the job prospectsand the
changing business practicesthat can hel p ajob seeker to decidethejobwhich
suitshimthe best inthelong run.

- Sateand areadata: Thissection provideslinksto sourcesfor employment,

wages, and projections data by State and area. Included are links to data
maps from the BL S Occupation Employment Statistics (OES) program for
the occupation(s) coveredintheprofile. External linksgoto ProjectionsCentrd,
which contains state empl oyment projections devel oped by Labor Market
Information (LMI) or by individual State Employment Projectionsoffices;
andto Career InfoNet, whichincludes occupational profiles andtoolstofind
employment and wage data by State and metro area.

- Similar occupations: Thissection provideslinkstojobsthat aresimilarin

nature especialy intermsof the skillsand duties.

Some occupationshavesmilar job dutiesor smilar required skills. Thissection
provideslinksto those occupations.

- Moreinformation: Thissection providesinformation about associations

and organi zationsthat providejob seekerswith additiona information related
to thevariousjobs and occupations.

The section also includes links to the Occupational Information
Network (O*NET) systemfor the occupation or occupationsincludedinthe
profile. State employment service officesuse O* NET to classify applicants
and job openings. For each occupation, O* NET listsanumber of descriptors,
including common tasks, necessary knowledge and skills, and frequently used
technol ogy.
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10. What doesoccupationa information deal with?
11. Mentionthegroup techniquesof disseminating occupational information. NOTES

1.7 SUMMARY

- Guidance and counsdlling have becomeanintegral part of the education sysem
because of the changing face of the education acrossthe globe.

- Educationin smpletermsmeans|earning. Education moreformally can be
defined asaprocess of acquiring knowledge, skills, beliefs, valuesand habits.
Educationisessential tolivein the society.

- K-12 education system isthe most widely accepted education system across
the globe especially in countrieslikeIndia, United Statesof America(USA)
and Canada.

- Guidancein smpletermsmeansto direct or providing ass stanceto someone
who needs help. In the broader perspective, guidanceisprovided at all levels
to human beings by one person or the other.

- When it comes to education, guidance covers the whol e spectrum of the
educational world. Guidance includes all types of education— formal, informal,
vocational and specid.

- Avocationa guidance helpsanindividual to manageand usehisleisuretime
in an effective manner. Avocational guidanceisessential asco-curricular
activitiesplay animportant rolein the development of the student.

- Guidanceplaysanimportant roleinthe devel opment of anindividual . Guidance,
thus, has adevel opmental function associated with it which helpsin self-
realization and self-devel opment of anindividud . Guidanced so helpsinnationa
development.

- Counsdlling refersto professional servicesprovidedto anindividual whois
facing aproblem and needs hel p to overcomethe problem. Counsellingis
considered to beanintegral and central part of guidance.

- Guidance and counselling are both involved with the devel opment of an
individual. Both help anindividual infacing and solving the problemsand
moving towards self-realization and sel f-empowerment.

- However, despite thefact that both guidance and counselling are aimed at
helping an individual in finding solution to his problems, there are some
differences between the two, especially in terms of how the processes are
carried out and implemented.

- Whilemany peopleview guidanceasanintegral part of counsalling, thereare
otherswho consider counsellingto beavitd part of guidance. Infact, guidance
and counselling often go hand-in-hand.
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- Psychotherapy basically focuses on hel ping and treating people who have

mental and emotional problems. The person who facesthe problem consults
apsychotherapist who after discussing the problemwith theindividua triesto
findasolution.

- Thereare several approachesthat can be used in psychotherapy to help an

individual improvehislife. Thevariousapproachesto psychotherapy include
cognitive-behavioural approach, interpersona approach and talking therapy.

- Counsdling and psychotherapy are often used interchangeably and counselling

may be offered as a part of psychotherapy. However, there are a few
differences between counselling and psychotherapy.

- Occupational information refersto information about work. Occupational

information, therefore, includesinformation rel ated to variousjobsavailable,
training and preparationfor jobsavailable, entry into an occupation, salaries,
work conditions, emoluments, empl oyee outlook and prospects.

- Individua techniquesof disseminating occupationd information helpsindividuals

to make career related decisionsin theright manner. Individual counselling
sess ons can be arranged to provide the necessary information to the person
seeking theinformation.

- Guidance and counselling are provided by most school sand collegesthese

days as these services help students to adjust to their educational and
vocationa environment. These servicesare a so provided at anindividual
level to people so that they can make the necessary adjustments to their
environment. Guidance and counsel ling enableindividual sto understand
themselvesbetter and identify their problemsand the causes and solve them
with the help of professionals.

1.8 KEY TERMS

- Formal education: It is the education that takes place in a structured

environment likeaschool or an education institution.

- Eclecticcounsdlling: Thisprocessfocuseson the personality and the needs

of the client and then finds techniquesthat can be used to find asolutionto
the problem faced by the counsel ee.

- Psychother apy: Itisthetrestment of mentd disorder by psychologicd rather

than medical means.

- Vocational counselling: It isaset of servicesdesigned to develop the skills

and ability to practiceavocationin aproductive way.

- Sdf-directed education: Thisrefersto theeducation acquired by anindividua

onhisown.



1.9 ANSWERS TO ‘CHECK YOUR PROGRESS

1.

10.

11.

Education isthe processof acquiring knowledge, skills, beliefs, valuesand
habits.

. Informal education iswhat one learns spontaneoudly.
. Guidance meansto provide assi stance to someone who needs hel p.
. Personal guidance helpsin emotional, physical, spiritual, social and mental

adjustment of anindividua.

. Educational guidance helpsstudentsto understand and overcome problems

faced at various|evel sof education.

. Counsdlling refersto professional services provided toindividualswho face

problemsand need hel p to solvethe problems.

. Directive counsdllingisthe oneinwhich the counsellor playsamajor rolein

solving the individual’s problem.

. Thevariousapproachesthat can be usedin psychotherapy to helpanindividua

improvehislifeinclude cognitive-behavioura approach, interpersond approach
and talking therapy.

. Two differences between guidance and counselling are asfollows:

Counselling isan inward analysis of the individual whereas guidance
involvesan external analysisof theindividual and hisproblems.

Counsdlinginanin-depth analyssand hasanarrower perspectivewherein
theindividual understands his problemsin depth whereasguidanceisa
broader and amore comprehensive approach.

Occupational information deals with information related to various jobs
available, training and preparation for jobsavail able, entry into an occupation,
salaries, work conditions, emoluments, employee outl ook and prospects.
The group techniquesof disseminating occupational information includethe
following:
- Careertak

Groupdiscussion

Fedtrips

Career exhibitions

School assemblies

Subject teaching

Publications
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Counsellingin Education 1,10 QUESTIONS AND EXERCISES

Short-Answer Questions

1. Writeashort note onthe K-12 education system.
. What arethe principlesof guidance?

NOTES

2
3. What arethetypesand areas of guidance?
4. Mentiontheaimsof guidance asstated by the K othari Education Commission.
5. Writeshort noteson thefollowing:
(a) Non-directive Counsdlling
(b) Avocational Guidance
6. Briefly discussthedifference between counselling and psychotherapy.
7. How isoccupationd information collected?
8. What arethewaysof disseminating educational information?

Long-Answer Questions

1. Explainthe concept and system of education?
‘Guidance covers the whole spectrum of the educational world.” Discuss.
Describetheareas of counselling whereit isneeded the most.
Discussthe principlesof counsdlling.

o~ DN

Explain the difference between counselling and guidance.
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2.0 INTRODUCTION

The central focus of all guidance and counselling programmesisanindividual. To
ensurethat guidance and counselling are carried out inaproper manner, information
about theindividual needsto be collected using varioustechniques. Testing and non-
testing techniques are used in guidance and counselling to gather the required
information about theindividual so that the person may be assisted in the required
manner. Inthisunit, youwill study about theimportance of maintenance records,
testing techniquesand non-testing techniques used while providing guidance and
counselling services.

2.1 UNIT OBJECTIVES

After going through thisunit, you will beableto:

- Analysethe S gnificance of maintaining recordswhile providing guidanceand
counselling services

- Explain thetesting techniques used in providing guidance and counselling
services

- Discussthe non-testing techniquesused in providing guidance and counsdlling
services

Testing and Non-Testing
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2.2 RECORDS

Guidanceand counsdlling are considered important asthey hel pindividualsinfacing
and overcomingtheir problems. The mainam of providing guidance and counselling
servicesisto enableindividualsto make adjustmentsintheir life and bring about
behavioural changes so that the individual canlead ahappier and ahealthier life.
Recordsand record-keeping are central to guidance and counsel ling programmes
asthey help the counsellor and the guidance professional sto get accessto important
andrdiableinformation.

Guidance and counselling practitioners maintain records of their clientsfor
the benefit of the clients. Infact, to maintain records of clientsisone of themain
dutiesof the practitioners. Thefollowing arethe reasonswhy maintaining recordsis
consderedimportant:

- Recordshelp the practitionersto document and review the counselling and
guidance servicesprovided.

- Recordsprotect the practitionersfrom legal liability especially intheevent of
the practitioners becoming the subject of legal proceedings.

- Records provide relevant information that the practitioners utilize when
providing counselling and guidance services.

Therecordsmaintained by the practitionersare confidential and areavailable
only to theclient. The clientsneed to beinformed about the fact that their records
arebeing maintained for the purpose of record-keeping. In effect, practitionersin
most cases need the consent of the clients so that they can maintain records. The
counselling and guidance professi onalsmay a so not withhold records, if the client
doesnot want them to do so.

Client records may contain any information that can hel p to document the
nature, delivery, progress and results of the guidance and counselling services
provided. Recordstypically containthefollowing:

- Dataabout theclient

- Referral information

- Date and typesof servicesprovided along with thefee
- Detailsof the servicesprovided

- Detailsof the counselling or guidance contract

- Consultation notes

- Assessment and other testsand their reports

Theresponsibility of creating and maintaining client recordsisthat of the
practitioner. The counselling and guidance professionalsmay create and maintain
records using different media. However, it must be ensured that the records are
maintained in amanner that ensurestheir confidentiality. The records should be so
maintained that timely retrieval ispossible. The maintenance of therecordsshould
be donein such amanner which facilitatesthe guidance and counselling servicesin



an effective manner. The security of client recordsisalso theresponsibility of the
counsellor. The practitioner may make use of several security techniquesto limit
accessto therecords.

Theclient records happen to bethemost reliableinformation about the client.
Theserecords provide the essential information about the progress of the guidance
and counselling sessions and how these have hel ped the client. The practitioner
must ensure to create and maintain the recordsin an unbiased manner.

Example: Types of records maintained by a school counsellor

Cumulativerecord folder: Thecumulativerecord folder isthe most important
type of record maintained by aschool counsellor. A singlerecord id maintained per
student and all information related to the student isavailablein thisrecord. The
cumulativerecord dsoholdsall other recordsand any detathat iscong deredimportant
for thewelfare of the students.

Report sheets/card: Thisreport card or sheet isbasically adetail of scoresof the
studentsin various exams, assignments, projects and tests. The report card also
containsthe marks of the examination conducted at the end of the year. Thereport
cardis, thus, arecord of the academic performance of astudent.

Transcript: Thetranscript isanother important type of record maintained by the
school counsellor. The transcript records the student’s behaviour, performance and
development during the period of his stay in the school. Most schools offer this
record at the end of asession or sometimesin themiddle so that remedial measures,
if essential can betaken to bring about achangein the behaviour or the performance.
The transcript may even be provided to the students when they are transferring
from one school to another.

Health record: The health record provides information related to the student’s
health, the physical fitnesslevel and also the physical appearance of the student.

Attendancerecord: The attendance record gives information about the student’s
attendancei.e. how many days a student was present in the class and how many
dayshewasabsent. The attendancerecord also givesarecord of the punctuality of
the student.

Use of school recor ds: The school records maintained by the school counsellor
can bereliably used for thefollowing purposes:

- School records give the necessary information about the student’s performance
and progressin the school.

- Thecounsellor can use the datato help the studentsto adjust to the school
environment. The counsellor, thus, hel psthe sudentsto learnin an effective
manner.

- Theinformation fromtherecords can be used to hel p the studentsunderstand
their intellectual abilitiesand skillsand al so understand their behaviour for
socid devel opment.
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- Theinformation from the records can be used by the teachers and parentsso
that they can understand the students and their needsand help inthe overall
development of the students.

- Therecords maintained by school counsellorscan hel p the studentsto take
decisions about the future. Theinformation hel psthe studentsto take the
right decisons.

- Therecordsal so provideinformation about the school and itsfunctionsand
how these functions can help the studentsto fulfil their needs.

- The school records also act as reference points. These are used when a
student hasto bereferred to another counsellor or another school whenthe
student isbeing transferred.

Thefollowing arethe essential e ementsand attributesof agood record so that they
can beusedin an effective manner to extract the required information.

- Good records must be easy to keep in the sense that the record-keeping and
maintenance must take less time of the teacher’s busy routine.

- Animportant quality of agood record isthat it must maintain theinformation
intheright manner and must beinformative even yearslater whenitisretrieved
for use.

- Therecords must be easy to explain to teachers and so must be based on
knowledge and proceduresthat all teachersare aware of and canrelateto. A
record issaid to be effective only if the teachers and the record users can
easily understand them. If therecords are stored in such amanner that they
arenot understood by the teachers, then they are of no use.

- Recordsmust be constructivein nature and must provide all the necessary
details pertaining to the student and his devel opment. The records should
provide enough details about the strengths and weaknesses of the student,
socia behaviour, themanner in which heusestheabilitiesand skillsand also
the cognitive aspect of the student. The record can only then be used for
judgment by theteachers.

- Good records must be versatile. One must be ableto usetheserecordsinan
easy manner whenever required. Also aversatilerecord isthe onethat can
serve more than one objectives so that it can save time and energy.

- Onemainfeature of recordsisthat every record must have apurpose. The
recordsare maintained for specific purposesand these must fulfil the specific
purposein an effective manner.

- Records must always be cross-indexed. An overall record pointing to the
various records must be maintained for easy retrieval and access. Cross-
indexing providesaquick reference about therecord in abrief manner and so
it can be known what the record was about and how the conclusionswere
arrived at.



Example: American Association Code of Ethics related to Record-
Keeping and Maintenance

Confidentiality of records

The counsellorswho maintain the records must ensure that the records are kept
secure. The counsellors must keep the records at a safe location and ensure that
only authorized peopl e have accessto the records. Unauthorized accessto records
must not be allowed asit breachesthe confidentiality of therecords.

Permission to record

Whilemaintaining records, it isthe duty of the counsellorsto obtain permissonfrom
the clients to maintain the record of the sessions. The session may be recorded
using various mediabut the client must be aware of the same.

Client access

The counsallors must provide the client accessto the records when asked for the
same. Inmost cases, the counsellorsprovide compl ete accessto therecords. However,
if thecounsellorsfedl that theinformation intherecordscan harmthe clients, they
may allow only partial accessto the records. When counsellorsareworking witha
group of clients, they providetheindividual sonly therecordspertai ning to themand
not the entire group. Therecordsare confidential and so their accessislimited.

Disclosure or transfer

When the records haveto betransferred to athird party or another counsellor, the
counsellors need to obtai n the permission for the same from the clients beforehand.
Sincetherecordscarry sensitiveinformation, the counsellors must ensurethat the
record transfer takes place in a sensitive manner so that no unauthorized access
takesplace.

CHEcK YOUR PROGRESS

1. Statetheessential featuresof the records maintained by guidance and
counselling practitioners.
2. What isthe mainaim of providing guidance and counselling services?

2.3 TESTING TECHNIQUES

Asdiscussed earlier, guidance and counselling help the individual to overcome
problems. To beableto hel p theclient, guidance or counsalling professional must be
ableto know about theindividual . Thereare several techniquesthat can be used by
the practitionersto know their clientsin abetter manner. Of these, testing techniques
arethe most commonly used techniquesthat can be used by practitionersto know
their clientsand then decide about the guidance and counselling services needed by
theclient.
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Counselling and guidance professionals make use of several testsfor the
assessment, guidance and appraisal of clients. Using thesetechniquesalso increases
the confidence of the client. Moreover, it also hel psthe clientsinimproving their
behaviour and adjusting to their problemsand leading ahealthier life.

Process of Testing
The processof testing includesthefollowing steps:

- Sdlectingthetest: Onceit hasbeen decided that the client needsto undergo
atest, the counsellor or the practitioner finds out about the various possible
testing optionsthat can be used. For this, the practitioner may make use of
test manual sand other information resourcesthat provide detailson how to
perform thetest, what doesthetest do and how to analyse the results of the
test.

- Administeringthetest: Test administration can bedoneusing the standard
norms that require the practitioner to follow the specific manual stepsto
carry out the test. A practitioner may even carry out the test in a non-
standardized format wherein the practitioner can experiment with theclient
and, therefore, the test becomes an internal norm of the practitioner. The
testscan be administered either in groupsor individual ly. The administration
of thetest al so depends on the client taking thetest and the purposefor which
thetest isbeing conducted.

- Scoring of test: Inthe most general cases, machine based test scoring is
carried out. Machine based scoring is considered better than manual scoring
sinceitisnot biased. The scoring of thetestsmust be carried out onthebasis
of instructionsprovided in the manual of thetests.

- Interpretingthetest: Interpretation of the test isbased on theinstructions
provided inthemanual guidefor thetest. Based onthetype of thetest carried
out, theinterpretation of the test may be brief and superficia or it may be
detailed and theory based. I nterpretation of thetest isbest carried out by the
practitioner. Interpretation may be carried out by amachineaswell but this
typeof interpretationistoorigid.

- Communicating thetest result: The processof testing endsin providing
the test results to the client. The test results can be communicated using
verbal and non-verbal techniquesby the practitioner. The practitioner also
hasto ensure that the test results are understood by the client.

Themainissueintestingisthat of confidentiality. When atest isconducted
by guidance or acounsdlling practitioner, it must be ensured that the test isconducted
in complete confidentia ity and that thetest results must be communicated only to
theclient and no one else. In addition, if theinformation about the testsneedsto be
shared then it must be done with the consent of the client. Theissueof confidentiality
needs to be discussed with the client before the test is administered. When the
confidentiality issue has already been discussed with clients, they take part inthe
testsmore actively and are al so more open to undergo counselling services.



Beforeatest can beadministered, it isalso essential for the counsallor or the
practitioner to be prepared for thetest. The counsellor must have adetail ed know-
how about thetests. The counsellor must make surethat heknowshow thetest isto
be conducted, how theresultshaveto beinterpreted and to understand therdliability
of the test. It is always better if the counsellor has already conducted the test
beforehand or has supervised the administration of the test. Thiswill help the
counsellor to gain exact knowledge about how to conduct aspecific test.

2.3.1 Psychological Tests and their Types

Psychological testsareteststhat are conducted to know about the abilities, attitudes,
motivations and needs of individuals. According to Anne Anastasi, a famous
psychologist, ‘Psychological test can be defined as a sample of an individual‘s,
behaviour, obtaining under standard conditionsand scored according to afixed set
of rules that provide a numeric score.’

Inastandardized psychological test, the scoresof theindividua arecompared
with test scoresobtained from samples of teststhat were conducted when the test
wasfirst devel oped. Psychol ogical tests can be conducted in variousways. These
may requiretheindividual to answer inYes/ No or Right/ Wrong or in some cases
thesetestsmay requiretheindividud to givedetailedinformation about their tendencies
and dispositions. Generally, psychological testsare conducted and interpreted onthe
basisof amanual that givesdetailed information regarding thetest, itsaccuracy and
rdiability.

Psychol ogical testscan be used to assessvariousbehaviourd traitsof aperson.
On the basis of the behavioural trait being assessed, psychological tests can be
categorizedinto several typesof tests. Theseincludethefollowing:

- Testsof intelligence
- Testsof abilities

- Testsof interests

- Testsof personality
- Testsof achievement

Each of these tests has a defined purpose and assesses different traits and
attitudesof theindividua.

Any psychological test to be of useto the counsellor aswell astheclient must
havethefollowing characteristics:

- Thetest must bereliablein the sensethat it must give accurate and consistent
resultsevery timeit isused.

- Thetest must bevaidinthe sensethat it measuresexactly what it isintended
to measure.

- The test must be practical and usable in the sense that it can be easily
administered in acost- effective manner. Thetest must also be conductedin
such amanner that it takesvery lesstime.
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According to L ee Joseph Cronbach, an American educational psychologist,
psychological testsare undertaken for thefollowing purposes.

- Prediction: Thevariouspsychological teststhat theindividual undertakes
provide abasisfor predicting the decisionsthat theindividual will takeat a
later stagein order to overcomethe problem.

- Selection: Psychological testsare often administered by variousorganizations
andingtitutionsto know theskillsand abilitiesthat anindividua possesses. On
the basisof these skillsand abilities, theindividual may be selected for ajob
or acourse.

- Classification: Psychological testsare used to classify individualson the
basisof their gptitude and attitude. For example, sudentsmay needto undertake
psychological teststo classify thosewith high aptitude levelsas one group.

- Evaluation: Psychological testsare also undertaken to assessand evaluate
programmes, methods and techniquesto know whether these are effectivein
applicationor not.

1. Intelligence tests

Intelligenceisone of the most commonly used psychol ogical term that has been
used to distinguish people. Intelligenceisbas cally an understanding of how well the
individua understandsacomplex processand learnsfrom it and other experiences.
Onthisbasis, aperson who isableto understand the complex processeswell and
usethem equally well isconsidered to be anintelligent person.

Intelligence, however, cannot be measuresonly on the basisof asingleentity.
Infact, intelligence testsmeasure avariety of mental functionsand abilitiesof the
individual. Intelligence tests are, thus, based on nine different and independent
intelligences. These multi pleintelligences have been proposed by Howard Gardener,
anAmerican developmental psychologist, in hisTheory of Multiple Intelligences.
According to Gardener, these nine different and independent intelligencesinteract
and work together to enabletheindividual to find asolution to hisproblems. Thus,
the Theory of Multiple Intelligences statesthat intelligenceisnot asingleentity and
a person’s intelligence cannot be measured on the basis of excellence at a specific
task.

Thefollowing arethe ninetypesof intelligences asdescribed by Gardener in
hisTheory of MultipleIntelligences:

- Linguisticintelligence: Linguisticintelligencerefersto the ability of the
individual to make use of language he knowsin expressing histhoughtsandin
understanding others.

- Logical mathematical intelligence: Logical mathematical intelligencerefers
totheability of theindividua to think logically and critically to manipul ate
symbolsand solve mathematical problems.

- Spatial intelligence: Spatid intelligencerefersto the ability of apersonto
form, transform and use mental images. It isspatial intelligence that enables
aperson to understand rel ationshi ps of objectsin space.



- Musical intelligence: Musical intelligenceisthe capability of theindividua Testing and Non-Testing

to create, produce and manipulate musical patterns. Techniques
- Bodily-kinaesthetic intelligence: Bodily intelligence refers to the
individual’s ability to make use of his body structure and muscles in a NOTES

coordinated manner tofacilitate movement and to do varioustasksinaroutine
manner.

- Interpersonal intelligence: Interpersonal intelligenceisthe ability of the
individual to relate with other people and understand the behaviour, attitudes
and emotionsof other people. Thistype of intelligence enablesapersonto
find out why the other person behavesin a specific manner.

- Intrapersonal intelligence: Intrapersonal intelligence is the individual’s
ability tounderstand hisinner self. It enablesapersontoidentify hisstrengths
and weaknesses so that the person can relate with otherson thisbasis.

- Naturaligticintelligence: Naturalistic intelligencerefersto the ability of a
person to understand the nature and the environment that surroundsthe person.
It enables a person to identify the beauty of the nature and also makes a
person aware of theimportance of environment to lead ahealthy life.

- Exigtential intelligence: Thisintelligencerefersto theability of apersonto
understand the basi cs of human existence and answer several questionsabout
the existence of mankind.

With the emergence of the concept of multipleintelligences, theintelligence
teststoday requireapersonto perform severa tasks. Therearefour basicintelligence
teststhat are used to measure theintelligence of aperson. These areasfollows:

Binet-Simon scale: The Binet-Simon intelligencetest wasfirst devised in 1905
and thenrevisedin 1908 and 1911. Thetest wasdevel oped by psychologists, Alfred
Binet and Theodore Simon, who believed that intelligence, wasalearned entity. The
test wasbasically formul ated to test the intelligence of children accordingto their
age. Thetest was conducted on childreninthe age group of threeto twelveyearsto
measuretheir intelligence. Theorigina test devised in 1905 included thefollowing:

- ‘Le Regard’

- Prehension provoked by atactile stimulus

- Prehension provoked by avisua perception

- Recognition of food

- Quest of food complicated by adight mechanical difficulty
- Executing s mple commandsand imitating S mple gestures
- Verbal knowledge about objects

- Verba knowledgeof pictures

- Naming of designated objects

- Immediate comparison of two linesof unequal lengths

- Repetition of threefigures
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- Comparison of twoweights

- Suggedtibility

- Verbal definition of known objects

- Repetition of sentencesof fifteen words

- Comparison of known objectsfrom memory
- Exercise of memory on pictures

- Drawingadesign from memory

- Immediate repetition of figures

- Resemblances of several known objectsgiven from memory
- Comparison of lengths

- Fiveweightsto be placedin order

- Gapinweights

- Exerciseuponrhymes

- Verbal gapsto befilled

- Synthesisof threewordsin one sentence

- Reply to an abstract question

- Reversal of the handsof aclock

- Paper cutting

- Definitionsof abstract terms

Thechildwasrequiresto take severd testsand his scorewasbased on the composite
scoreacrossthevarioustests. The Binet-Simon Scal e basi cally measured the mental
age of the child against the chronol ogical age. Chronological age of the childisthe
agethat correspondsto aspecific level of performance. Based on this, theresultsof
thetestswereclassified asfollows:

- Average: An average score meant that the mental age and the chronol ogical
age match each other.

- Advanced: An advanced score meant that the mental age was higher than
the chronological age.

- Retarded: A test score of retarded meant that the mental agewaslower than
thechronological age.

Sanford-Binet scale: The Stanford-Binet scale was developed in 1916 by an
American psychologis, LewisTerman. Lewis Terman revised the Binet-Simon scale
and expanded it to formulate the Stanford-Binet scale. This scale gave the test
scoresintermsof intelligence quotients. Intelligence quotient iscal culated by dividing
the mental age by the chronol ogical age and then multiplying theresult by 100. This
test allowed children of different age groupsto be compared onthe basisof their IQ
scores. The Stanford-Binet scale measured the factorsin different test categories
asshowninTable2.1.



Table 2.1 Factors Measured by the Stanford-Binet Scale Testing and Non-Testing

Techniques
FIwc_j Knowledge Quantltgnve V|sual-sp_at|al Working
reasoning reasoning processing memory
Non-verbal Form board Delayed NOTES
Early reasoning | Vocabulary quantitative and form response
reasoning (non- patterns (non-verbal)
verbal) (non-verbal)
Verbal Procedural Verbal quantitative | Position and Block span
absurdities knowledge reasoning direction (non-verbal)
(non-verbal)
Picture
Verbal " Memory for
analogies absurdities (non- sentences
verbal)
Object series
matrices (non- Last word
verbal)

The Stanford- Binet scale hasemerged asastandard test for measuringintelligence.
However, the approach does have some problems. One problem is that 1Q for
different age groupsisdifferent and so people from different age groups cannot be
compared or it would bewrong to compare people of different agegroups. ThelQ
system and the scoring system did not work well for adults. In fact, thetest works
best for peopl e ranging between two to thirteen years of age. To overcomethese
shortcomings, thetest wasrevisedin 1937, 1960, 1973 and 1986.

Wechder Adult Intelligence Scale (WAIS): American psychologist David
Wechd er published thefirst test to assesstheintelligence of adultsin 1939. Thistest
isdesigned to assessthe non-verbal reasoning abilitiesof adults. Thisscaleindicates
the scoresseparately for verbal intelligence, non-verbal intelligenceand al so scores
of theoverall intelligence of aperson. Inthistest, the | Q curve of aperson represents
theareainwhichthe personfallsinthe normal distribution of 1Q scores. Thelatest
edition of this test released in 2008 is composed of ten core subtests and five
supplementary subteststhat indicatethe overall 1Q of aperson. Thesetestsbasically
test the following attributes of the individual’s intelligence:

- Verba Comprehension Index (VCI)
- Perceptual Reasoning Index (PRI)
- Working Memory Index (WMI)

- Processing Speed Index (PSl)
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Table 2.2 Subtests under the Wechsler Adult Intelligence Scale

NOTES — —
Verbal Description Proposed abilities measured
Comprehenson
Similarities Theparticipants are | Thetest is a measure of abstract verba
given twowordsor | reasoning.
concepts. The

participants then
have to find the
similarities between

the conceptsor the
words.

Vocabulary In this test, different | Thetest measures how well one has been able
tasksmay be to learn, comprehend, use and expressthe
assigned to the vocabulary taught.

participant. The
participants have to

name the objects and
pictures that are
given to them.

I nformation Inthis test, the Thetest measures how much genera
participants are information aperson has acquired from
questioned about culture.
genera knowledge.

(Comprehension) This text measures aperson’s ability to deal
with abstract social conventions, rules and
expressions.

Per ceptual Proposed abilitiesmeasured

Reasoning

Block Design Thisis atestthat can measure a person’s spatial perception. It also

helps to measure the visua processing abilities and also
problem-solving abilities of aperson.

Matrix Reasoning | Thisis atestof measuring the individua ’s non-verbal abstract
problem-solving abilities and also to measure theinductive
reasoning and spatial reasoning abilities.

Visud Puzzles Thevisud puzzles best measure the spatia intelligence.
(Picture This test checkshow quickly theindividua perceives visual details.
Completion)

(Fgure Weights) Quantitative and anaogical reasoning is measured in this test.
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then later recall it
in an ascending
order.

Arithmetic

Thistest is a measure of the quantitative
aptitude and the concentration and
mental manipulation abilities of an
individual .

(Letter-Number

In thistest, the

Thetest is ameasure of anindividual ’s

Working Memory Description Proposed abilitiesmeasur ed Testing and N_F’”}]T‘?S“ ng
. ) .. echniques
Digit span forwards In thistest, the The abilities measured by the test 'a
participants are include learning, memory, attention,
required to recall encoding and auditory processing.
a series of
numbersin order. NOTES
Digit span backwards The participants Thetest measuresan individual ’s
have to recall the | working memory. It also measures how
numbersin a effectively an individua cantransform
backward fashion | information and the visua and spatia
or series. imaginary skills.
Digit span seguencing In thistest, the
participants are
required to retain
a sequence and

Sequencing) participants are attention abilities. It aso teststhe
required toretain | concentration and mental abilities of an
numbers and individual .
alphabets and then
recall the numbers
in an ascending
order and letters
in an aphabetical
order.
Processing Proposed abilitiesmeasured
Speed

Symbol Search | This test measures the visual perception abilities of a person. The test
also checks how well a person can anayse the visuals and the scanning
speed as wdll.

Coding The coding test tests how well an individual can coordinate his visual
perceptions and motor kills. The test adso measures the working
memory and the mental skills of an individual.

(Cancellation) This test checks how well an individual can perceive visuals.

Wechdler primary and preschool scaleof intelligence: Thisisanintelligence
test designed for children aged between two years six months and seven years
seven months. Thetest wasdesigned by David Wechder in 1967. Thistest contains
of seventeen sub-testsand the score of all such testsisaccumul ated to get the | Q of
the child. The subtestsfall into thefollowing categories:

- Block design
- Information
- Matrix reasoning
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- Bugsearch

- Picturememory

- Smilarities

- Picture concepts

- Cancdllaion

- Zoolocations

- Object assembly

- Vocabulary

- Anima coding

- Comprehenson

- Receptivevocabulary

- Picturenaming
Theresultsof thistest are categorized in thefollowing manner:

- Below 70isextremely low

- 70-79isborderline

- 80-89islow average

- 90-109is average

- 110-119ishigh average

- 120-129issuperior

- 130+ isvery superior
Theadvantagesof intelligencetestsare asfollows:

- Thesetests are the best tests that have been devel oped to test a variety of
human behavioursin themost effective manner.

- Thesetestsoffer astandard and uniform meansof comparing theintelligence
levelsof people.

- Theseare excellent predictors of academic performance.
- Thesetestseffectively outline the strengths and weaknesses of people.

- Intelligencetests provideinformation on cultural and biological differences
among people.
Thedisadvantages of intelligencetestsare asfollows:

- Most intelligence scores provide a single score which cannot be used to
measure themultidimensional facetsof intelligence.

- Thesetestscannot predict or eval uate non-academic intellectual abilities.
- Thetestsmay not alwaysberelevant to peopleof al classesand backgrounds.



Example Typesof questionsthat can befound in general intdligencetests Testing and NTonhTf_Sting
echniques

Thefollowing arethetypesof questionsthat are generally foundinan 1Q test:
- Analogies(mathematical and verbal)
- Pattern driven (spatial and mathematical) NOTES
- Classfication
- Visud
- Spatid
- Logicd
Whilethose arethe genera areasthat an 1Q test might examine, it isuseful to see
more specific questions. Here are afew test questionsthat one comesacrossin an
1Qtest:
1. Which number comesnext in thefollowing pattern?
37,34,31,28
Answer: 25, thenumbersare decreasing by 3
2. Choosethecorrect analogy:
Book isto Reading asFork isto:
a. drawing
b. writing
C. dirring
d. edting
Answer: d.

3. Two groups of words are given. Find two words — one from each group
whichareclosestin meaning:

GroupA
talkative, job, ecstatic
Group B
angry, wind, loquacious
a. takativeandwind
b. joband angry
c. talkativeand loquacious
d. ecstatic and angry
Answer: c. Talkative and Loquacious
4. Point out the correct option that can be arranged asa 5-letter English word?
a HRGST
b. RILSA
c. TOOMT
d WQRGS
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Answer: b. railsand c. motto
5. Find the number that completestheratio:

84as10:
a3
b. 7
c.24
d5

Theanswer is5 because 4 ishalf of 8, and 5ishalf of 10.

Other types of questions could be encountered aswell. These questions could be
any of thefollowing:

- Questionsrelated to pictures. For example, apicture of diceand ask which
oneisdifferent.

- Questions related to picture shapes and asking the tester to point out the
different one.

- Questionswith pictures of unfolded cubeswith designson each cubeface.
The participant may be required to point out which imagewould betheright
choiceif the cube wasto befolded.

- Quedtionsrelated to finding the missing numbers. Thisrequiresthetest taker
toanalyselogically to find the missing number.

- Questionsrelated to images of folded shapes and i dentifying which shape
doesnot belong to the given shapes.

- Questions asking the test taker to unscramble the words and identify the
category to whichtheword belongs.

- Questionsrelated to the identification of missing piecesof adiagram or a
block.

- Quedtionsrelated to seriesof figuresand finding which figure comesnextin
the sequence.

Thenumber of questionsyou answer correctly isthen used to scorethe test
and provide ameasure of your intelligence.

Example: Practice of intelligence testing in India

Intelligencetesting in Indiahasbeen the premier testing strategy for most educators
and psychol ogists. AImost 40 per cent teststhat aredevelopedin Indiaarerelated to
intelligence. Till 1988, 42 per cent testswererelated to academicintelligencewhereas
only 2 per cent wererelated to social intelligence.

The use of psychological tests in India was first initiated by Christian
missionaries. It was Dr. Ricewho first attempted the standardi zation of the Binet-
SimonTest inIndiain Urdu and Punjabi.

In 1934, Mahalanobis (an Indian scientist and applied statistician) wasthe
first one to attempt to devise and administer agroup test of intelligencetestsin
Bengdi inindia



TheNational Library of Educational and Psychological Tests (NLEPT) at
theNationa Council of Educationd Researchand Training (NCERT) amat collecting
Indian and foreign tests. They also bring out periodical publications that give
information about the various Indian tests. The NLEPT also works at critically
reviewing theintelligencetestsand publish these reviewed testsin the bulletins.
TheNLEPT hasalso published Indian Mental M easurement Handbook; Intelligence
and Aptitude Tests. The NLEPT providesinformation on forty-three published
intelligencetestsin Indiaand five unpublished tests. Out of thesetests, the maximum
number of tests (51 per cent) wasavailablein Hindi, followed by non-verbal (19 per
cent) and English (14 per cent) tests. Only 5 per cent of thetestswereavailablein
Gugjarati and 2 per cent eachin Bengali, Marathi and Tamil. Further, themajority of
tests(81per cent) were administrablein group settings.

School counsellorsin India do the job of both school psychologists and
vocationa counsdllors. Thefollowing havebeen reported withregardto the particulars
of intelligencetestsused in their day-to-day practice:

The school counsellors mentioned only four tests— Raven’s Standard
Progressive Matrices (SPM) (96 per cent), the test of General Mental Ability by
Jalota (27 per cent), Bhatia’s Performance Battery (22 per cent), and an Indian
adaptation of the Stanford-Binet test by Kulshrestha (4 per cent).

However, the counsdlorsdid not fedl very satisfied with the performance of
thetests. Additional effortswere made to devel op more dependable measures of
intelligence. Inthispursuit, morethan oneintelligencetest wasused. Thecounsdllors
also suggested the use of scholastic achievement tests, teacher’s rating, students’
interview, observation of students’ behaviour and parental interview to measure the
intellect of aperson.

Example: Intelligence tests

Children’s pictorial measure of social cognitive abilities (CPMSCA) by Dr. Kiran
Kumar A Salagame (Retired Professor, Department of studies in Psychology,
University of Mysore) and Archana Bhat Kallahalla (Department of studiesin
Psychology, University of Mysore) (English): Thistest measuressocial cognition
abilitiesof thechildrenfrom st to VI classthrough ten different pictures. Thistest
consists of a series of eleven pictures (one sample picture and ten test pictures).
Each pictureis shown to children and they asked to report theevent init and, the
responsesare systematically analysed and the social cognitiveabilitiesare measured.

Grouptest of intelligence by PramilaAhuja(English): This110itemsquestionnaire
measures general mental ability of nineto thirteen years aged students. Thistest
consistsof seven subtests: scrambled words, anal ogies, classification, disarranged
sentences, same-opposite, seriesand best answers. Total timerequiredistwenty-
fiveminutes.

Test of General Intelligence for College Students by S. K. Pal and K. S
Mishra(Hindi/English): Thistest isdesigned to measuretheintelligence of graduate)
and postgraduate students. It consists of six sub testsi.e. word meaning, anal ogy,
classification, number series, codetransformation and syllogism. Total timerequired

isforty minutes.
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Mixed Type Group Test of Intelligenceby PN. Mehrotra(Hindi/English): The
verbal and non-verbal test items will measure the IQ of ten to eighteen year
adolescentsfor atimelimit of twenty minutes. Verbal itemscontai n; anal ogy, number
series, classification, vocabulary and reasoning, whereasnon-verbal part contains
analogy, arrangement, classification, digit symbol and part fitting test.

2. Achievement tests

Achievement iswhat one accomplishesinaspecificfield, areaor domaininwhich
oneisconsidered to be an expert. Achievement tests assess the knowledge and
skillsthat aperson hasgained. Typically, achievement testsare taken by sudentsto
assesshow well they have been ableto acquire skillsand knowledge that have been
taught to them. There are several types of achievement teststhat are carried out
and each of thesetestsisused for adifferent purpose and to assessadifferent skill
of astudent. Most of the achievement tests provide information about academic
proficiency of astudent.

Achievement testsare categorized asfollows:

- Formativeand summativetests. Formativetestsaretheteststhat assess
theknowledge and skillsgathered before and during instructions. Summative
testsare usually given at the end of training or course instruction to assess
the outcome of theinstructions. In other words, these tests assesshow much
knowledge has been gained once the course has been compl eted.

- Prognostic tests: Prognostic tests are also called readiness tests. These
testsbad cally assessasto how muchtheindividua will gainfromthetraining
that will be provided related to aspecific area.

- Diagnostictests: Diagnostic achievement tests measure the performance
of astudent in different subjectsthereby identifying the strong and the weak
areas of the students. Typically, these tests assess students in arithmetic,
language ability and reading.

In general, achievement tests are criterion referenced or norm referenced.
The criterion referenced and norm referenced tests differ on the basis of their
intended purpose, the manner in which atest is selected and how theresultsare
assessed and evaluated. Criterion referenced achievement tests determine the
strengths of the test taker. Thesetestsbasically assesswhat a person taking the test
can do and hisknowledge. Thesetestsare not comparison tests. Thesetestsinform
asto how well theindividual isperforming with repect to pre-determined performance
levels.

Norm referenced testsare the achievement teststhat are designed to compare
achievement differences among people. The main aim of these testsisto rank
achieversfrom high achieversto low achieversand compare how well theindividual
performsin comparisonto others.

Achievement tests can be teacher made tests and standardized tests. A
teacher made test isan evaluation technique used in classrooms. Thesetestsare
designed by teachersto measure the outcome and content of thelocal curriculum



that the teachersimpart to the studentsin the classroom. A teacher made test can Testing and Non-Testing
be easily devel oped and can be adapted to any subject or material. Inteacher made Techniques
achievement tests, the materialsof thetest, thetimelimit and the scoring procedure

vary from onetest to the other. In other words, no two teacher madetestsarethe

same. Such testsalso do not require sophisticated techniquesfor devel opment. NOTES

Standardized testsarethe achievement teststhat are devel oped using aspecific
procedure. In standardized tests, thereisuniformity with respect to scoring procedures,
administration of thetestsand also interpretation of thetest results. C.V. Good has
described a standardized test is that “for which content has been selected and checked
empirically for which norms have been established, for which uniform methods of
administering and scoring have been devel oped and which may be scored with a
relatively high degree of objectivity.’

Standardized tests are devel oped by experts and so have high technical
standards. Thesetestsare highly reliable as compared to other tests of the same
type and nature. Theresultsand data obtai ned from achievement tests can be used
to promote, classify, diagnose and eval uate students.

The advantages of achievement testsare asfollows:

- Thesetests provideinformation regarding the extent of learning and therate
of learning.

- Thesetestshighlight therelative performance of theindividual or astudent.
- Achievement testshelp to identify the strengths and weaknesses of students
inspecific subjects.
The disadvantages of achievement testsareasfollows:
- Achievement testsarenot reliablein ngjob satisfaction and job success.
- Thesetestsoftenfail to providethe correct information.

- Thesetestsdo not take into account factorslike mood, fatigue and so on that
can affect the performancein thesetests.

- Achievement teststypically focuson cognitive devel opment and do not indicate
anything about emotional and personality traits.

Example: Peabody individual achievement test

The peabody isastandardized, nationally norm referenced achievement test. It is
individually administered by atrained examiner. The assessment takes placeinthe
followingfields: general information, reading recognition, reading comprehension,
mathematicsand spelling. The assessment isbased on the scores of each subtest
and the composite scoreindicatesthe grade level and percentile ranking of atest
taker inrelationto the several other test takers. Thetestisnot awritten but an oral
oneandisinaconversational format so that the studentsfind it easy to takethetest.
Theduration of thetest i sbetween sixty to ninety minutes. However, the subtests
andtheexamin genera arenot timed. Thetest can be administered al throughthe
year to assessK-12 gradelevels.
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Individual testing

Individual testsare administered in anon-bracketed fashion. Thismeansthat the
studentscan takethetest asper their abilitiesand skills. The studentsare not required
to answer questions that are fixed as per the grade level. The assessment of the
child takesplace using materialsrelevant to the age and the grade of thechild. The
studentsarerequired to take thetest of ahigher level only when heanswersat least
five out of seven questionsin acorrect manner.

Peabody subtests and scoring

- General information: The general information subtest tests the student’s
generd information and knowledgerel ated tofieldslike science, socia science,
history and humanities. Ashasaready been mentioned, thetestisan oral one
and so the questions are read out loud and the student answersthem. The
child’s factual and reasoning knowledge are assessed in this subtest.

- Reading recognition: Reading recognitionisan oral test of the reading
skills of the students. The test assesses the student’s ability to recognize
sounds of words and al phabets and al so the vocabul ary of the student.

- Reading comprehension: Reading comprehension is a subtest that
measures the student’s ability to understand what he has read. The child
develops his vocabulary through this test. Usually, a student reads out a
sentence and then choosesthe picturethat rel atesto the sentence in the best
way.

- Mathematics. Thissubtest assessesthe mathematical ability of the students.
The test may assess the number recognition skills, the clarity of concepts
related to geometry and trigonometry. Most of the questionsare simpleand
do not requirethe sudentsto do alot of calculations. However, studentsare
allowed to make use of paper and pencil to answer the questions.

- Spelling:  Thespellingtestisamultiple-choice question typetest wherein
the student isrequired to choose the correct spellings. The examiner speaks
aloud various spellingsof aparticular word and the student isrequired tortell
the correct spelling of theword.

- Scoring: Thescoresof each subtest are calculated instantaneoudy and are
combined to giveacumulative scorefor the student. Thisindicatesthegrade
level and the knowledge of the student.

3. Interest tests

Interest testsare teststhat assesstheinterestsof theindividual. It hasbeen proved
that interestsarerel ated to academic successand al so job satisfaction. Therefore, it
isessential to know theinterests of theindividual or astudent. Interestsbasically
refer to activities that a person enjoys and likesto indulge in. Interest tests are
classfiedintoformal assessment techniquesand informal assessment techniques.



Formal assessment techniques: Interest inventoriesaretheformal toolsthat Testing and Non-Testing
are used to identify theinterests of theindividual. The Strong Vocational Interest Techniques
Bank isaninterest inventory that isbased on the assumption that theindividual with
interest in an occupation will find satisfaction and will also enjoy successin that
specific occupation. Inthisinterest inventory, atest taker hasto differentiate between NOTES
different activitiesasL(Like), | (Indifferent) and D (Didlike). Thus, thisinterest
inventory istermed as category-responsetype assessment. Kuder Preference Record
isaninterest inventory devel oped by G Frederick Kuder, apioneer in vocational
guidance. The Kuder Preference Record enables one to assess preferences for
specific activities. Each activity listed in the records has three choicesand the test
taker hasto select one of the three choices asthefirst choice and another asthe
third choice. Thistype of assessment isalso called forced choice pattern type asthe
test taker isrequired to specify which activity helikesthe best and which helikes
theleast and thereason for didliking that activity.

Themost common type of interest test that isconducted iscareer test. This
test helps peoplefind careersthat match their interests. The career test typically
asksafew questions about the career interests of the individual and the results of
thetest point out, asto whether the career isright for the person or not. Thetestis
based on the premisethat a person should opt for acareer that interestshim because
only then can one enjoy thework and achieve successin that field.

Interest testsaretypically carried out for the following reasons:

- Thistest providesteachers, parentsand counsellorsinformation related to
the preference and aversions of the students so that they can be understood
better.

- It enables the parents, teachers and counsellors to assist the student in a
better manner intermsof hiseducational and vocational interests.

- Thistest a so helpsin selecting the right person for theright task and, hence,
increasing the productivity.

Interest tests simply show what interestsa person and not the strengths of a
person. As such, interest test results should not be used alone to decide which
vocation or educational field isbest suited for aperson. Interest testson their own
havevery less significance and so their results must be combined with other tests
like achievement and aptitude teststo hel p a person to make the right educational
and career choice.

Example: HOPE test of interests

Online HOPE Interest Tests are field-tested, reliable and valid. Thesetests have
been devel oped by atrained psychometrician of Boston University. Thesetestsare
duly copyrighted with the Government of India. Thesetestsarenow availableonline,
not only in English but alsoin Hindi and Tamil and can beadministered anywherein
theworld. Students, therefore, havetheoptiontotaketheonlinetestsintheir preferred
language. Thesetestsare designed for individua studentswho want to know about
their level of intelligence, vocationd aptitudeand personality. Thesetestsare specially
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recommended for studentsinthe X classto help them select proper course groups
in X1 classand for studentsin the X1 classto select appropriate coursesin higher
studies. Thetestsare al so recommended for undergraduate and graduate students
and students pursuing professional degrees. These tests help these studentsin
identifying careersinwhich they will be successful. These testshelp educational
and vocationd ingtitutions, to identify careers/vocationsinwhich the studentswould
excel.

4. Aptitude tests

Aptitudeiscongdered asthe natural tendency of aperson to do something. Aptitude
isalso sometimesknown asthe specia ability or acluster of abilitiesof aperson. It
isonthebasisof the aptitude that a person isconsidered to be good at something.
Aptitude of theindividua isthe natural ability that can be extended andimproved by
learning and experience but cannot be extended beyond alimit. An aptitude test
assessesthe potential of theindividual to achieve or excel inagiven activity.

Thereasonswhy aptitude testsare conducted are asfollows:

- Aptitudetestshelpto bringtofore potential sand abilitiesthat theindividual is
unaware of.

- Thesetestsencourage the devel opment of aspecific ability.

- Thesetestsprovideinformation that can beused by theindividual indeciding
about an educational field or aspecific career.

- Theseaso helpin predicting and eval uating academi c and vocationa success.

Aptitudetestsare availableto test a most anything and everything. Theseare
of varioustypeswhichincludethefollowing:

- Verbal Tests: These are the most basic types of aptitude tests that assess
logical reasoning of theindividual. Verbal testsmay involve spelling tests,
identifying antonymsor synonyms, identifying analogies, filling wordsto
compl ete sentences or interchanging wordsin agiven sentence. Example:
Theréationship between WORD and SENTENCE isbest expressed smilarly
by which of thefollowing pairs of words?

A. ENGINEand CAR
B. BIBLE and BOOK
C. CELL and ORGANISM
D. SONNET and TEXT
E. STEM and FLOWER
- Numerical Tests: These aptitude tests assess numeracy and logical thought

of theindividual. Thetest may typically involve completing anumber series,
smplearithmetic calculations, interpreting charts, diagramsor graphs.



Example
What isthe sum of thefollowing?5/9 + 3/4+5/7 =
Al
B. 2
C.3
D. 4
E.5

- Non-Verbal Tests: The non-verbal aptitude tests assessthe memory, thinking
and reasoning abilitiesof aperson. Suchteststypically include diagrammatic
reasoning, memory testsand inductive and abstract reasoning.

- Accuracy, Speed and Attention Tests: These aptitude testsrequire datato be
organized and compared so that the objects can be placed intheright order.
Theseusudly test the speed, attention and accuracy of theindividua inrelation
to the various aspects.

- Spatial Tests: These are tests that assess the awareness of 3-dimensional
and 2-dimensional spaces.

The advantages of aptitudetestsare asfollows:

- Thesetestsprovide auniform and standard quantitative metric for objective
comparison of individuals.

- Theseareby far the most efficient and effective tool sto assessthe aptitude
of theindividual.

The disadvantages of aptitudetestsare asfollows:
- Aptitudetestsdo not measure all areasof intelligence and ability.
- Thesetestsdo not fairly assessintelligencelevels.

Example: Differential aptitudetest

Differential Aptitude Test (DAT) isan aptitude test that can be used to assessthe
general cognitive abilitiesand aptitudes acrossawide range of occupations. DAT
testsal so serve asassessment tool sto predict successin atraining programme and
overal job performance. Theuse of DAT revealsthefollowing:

- Generd cognitiveabilities
- Perceptual abilities
- Clericd andlanguageskills
Each DAT testisused to assess aptitudes suitabl e for various occupations.
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Tedt What It Does Jobs/Fields Max Time
Verbal reasoning is a measure of the
Verbal . - ) . .
. general cognitive ability especialy in Any 20 minutes
Reasoning . .
terms of thinking skills.
Numerical ability testsare thetests that Project Manager,
Numerical |areusedto assesstheindividua ’sability | Bookkeeper, 20 minutes
Ability to understand numerical relationships and | Statistician,
handle the various numerica concepts. Shipping Clerk
Abstract reasoning is anon-verbal test. Skilled Trades,
Abstract This test is used to measure the Computer
Reasonin individua ’s ability to find relationships Programming, 15 minutes
g between different and abstract figure Drafting,
patterns. Auto Repair
Mechanical reasoning is like the Bennett Carpenter
Mechanical Comprehension Test. Theam Mefhmic,
Mechanical | of this test is to measurethe ability of the . ' .
. S . Maintenance 20 minutes
Reasoning | individua to understand and apply basic Worker
mechanica principles of machinery, tools '
. Assembler
and motion.
Drafting,
Spacerdations is atest whichis usedto | Architecture,
assess theindividual ’s ability to identify Die-making,
Space and visudize 3-D objects, figures and Carpentry, 15 minutes
Relations patterns and identify how the objects Clothing, Design,
would look if theseare rotated, flipped or | Art,
moved in some manner. Decorating,
Dentistry
Language usageis atest of the
Language |nd|V|0!uaI s ability touse grammar,. detect Any 12 minutes
Usage errorsin grammar and also to identify
punctuations and capitdlization.

Example: Employment aptitudetestsin India

eLitmuswaslaunched in 2005 andisone of the best employment aptitudetests. Itis
also called pH test (Hiring Potential Test). The aim of the test isto recruit new
employeesor freshers. It isconducted and organized by eLitmus Evaluation Private
Limited, an organization in Bangalore. eLitmus has collaborated with over 200
companiesthat make use of thistest to recruit theright candidatesfor theright jobs.

eLitmustest iscons dered to bethe most effective employability testin India
and assessesacandidate on variouscriteria. Thevariousparametersare eval uated
and test scores are based on how the candidate performed at these levels. The
scoreisknown asthe pH score and grades are awarded on the basis of these tests.

TheeLitmustestisawritten test of two hours. Thetestisdivided into three
sections— quantitative, verbal and analytic sections. The number of questions in



each section istwenty and so the candidate hasto answer atotal of sixty questions Testing and Non-Testing
in the test. The questionsare multiple-choi ce questions. Each section hastwenty Techniques
questionsmaking atotal of sxty questions. The maximum marksin thetest are 600

if answers are wrong, negative marking also takes place. On the basis of the

performancein thetest, average and percentile scoresof acandidate are cal cul ated. NOTES

The test can be administered especially for candidates who have little
experience and the questions are based on topics like General Mental Aptitude,
English Communication, Behavioural Skillsand Domain Knowledge.

AMCAT stands for Aspiring Mind’s Computer Adaptive Assessment. The
test is considered as one of the best employability tests in India. The test is
administered to choose theright candidatesfor theright jobs. Thetest assessesthe
candidates in subjects— English, Quantitative Ability and Logical Ability. The test
also assesses personality and behaviour of acandidate.

Example: Academic Aptitude and Achievement Test (AAT)

The AcademicAptitude and Achievement Test (AAT)is India’s largest and most
popular scholastic aptitudetest. Thetestisaimed at ngover 1,50,000 students
fromall acrosstheworld. Sincethelast twelve years, the exam has been used by
top companiesand organizationsto hiretheright talent. TheAAT isacost-effective
test and has been devised after proper research in ascientific manner. Thetestis
also offered asastudent guidance service by the IPEM (Institute of Psychological
and Educational Research), the pioneer inthefield of psychometric and educational
researchinIndia. Thistest isspecifically meant for the studentsof classes VI to Xl1
of all CBSE and CISCE Schoals. Thetest can be administered in English and Hindi.

The Institute of Psychological and Educational Measurement (IPEM),
Allahabad devel oped the test to hel p the parentsand the sudentsto choosetheright
educational coursesby ng the areain which the child can perform the best.
Thetest basically assessesthe schol astic abilities of students. Theinformationand
score of the test hel ps the studentsto get information that can help the students,
teachersand parentsto decide about the academi c future of the students.

The academic aptitude and achievement testsare designed to measure three
important aspects of a student’s academic life:

- The student’s potential for academic work
- Theknowledge of the student in different subject areas
- Theability of the student to make use of that knowledge

Parts of the test:

The AAT isan objective test with multiple-choice answer questions. Thetest is
diagnostic and holisticin nature. The various sectionsof theAAT areasfollows:

- Aptitudetest: Theaptitudetestisatest of two hoursduration. The aptitude
test assessesthe verbal and quantitative reasoning abilities of students. Verbal
and quantitative reasoning are considered asimportant tool sthat can determine
the success of astudent at ahigher level of education.
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- Achievement test: The achievement test is a test of two-three hours
duration. The aim of the test is to determine the student’s achievement and
performance in the subjects learnt in school. The test assesses the
comprehension abilitiesand andytica abilitiesof astudent learnt in the school
rather than just theoretical knowledge.

Interest test: Theinterest test isaseparate test and ismore like avalue
added test. Thetest ismeant for students of classes V1l to X11. Theaim of
thetestisto assessthe areas of interest of the students. Thisinformationis
then used to decide the future course of action for the studentsin terms of
academic and career plans. The students are assessed in thefollowing six
areas— literary, social, numerical, mechanical, life sciences and art & musical.
The test scores and results help the counsellors and parents to know the
interest of the students and so help them to decide about the right course of
action and offer them proper educational and career guidance.

Example: Aptitude test questions

1. Whichof thefollowingisleast likethe others?
A. Cube
B. Sphere
C. Pyramid
D. Circle
2. Consider alanguage which usesthefollowing set of characters:
Small set: { abc}
Largeset: { ABC}
Punctuationset: { Xy }
Thislanguage must follow thefollowingrules:
1. A punctuation character must end all series.
2. A series can have up to but no more than 4 characters, including
punctuation characters.
Doesthefollowing seriesfollow al the rulesof thelanguage defined above?
axBy
A. Yes
B. No



3. Consider thefollowing flow chart for acustomer: Testing and Non-Testing

Techniques
) Yes Has Yes Is a Yes
START »  |s Married? » " children? »  child male? >
NOTES
No v No v No
2
v
No Has Yes lsa - | Yes
4 0 children? * child male? " 1
No

-

ThepersoninNo.lis:
A. Married, withchildren
B. Married, with at |east one son
C. Unmarried, with at |east one daughter
D. Unmarried, with at least one son
E. Unmarried, with no children

4. Susan cantype 10 pagesin 5 minutes. Mary cantype5 pagesin 10 minutes.

Working together, how many pages can they typein 30 minutes?
A. 15
B. 20
C.25
D. 65
E. 75

5. Congder thefollowing series:

3,4,6,9,13,  What comesnext?
A. 15
B. 16
C. 17
D. 18
E. 19

5. Attitude tests

Attitude tests are the teststhat assess the attitudes of people with respect to other
people and society. Thesetestsassesshow well theindividual adjuststo the social
normsand how hemanagesinterpersond relations. Basicdly, attitudeisanexpression
of how much onelikesor didikesathing or aperson. Based ontheattitude, aperson
approachesthingsor people helikesand rejectsthingsor peoplethat arenot liked.
Attitudesare basically learnt and adopted and are not natural capacitiesof aperson.
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Totest theattitude of aperson, various scaing techniques have been devel oped.
One such technique is known as equal-appearing intervals. This method was
devel oped by Thurstone and Chave( scaling theorists). The scale consstsof several
gatements. The score of apersoniscal cul ated based on the psychologica continuum
of thescaevadue. If thescorefd|sinthemiddlerangeof the psychol ogica continuum,
theperson’s attitude to a statement and, thus, a concept is regarded as neutral. If the
scorefallstowardsthe favourable end of the psychol ogical continuum, the attitude
isconsidered favourable and unfavourable otherwise.

The other method is that of summative ratings. As per this method, each
statement hasarbitrary weights associated withit, which areasfollows:

- 5strongly agree (SA)
- 4agree (A)
- 3undecided (U)
- 2disagree (D)
- 1strongly disagree (SD)
Theindividual who shows favourable attitude for the statement usesthis
weight series. On the other hand, the weights 1,2,3,4,5 are used by people who

opposethe satement or who show unfavourableattitude. The scoreisthen determined
by summing up theratingsof all items.

Attitudetestsare used to assessthelevel of adjustment of theindividual with
the people around him. Thesetestsare al so used to assesshow good apersonisat
devel oping and maintaining interpersond relationships.

6. Personality tests

Personality can be defined asaunique pattern of traitsthat theindividual possesses.
Itisthese uniquetraitsthat digtinguishthe person from othersand provide acons stent
way inwhich the person interactswith the environment. Personaity isthe sum total
of emotional, motivational, interpersonal, attitudinal and even moral aspectsof a
person. Personality tests are testswhich are conducted to assessthe personality of
theindividual.

Itisimportant to conduct personality testsdueto the following reasons:

- Personality playsavita rolein determining the vocational and educational
successof aperson. Itis, therefore, essential to know the personality traitsso
that theindividual can make educational and occupational adjustmentsas
required.

- Personality testshelp theindividual to overcome emotional conflicts. When
personality testsare conducted, theindividual getsto know what traitsare
becoming a problem in managing emotional issues and, so can work on
improving them thereby resolving emotional issues.

- Persondlity testsarea soimportant for social counsalling.



There are several tools and techniques that are used for testing the personality.
Some of them areasfollows:

- Sdf-report measur es Self-report measuresare persondity teststhat require
theindividual to answer a series of questionsregarding his characteristic
behaviour. During these tests, a person answers several questions about
himself in atrue/ false manner. These tests can be used to measure severa
personality traitsincluding attitude, emotions, feelingsand soon.

- Projective techniques. The projective techniques help to focus on the
personality of theindividual asawhole. When taking these tests, aperson
needsto project hispersonality inthetest exercise. Theideabehind projection
of personality in thesetestsisto unearth theinner motivesand personality
traitsthat are otherwise hidden. Thesetests, therefore, maketheindividual
aware of whatever he does not know about himself.

Totakethetedt, theindividual hasto respond to several stimuli likeaseriesof
pictures, ink-blots, or other such stimuli. Theinterpretation of such resultsis
carried out by professionalswho aretrained to do so. Theinterpretation also
takesalongtime.

- Behaviour al assessment: Behavioural assessment isapersonality test tool
that assessesthe way theindividual behavesunder certain conditions. This
behaviour isanindicator of the personality of aperson.

Advantage of personality tests:

- Thesetestshelp to understand the individual and acquireinformation about
himindetail.
Thedisadvantagesof personality testsincludethefollowing:
- Personality testsare not based on adequate norms.

- Theinformation and results of thetest can beinterpreted only by skilled and
trained professionals.

Example: Personality test

Personality questionnaires are used to assessthe personal behavioural preferences.
The questionnaire hel ps a person to know how he likesto work. Thetest is not
aimed at assessing the abilities of a person but the aim of the test isto enable a
person to see how he relates to others, when it comes to solving problems and
dealing with emotionsand fedings. Inapersondity questionnaire, therearenoright
or wrong answers. The only thing he hasto do isto choose the option that best
describes the person’s feeling or his liking and disliking for a particular thing or
concept.

Personality questionnaires can be in two formats. In onetype, apersonis
required to rate himself and in the other format, the personisrequired to choose
statementsthat hefeelsrelateto hispersonality.
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Rating statements

Inthisformat of personality test, aperson may be asked to rate himsealf on anumber
of phrasesor statements. After reading each statement, the person may mark the
answersasfollows:

Select circle 1 If you strongly disagree with the statement
Select circle 2 If you disagree with the statement

Select circle 3 If you areunsure

Select circle 4 If you agree with the statement

Select circle 5 If you strongly agree with the statement

Inthefollowing example, thefirst statement has been compl eted; the person has
agreed that ‘1 enjoy meeting new people’ is an accurate description of himself. Try
rating yourself on the other example questions. Remember there are no right or
wrong answers.

=9 S %
o o o
=T 2 5 S £
[t [} . o =
- .2 0 = (= - o
no a D < n<
1 | enjoy ' . O q O
meeting new
people.
2 I like helping P 0 ® & &
people.
3 | sometimes O - @ C '®
make
mistakes.
4 I'm easily 9, O e ~ -
disappointed.
repairing
things.
Making choices

In thisformat of personality questionnaires, a person is given several blocks of
statements. The person hasto choosethe block of statementsthat best describehis
behaviour. A person is required to choose one of the columns marked ‘M’ for most

and ‘L for least.

Thefirst statement bel ow has been compl eted; the person hasindicated that
he likes most trying out new activitiesand does not like at all understanding the
underlyingtheory. Try choosing which statementsaremost and least liked by youin
thefollowing example questions. Remember there are no right and wrong answers.




M L
1 A | try out new g &
activities.
B | consider other & -
people’s
feelings.
C | like to O «
understand the
underlying
theory.
M L
2 A | have highly & &5
original idess.
B | am prepared ' '
to tell peopleif
they are
mistaken.
C | am modest & O
about what |
have achieved.
M L
3 A | conceal my ' '
feelings.
B | am nervous O O
before big
events.
C | review work O O
criticaly.
M L
4 A I like meeting O &
new people.
B | enjoy setting - G
long-term
godls.
C | usualy feel & &
relaxed.

Example: Personality test for employees

The test contains several groups wherein each group contains four statements
expressing personal viewpoints. Thetest taker isrequired to select the one statement
that reflectshisviewpoint.
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A Sometimes it is better to lose thanto risk hurting someone.

B | am generally good at making ‘small talk’.

C Established practices and/or standards should always be foll owed.
D | sometimes lose control of my workday.

A | rarely have second thoughts about decisions| have made.

B | am very careful not to be aggressively demanding of others.

C | usually stop at yellow lights, rather than race through them.

D People will often take advantage of you without giving it asecond thought.

A | think managers worry too much about thefeelings of other people and not enough about the bottom
line.

B I work best in situationswhere | amin control.

C Even when winning might be at stake, it is better not to be too forceful.

D | sometimes worry about thingsthat | cannot control.

A | need immediate results.

B People’sdislike does not really bother me.

C If | follow my preset objectives, | may not take care of thereally important things.
D If something hasworked in the past, it is better to stick with it.

A If threatened, | will back off rather thanfight.

B Most people would never intentionally deceive you.
C Once | give priority to aproject, | follow it through.
D If | cannot do something quickly, | get frustrated.

A | do not let day-to-day difficulties affect me.

B | look forward to agood party with lots of people.

C Most people are trustworthy.

D I will risk untried but promising ways rather than follow safe provenways.

A When | am with people who | do not know, making small talk is quite difficult.
B People who act too slowly are an annoyanceto me.

C | have noregrets about thingsthat | have done.

D Even if something new sounds good, | tend to prefer what is already established.

A | prefer knowing exactly how something should be done before | begin.

B | sometimes have difficulty getting started after | have been criticized.

C | would rather run my own business, and take the chance of failing, than be an executivein a
well-established, secure firm.

D A good manager’s decisions should not be overly influenced by the feelings of others.

A | am willing to be pushy in order to get what | want to be done.
B I work best when | can decide what to do and how to do it.

C Too much empathy can often hinder a negotiation.

D | base my decisions on facts and not ideas.

10

A Time management is not one of my key strengths.
B | am always cool, calm and collected.

C The best part of aparty is meeting new people.

D | never hesitate to take quick action.

2.3.2 Socio-metric Devices

Socio-metric devicesare qualitative tool s used for measuring the nature of social
relationship of apersonwithinagroup. The socio-metric techniqueisbased onthe
premisethat theindividual’sfunctioning isaffected by theway his peersview and
influencehim. Therefore, to know the status of theindividual inrelation to others, it
isessential to about the viewpoint of othersabout that person. Socio-metrictechnique
was devel oped by |eading psychiatrist and psychosociologist Jacob L. Moreno and
was adapted by H. H. Jenning for the study of studentsin aclassroom.



According to (Professor of Education, Butler University) John W.Best,
‘Sociometry is a technique/or describing the social relationships among individuals in
agroup. Inanindirect way, it attemptsto describe attractions or repul s ons between
individual sby asking them to indicate whom they would choose or reject in various
stuations. Childreninaschool classroom may beaskedto nameinorder of preference
(usually two or three) the child, childrenthat they would inviteto aparty, eat lunch
with, sit next to, work on aclass project with, or have asaclosefriend. Although
some researchers object to the method, it isaso common to ask the children to
namethe children, againin order of preference, that they would least liketoinviteto
a party, eat lunch with, sit next to, and so forth.”

American developmental psychologist, Urie Bronfenbrenner states that,
‘Sociometry is the method for discovering, describing and evaluating social status,
structure and devel opment through measuring the extent of acceptanceor rgjection
between individuals in groups.’

Inasocio-metrictest, every student inagroup isrequired to write about his
first, second and sometimes, even the third choice about asignificant social setting
and pick out anamefromthe groupitself.

For example: A student may be asked questions such asthefollowing:
- Who would you liketo be the president of your dramatic club?

- Whomwouldyou liketo st next to you inthe class, in the busor while going
forapicnic?

- Withwhomwould you liketo work in the science laboratory?
- With whom do you enjoy most inasocial gathering?
To admini ster the socio-metric test, the following must be kept in mind:

- Beforethetestisadministered, it isrequired to build arelationship with the
classwhichwill improvethe usefulnessof thetest.

- Theinformation to be gathered from the test must be deci ded beforehand.
- Thequestions must beframed in an easy and clear manner.
The advantages of socio-metric techniquesare asfollows:

- Thistechniquehd pstoidentify patternsof choiceand re ection among students
who make up the group.

- It helpsinthe appraisal of the adjustment level of studentsin aclassroom
Setting.
- It helpstoidentify leaders, isolates, mutual choices, rejectionsand so on.

- These techniques help to form a group of students to carry out specific
activitiesinaclassroom.

- These help to identify the characteristics of an individual whoisliked or
didikedinagroup.
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Example: Socio-metric test for assessing acceptance of students with
respect to their seating, work and playing companions

Name:

Somenew arrangementswill bemadefor stting, workinginsmall groupsand playing
group games. | would liketo know the namesof those children youwould liketo sit
with, to play with you and to work with you. You may choose anyonein your class
you wish, including those studentswho are absent. Your choiceswill not be seen by
anyoneelse. Makethe choicescarefully so that the groups can be arranged the way
yourealy want them. At times, itisnot possibleto giveeveryonetheir first choice so
make sureyou givethree choicesfor each question. | would chooseto sit withthose
children.

| would chooseto sit with these children.

1 2. 3.
| would chooseto work with these children.

1 2. 3.
| would chooseto play with these children.

1 2. 3.

The socio-metric data so collected is provided in the form of asociogram which
shows attractions and repulsions within a group and helps the teacher and the
counsellor in discovering the problemsof studentsin relation to the group.

CHEcCK Y OUR PROGRESS

3. Statetheessential features of apsychological test.
4. Whoinvented theWechder Adult Intelligence Scale (WAIS)?
5. List two advantages of an achievement test.

6. Mention the advantages of socio-metric techniques.

2.4 NON-TESTING TECHNIQUES

Guidanceand counsdllingareconcerned with theindividud and, therefore, for guidance
and counselling programmesto be carried out successfully, it isessential to gather
information about anindividual using varioustechniques. Non-testing techniquesare
techniquesusedin guidance and counsdlling to collect information about anindividud.
Thesetechniquesare also used for the appraisal of anindividual.

Thefollowing are the various non-testing techniques used in guidance and
counsdling:
- Interview
- Casestudy
- Obsarvation



- Cumulativerecord Testing and Non-Testing

. : Techni
- Questionnaires Senniques
1. Interview: Itisone of the most reliable non-testing techniquesthat can be
used to collect information about theindividual . Interview isalso referred to NOTES

as ‘conversation with purpose’. An interview establishes a direct relationship
between an interviewer and an interviewee. In guidance and counselling,
interviews can be of several typessuch asthefollowing:
Diagnogticinterview isused to secureinformation about the individual .
Adminigtrativeinterview isused for self-explanation, warning, punishing
or for modifying the behaviour of theindividua .
Employment interview isused to determinewhether theindividua isfit
for aspecificjob or not.
Admissioninterview isused to determinewhether theindividual isfit for
aspecific course or not.
Informativeinterview aimsat imparting information to theinterviewee.
Researchinterview aimsat discovering factsand figures about atopic.
Counsdlinginterview isused to hel ptheindividua solvehisproblems.

A counsdlling interview isan interview of acounselee by the counsellor.
Accordingto anAmerican psychiatrist and psychologist, Milton H. Erickson,
‘A counselling interview is a person-to-person relationship in which one
individual with problems and needs turns to another person for assistance.’
Themain functionsof acounsellinginterview includethefollowing:

It facilitatesthe counsellor to have face-to-face contact with the counsel ee

and assisting him.

It assistsin collectinginformation from the counselee.

It enables the counselee to identify hisinterests and other personality

traitswhich heisunaware of.

To help the counsel ee solve vocational, educational and psychological
problemsfaced by him.

Before acounselling interview can take place to explorethe problem of the
counselee and to assist the counselee to face and overcome the problem, the
counsellor needsto prepare himself. The counsellor must have aclear pictureand
idea about the counsel ee including his background, environment, strengths and
weaknesses. The counsellor must also be clear about the method to be used for the
interview and the purpose of the interview. In addition, the counsellor needsto
ensurethat the confidentiality of theinterview ismaintained.

For acounsdling interview, the counseeemust bewillingto takepartinthe
interview voluntarily elsetheinterview cannot be successful. Stepsof acounselling
interview includethefollowing:

- Preparation of theinterview and building arapport: To preparefor the
interview, the counsallor must plan the schedule of theinterview in advance.
The counsallor a so needsto decide about the physical setting of theinterview
and ensurethat all the necessary material isproperly organized. Thephysica
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setting of the interview must be such that it makes the counselee feel
comfortable. To establish arapport with the counsel ee, the counsellor must
conduct apre-interview conversation. Thiswill helpindeve oping friendliness,
respect and sincerity between the counsellor and the counsel ee.

- Arriveat theproblem: To arrive at the problem that the counsel ee faces,

the counsellor can make use of methodslike observation, talking and listening.
Thesemethodswill help the counsellor to know the problemsthat the counsalee
isfacing and the underlying causes of the problem.

- Workingjointly on theproblem: Thecounsallor and counselee must work

jointly onthe problem tofind asol ution to the problem. Whileworking together
in solving the problem, the counsellor can make use of techniques like
sympathy, assurance, humour, personal references, non-personal references,
threat and approval.

- Closingtheinterview: A counsellor must never end aninterview abruptly.

Infact, the counsellor must ensure that the counsel eeis satisfied and then
end theinterview. At the end of theinterview, the counsallor must possessall
theinformation for which theinterview was conducted.

- Evaluation: A counselling interview isoften evaluated on the basisof the

physical setting, the counsellor, the counsel ee and the outcome of theinterview.

- Follow-up: Follow-up must beinitiated by the counsellor to know whether

the counselee’s problem has been solved or not. Follow-up also helps to
improvetheinterview techniques.

A counsellinginterview should typically cover thefollowing areas.

- Thereasonfor conducting theinterview

- Previouswork history

- Educationd history

- Hobbies

- Interests

- Family situation and background

- Socia Activities

- Physical conditions

- Self-evaluation of appearance, abilitiesand personality
Theadvantagesof acounsdllinginterview areasfollows:

- Itisthebest technique using which information about theindividual can be

gathered.

- Itismorelike aconversation and so the counsel ee feelscomfortable.
- Itisvery easy to conduct.
- It helpsthe counsel eeto get an insight and solve hisproblems.



The disadvantagesof the counsellinginterview areasfollows:
- Itissubjective and time-consuming.
- Theinterview needsto be conducted by experts.
- Insomecases, itisdifficult tointerpret theresults.
- It may not always producethe desired results.

Example: Questionsasked in initial counsealling interview

Thefollowing aretypical questionsthat may be asked by a counsellor when the
counseleefirst requestsfor acounsellinginterview:

Interviewer Date
Notetheidentified problem:
Isthe student seeking help?Yes/ No

If the student has not comefor help, what were the circumstancesthat brought the
student to the interview?

Questionsfor student to answer:
Student’s Name

Age
Birthdate

Sex: M/F Grade

Current placement
Ethnicity

Primary language

We are concerned about how thingsare going for you. Our talk today will
help usto discusswhat isgoing OK and what isnot going sowell. If youwant meto
keep what we discussed as confidential, | will do so except for thosethingsthat |
need to discusswith othersin order to help you.

(1) How would you describe your current situation? What problems are you
experiencing? What are your main concerns?
(2) How seriousarethese mattersfor you at thistime?
a) Very serious
b) Not too serious
c) Not at serious
(3) How long have you been facing these problems?
a) 0-3months
b) 4 monthsto ayear
C) morethanayear
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(4) What do you think originally caused these problems?

(5) Do others (parents, teachersand friends) think there were other causes? I
so, what causesdo they term asreal reasonsfor the problem?

(6) What other thingsare currently makingit hard to deal with the problems?
(7) What haveyou aready tried in order to deal with the problems?
(8) Why doyou think these thingsdid not work?
(9) What have othersadvised you to do?
(10) What do you think would help solvethe problems?
(11) How muchtimeand effort do you want to put into solving the problems?
a) Notat al
b) Not much
c) Onlyalittle
d) Morethanalittle
€) Quiteabit
f) Verylittle
If you answered 1, 2, or 3, why don’t you want to put much time and effort
into solving problems?
(12) What type of help do you want?
(13) What changesareyou hoping for?
(14) How hopeful are you about solving the problems?
a) Very hopeful
b) Somewhat hopeful
¢) Not too hopeful
d) Notatall hopeful If you’re not hopeful, why not?

(15) What el se should we know so that we can help? Arethere, any other areas
which need to be discussed aswel | ?

Example: What happensat an initial counselling interview?

How is the session structured?

The counsellor must structurethe counsel ling interview sessionin aproper manney.
Theaim of the counsellor isto establish and build a strong relationship with the
counselee. Thefirst session of acounsdllinginterview isaimed at finding theissues
that theclientisfacing. Itisinthefirst session that theroleof the counsellor isalso
defined and the client and the counsell or establish aconfidential relationship. The
counsdllor ligenstothedlient and thentriestoreact in aproper manner. Thecounsdlor
then proceedswith theinterview with what the client wantsto talk about.

During the structuring of the counsalling interview, the counsellor a so hasto
decide about thetimelimit. Thelength and time of theinterview usually dependson
the age of the client and the issue that the client isfacing. For example, when a



counsdllor isinterviewing school children aged 12 and above, theinterview generaly Testing and Non-Testing
takesplacefor an hour. For young adults, the counselling interview may last for two Techniques
hours.

Before starting the counselling interview, the counsellor must tell the client
about the length of the interview. Thisis essential so that the client can prepare
himself and set the pacefor theinterview to ensurethat heisableto discussall his
problemswith the counsellor. Thisalso helpsthe client to collect enough personal
detailsand information relevant for theinterview and discussion. If thetimelimits
are not specified by the counsellor, the client may hold back someinformation,
making it difficult for the interview to go on at asmooth pace. To ensure that the
client isnot ableto manipul ate theinterview, the counsallor also hastotell theclient
about how much timeisleft by the end of theinterview, so that the client and the
counsdl lor can al so rai se unfinished questionsor issuesthat are considered important.
The counsellor, therefore, often keeps atrack of the time when the counselling
sessionisunder progress.

NOTES

Theduration of the counselling interview or the number of sessionsisalso
usually defined inthefirst sessions. However, thisdecision may betaken even after
one or two sessions depending on the type of help the client isin need of.

How to start the session?

Oncethe counsellor and the counsel ee are familiar with each other after thefirst
session, the counsdllor triesto talk about various socid topicsso that the client feels
comfortable while discussing the same with the counsellor. This aso helpsthe
counselee to remain at ease and tension free. However, this does not allow the
counsdllor to spend too much timetalking about casual things. Usudly, acounsellor
begins asession differently for clientswho are self-referred and for clientswho
have been referred by someone else. When a counsellor is dealing with a self-
referral client, the counsellor can begin the session with thefollowing.

“We have about a half hour to talk and I would like to ask you what brings you
to counselling.’

‘We have an hour and | would like to listen to issues or anything you would
like to share.’

The counsellor must make sure that he conveysto the client that thetime
limit set would be used in ameaningful manner.

Counseleesare often referred for counselling by parents, teachersand other
counselling therapists. When clients arereferred by athird party, the clientsare
usually resistant to counselling and are more difficult to handle. Thisiswhy the
counsellorsneed to structure the sessionsfor these clientsin avery careful manner.
The counsdl ling sess on must be thoroughly planned and structured to deal with such
clients.

The counsallor must always come acrossasawarm and accepting personto
theclient for whatever reason the client may cometo the counsellor. The counsellor
must alwaysask the client about hisreasonsfor attending the counselling session,
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but should never be judgemental. The counsellor must, therefore, never choose
what to discussin the counselling session. Thetopicsto be discussed should be put
forward by theclient.

Goals to be achieved during the first session

Themaingoa of thefirst session of acounsellinginterview isfor the counsellor to
develop arapport with the counsel ee. The counsellor and the counselee must be
open and honest when communi cating with each other. The counsellor must beable
to interpret the underlying causes of concern of the client. The client must also
ensureto furnish all necessary information to the counseallor so that the counselling
interview cantake placein theright manner in the subsequent sessions.

Termination of theinitial interview

Thetermination of thefirst interview may end with adecis on of the counsdllor and
counsel ee to continue the relationship or not. The counsellor may also refer the
counseleeor theclient to another counsellor, if hefedl sthat the problem of theclient
cannot be handled by him. Thisistypically truefor clientswho need specialised
services.

2. Casestudy: It basically involves studying about theindividual in detail. A case
study isasystematic processthat amsat complete and intense study of theindividual
including his family background, physical, social, emotional and intellectual
environment. According to American psychologist, Ruth Strang, ‘The case study or
history is a synthesis and interpretation of information about a person and his
relationship to hisenvironment collected by means of many techniques.” Case study
is an assessment method that typically studies learning difficulties, emotional
disturbancesand, other behavioural problemsthat theindividua facesin hisnormal
routine, whichisdetrimental to hisoverall devel opment.

Thefollowinginformation needsto be collected for acase study:

- Preliminary information: Thisinformation isabout the name, age, sex,
parent’s age, education, occupation, income, number of children and social
statusof theindividual.

- Past history: Past history refersto any information that has affected the
development of theindividual. For instance, information about past history
may include information related to the individual’s social, physical, mental
illnessor relationship with others.

- Present condition: Information about the present condition of theindividua
may berelated to hisphysical, medical, intellectual, emotional, social and
interest information.

Theinformation so collected isused by acounsellor or apractitioner to find out the
problem that theindividual isgoing through and al so the underlying causes of the
problem.



Thefollowing steps are taken when preparing acase study:
- Locatingthe case
- Forming ahypotheses
- Collecting theessentia information
- ldentifying thefactor that create the problem
- Application of remedial measuresand treatmentsto solvethe problem
- Follow-up to check the effectiveness of the remedial measures

Themain elementsof acasestudy arediagnos's, treatment and follow-up. Diagnos's
referstoidentifying the problem by collecting the essential information. Treatment
involvesapplication of remedial measures and treatments. Follow-upisdoneina
case study to know the effectiveness of the measures used to solve the problem.

The characteristics of agood case study are asfollows:

- A case study must be complete which meansthat it must collect complete
information about theindividual.

- A casestudy must usereliableand valid dataand information.

- A case study must be dynamic and not static. It should also not be cross-
sectional and must provide completeinformation about the person.

- A case study must keep theinformation confidential .
- A casestudy must use scientific techniquesfor analysis of theinformation.
Advantages of acase study areasfollows:
- It can be used asabasisfor diagnosisand treatment of theindividual .
- It givesin-depthinformation about theindividual.
- It enablesaperson to make suitable adjustmentsfor overall development.
Disadvantages of acase study are asfollows:
- Itisavery time-consuming process.
- A case study isasubjective technique.
- Itisadifficult method that can be carried out by expertsand professionals.
- Interpreting the results of acase study isalso atough task.
Example: Dropout student
The case study isabout adrop out student with thefollowing details:
Nameof thestudent: G Sathish (Dropout classVIII)
Father’s name: Benga urappa
Occupation: TeaStall (Business)
Now passed: ClassX (First Division) (Marks: 362/600) (2009/2010)

Siblings: The student hastwo brothers. Hiselder brother iscurrently doing his
B.Ed and younger brother isphysi cally handicapped.
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Family background: Sathish’s father studied up to class 11l and his mother is
uneducated. Sincethefamily isvery poor cannot it isunableto provide education to
all children. The father runsateastall at Gudupalli cross. The shop isthe only
source of income and theland they ownisvery small and the earning from theland
isnot sufficient enough to support thefamily.

Motivation: Agastya, afoundation that helpsto guide studentsand parentsin poor
familiesto take up education because of the several advantages sent itsvolunteers
to request Sathish’s parents to send Sathish to school. However, his parents did not
want to do so because they were already spending huge money on the education of
their eldest child. Also, sincetheyounger brother of Sathish washandicapped, the
parentswere unabl e to support education of Sathish. Sathish had to discontinuehis
studiesafter class V111 so that he could manage theteastall and earnto support the
family.

At Agastya, a drop-out in-charge pursued Sathish’s father to let him attend night
dropout classes after finishing hiswork at the tea shop. Sathish was given basic
training so that he could build hisconfidence at the Agastya K odathanapalli dropout
centre. Sathishwasableto join ZPHS, Kodathanapalli and complete hisclass X.

Help of agastya: Agastya— whose volunteers made Sathish study, provided him
with the required notebooks and also paid his school fees amounting to “ 775/. The
volunteershelped Sathishto learn subjectslike Mathematics, Science, English and
other basic fundamental principlesin different subjects. Sathishlearnt alot of new
thingsabout life and al so attended regular school aswell asdropout night classesto
learn in amore effective manner.

Opinion of the school teacher: The school teachers and authorities also
appreciated the fact that the A gsatya vol unteershel ped Sathish and also visited the
school regularly to know about the progressof Sathish.

Villagers. Thevillage to which Sathish bel ongs has appreciated the help of the
Agastyadropout facility centrethat al so hel psother studentsrealizetheir dreamsof
studying and completing school.

3. Observation: It isone of the most effective methods of collecting information
about the individual. Observation is the most commonly applied technique for
information collection in guidance and counselling. Observation basically entails
observing thebehaviour of theindividual . Behaviour iscons dered to berefl ection of
the personality and so when the behaviour of anindividua isobserved, acounsellor
or apractitioner canlearn alot about the personality of theindividual. Thefollowing
arethetwo typesof observations:

- Natural observation: In natural observation, the specific behavioural
characterigticsof theindividua inanatural setting are observed. Thismeans
that during observation, theindividual does not get conscious of someone
observing hisbehaviour. Thus, thistype of observation can hel pto observe
thereal behaviour of theindividual and, hence, bringsout the hidden aspects
of hispersonality.



- Participant obser vation: Inthistype of observation, the observer becomes

apart of the group which hewantsto observe. The observer buildsarapport
with the group and the group membersare not aware of hisintentionsand so
behavein anatural manner.

Observation to be donein asystematic and objective manner must be donewith
proper preparation and training. Training for observationincludestraininginwriting
the observation descriptively, recording field notesand vali dating the observations.
Preparation for observation requires mental, physical, intellectual as well as
psychological preparation.

A god observation must, therefore, havethefollowing characterigtics:

- It must be planned: For an observation to be of help, it must be planned.

The observer must know what has to be observed and the purpose of
observation. The observer must a so decide about the time of observation,
thetoolsand techniquesto be used for observing aswell asrecording of the
information.

- It must be properly executed: An observation must be properly executed

in the sense that the observer must ensure that the physical settings are
accurate. An observer must have sufficient skillsto carry out the observation
discreetly for its proper execution.

- It must be recorded: An observation is of use only when it is recorded.

Recording of the observation can be done smultaneoudy with observation or
it may be done after the observationisover. In both cases, proper recording
devicesand techniques must be used.

- It must beinter preted: Theresultsof the observation must beinterpreted

using the appropriatetool sand techniques.

Rules for making observation

When making observations, acounsallor or apractitioner must follow thefollowing

rules

- Theobserver must be descriptivein taking notes.
- Theobserver must gather information from different perspectives.
- Theinformation collected must be validated and triangul ated.
- Theobserver must separate description from judgement.
The advantages of the observation method arethefollowing:

- Thesearerdiable, valid and scientific.

- Observations are the most economical method of datacollection.
- Observationscan beflexibly used in various Situations.

- Observations can be applied to people of al ages.

- Observationscan be applied to groupsaswell theindividual .

- Thesedo not requiremuch training.
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The disadvantages of the observation method includethefollowing:
- Observationsare subjective.

- These can be used to observe the external behaviour and not the interna
fedings.

- The observation records many not be accurate and may be biased.

- Sampling and observer error may take place in observationswhich makethe
informationinvalid and unusable.

2.4.1 Diagnosis and Follow-up in Counselling

Counsdlling isaprocesswherein the counsel ee and the counsellor talk to each other
to discuss the problem that the counselee is facing. The process of counselling
requiresthe active participation of the counsel eeto find the causes of the problem
and through discuss onswith the counsdllor bring about changesin hisor her behaviour
to overcomethe problem for healthy devel opment. Themainaim of counsdllingisto
hel p theindividual solvehisproblems.

Diagnosisisaprocesswherein the counsellor and the counseleetry toidentify
the problem and the underlying causes of the problem. Diagnosistypically requires
the counseleeto focuson thefollowing:

- How the counsel ee views himsel f
- The counselee’s perception of the world around him

The processof diagnosis hel psthe counsellor and the counseleeto identify
the strengths and weaknesses of the counsel ee. The counsel ee and the counsellor
arrive at the decision by discussion and talking. This enables the counselee to
understand himself better. It isthrough the processof diagnosisthat the counselee
ass sted by the counsellor can find asol ution to the problem on hisown. Diagnosis
helpsacounsel eeinthefollowing ways.

- It helpsthe counsel eein understanding himself.
- The counselee gainsaninsight into hisstrengths and weaknesses.
- Hebecomes conscious of hischaracter and feelings.

- It further enablesthe counsel eeto use the knowl edge acquired to bring about
changesinhislife.

Onthebasisof thediagnoss, the counsellor suggestsremedial measuresand
treatments so that theindividual can overcome hisproblem.

Follow-upin counsdllingisdoneto verify how effectivetheremedial measures
have been. Follow-up isalwaysdone by the counsellor to know whether the remedy
or treatment he suggested has been effective or not. If the measures are not
considered to be effective, the counsellor and the counsel ee again go through the
diagnosisprocessand find other measures.
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7. Namethe non-testing techniquesused in guidance and counsalling.

8. What arethe essential areaswhich should be covered by acounselling NOTES

interview?
9. List theessentia characteristicsof the observation method.

2.5 SUMMARY

- Thecentrd focusof dl guidanceand counsdlling programmesistheindividual.

- Testing and non-testing techniques are used in guidance and counselling to
gather therequired information about theindividual so that theindividual may
be assisted in the required manner.

- Records and record-keeping are central to guidance and counselling
programmesasthey hel p the counsellor and the gui dance professionalsto get
accesstoimportant and reliableinformation.

- Theclient recordshappen to bethe most reliableinformation about the client.
Theserecords provide the essential information about the progress of the
guidance and counselling sessions and how these have hel ped the client.

- Thereare several techniquesthat can be used by the practitionersto know
their clientsin abetter manner.

- Psychological testsareteststhat are conducted to know about the abilities,
attitudes, motivationsand needsof individuals. On thebas sof the behavioural

trait being assessed, psychological tests can be categorized into several types
of tests. Theseincludethefollowing:

o Testsof intelligence

0 Tedtsof abilities

0 Testsof interests

0 Testsof personality

0 Testsof achievement

- With the emergence of the concept of multipleintelligences, theintelligence
teststoday require aperson to perform several tasks. Therearefour basic
intelligenceteststhat are used to measuretheintelligence of aperson. These
areasfollows:

0 Binet-Simon Scale

o Stanford-Binet Scale

0 Wechder Adult Intelligence Scale (WAIS)

0 Wechder Primary and Preschool Scaleof Intelligence

- Ingeneral, achievement testsare criterion referenced or norm referenced.
Achievement tests can be teacher made tests and standardi zed tests.
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- Interest tests are tests that assesstheinterestsof theindividual. It hasbeen

proved that interestsarerel ated to academic successand a so job satisfaction.
Therefore, itisessential to know theinterestsof theindividual or astudent.

- Aptitudeisconsidered asthe natural tendency of a person to do something.

Aptitudeisa so sometimesknown asthe specia ability or aclugter of abilities
of aperson. An aptitudetest assessesthe potential of theindividual to achieve
or excel inagiven activity.

- Attitudetestsare the teststhat assessthe attitudes of peoplewith respect to

other people and society. Thesetests assesshow well theindividual adjusts
to the social normsand how he managesinterpersonal relations.

- Persondlity isthesumtotal of emotiona, motivationd, interpersond,, attitudinal

and even moral aspects of a person. Personality tests are tests which are
conducted to assessthe personality of anindividual.

- Socio-metric devices are qualitativetools used for measuring the nature of

social relationship of aperson withinagroup. The socio-metrictechniqueis
based on the premise that the individual’sfunctioning isaffected by the way
hispeersview andinfluence him.

- Non-testing techniques are techniques used in guidance and counselling to

collect information about theindividual . Thesetechniquesarea so used for
the appraisal of theindividual. The following are the various non-testing
techniques used in guidance and counsdlling:

0 Interview

o CaseStudy

0 Observation

o CumulativeRecord

0 Quedtionnaires

The main aim of counselling isto help theindividua solve his problems.

Diagnosisisaprocesswherein the counsellor and the counseleetry to identify
the problem and the underlying causes of the problem.

2.6 KEY TERMS

- Linguisticintelligence: Linguisticintelligencerefersto the ability of the

individual to make use of language he knowsin expressing histhoughtsandin
understanding others.

- Sociogram: Itisadiagram cons sting of nodesand lineswhich represent the

rel ationshipswithin agroup of peopleor animals.

- Socio-metric devices: These are qualitative toolsused for measuring the

nature of social relationship of aperson withinagroup.

- Interest tests: Thesetests assesstheinterests of theindividual .



- Differential Aptitude Test (DAT): Thisisan aptitudetest that can be used
to assessthe general cognitive abilitiesand aptitudes acrossawiderange of
occupations.

2.7 ANSWERS TO ‘CHECK YOUR PROGRESS’

1. Theessentia featuresof therecordsmaintained by guidance and counselling
practitionersincludethefollowing:

Dataabout theclient
Referral information
Date and typesof services provided along with thefee
Detailsof the servicesprovided
Detailsof the counselling or guidance contract
Consultation notes
Assessment and other testsand their reports
2. Themain aim of providing guidance and counselling servicesisto enable
individua sto makeadjustmentsintheir lifeand bring about behavioura changes
so that theindividual can lead ahappier and ahedthier life.
3. Theessential featuresof apsychological test are asfollows:
The test must be reliable in the sense that it must give accurate and
consistent resultsevery timeitisused.
The test must be valid in the sense that it measures exactly what it is
intended to measure.

The test must be practical and usablein the sensethat it can be easily
administered in acost- effective manner. Thetest must also be conducted
insuch amanner that it takesvery lesstime.

4. TheWechder Adult Intelligence Scale (WAIS) wasinvented by an American
psychologist, David Wechder.
5. Two advantages of an achievement test are asfollows:

Thesetests provideinformation regarding the extent of learning and the
rate of learning.

Thesetestshighlight there ative performance of theindividua or astudent.

6. Theadvantagesof socio-metric techniquesareasfollows:
Thistechnique helpsto identify patterns of choice and rejection among
studentswho make up the group.
It helpsintheappraisal of theadjustment level of studentsinaclassroom
Setting.
It helpsto identify leaders, isolates, mutual choices, rejectionsand so on.
These techniques help to form agroup of studentsto carry out specific
activitiesinaclassroom.
These help to identify the characterigticsof theindividua whoisliked or
didikedinagroup.
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$§A2?q3;d Non-Testing 7. The non-testing techniques used in guidance and counselling are asfollows:
Interview
Case study
Observation
Cumulativerecord
Questionnaires
8. Theessential areaswhich should be covered by acounsellinginterview are
asfollows:
Thereason for conducting theinterview
Previouswork history
Educationd history
Hobbies
Interests
Family situation and background
Socid Activities
Physical conditions
Self-evaluation of appearance, abilitiesand personality
9. Theessentid characteristicsof the observation method areasfollows:
It must be planned
It must be properly executed
It must berecorded
It must beinterpreted

NOTES

2.8 QUESTIONS AND EXERCISES

Short-Answer Questions

1. Whyismaintenance of recordsconsidered essentia in providing counselling
and guidance services?

2. Namethevariouskindsof psychologica teststhat are conducted to understand
individuas

3. Briefly discusstheninetypesof intelligence testsoutlined by Gardener inhis
theory of multipleintelligences.

4. Why isit considered essential to conduct interest tests?

5. Giveexamplesof thevarioustypesof aptitudetests.

6. Write ashort note on the use of socio-metric devices used measuring the
nature of social relationship of aperson withinagroup.

7. What isacase sudy? Mention theessentia information required for conducting
acase study.
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Long-Answer Questions
1. Discussthe processof testing.
. Explainthefactors measured by the Stanford-Binet scale.
. What isan achievement test? Describeits categories.
. Discussthe advantages and disadvantages of personality tests.
. Analysethestepsinvolved in conducting acounsel ling interview.

o O A WD

. “Observation is the most commonly applied technique for information collection
in guidance and counselling.” Elucidate.

7. Evauatetheimportance of diagnosisand follow-upin counselling.

2.9 FURTHER READING

Bengalee, M. D. 1984. Guidance and Counselling. Bombay: Sheth Publishers.

Sharma, A. 2006. Guidance & Counselling. Guwahati: DVS Publishers and
Distributors.

Yadav, S. 2005. Guidance & Counselling. New Delhi: Anmol Publishing.

Nayak, A. K. 1997. Guidance & Counselling. New Delhi: APH Publishing
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Gibson, D. 2007. Introduction to Counselling and Guidance. New Delhi: Pearson
Education.
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UNIT 3 GUIDANCE SERVICES

Sructure NOTES
3.0 Introduction
3.1 Unit Objectives
3.2 Organization of Guidance Servicesat Different Levelsof Education
3.3 Guidance Programmes
3.4 Kindsof Guidance Services
3.5 Roleof Personnel in Guidance Programmes
3.6 Summary
3.7 Key Terms
3.8 Answers to ‘Check Your Progress’
3.9 Questions and Exercises
3.10 Further Reading

3.0 INTRODUCTION

Guidance and counselling servicesareintegral part of the education system and are
provided in schools and colleges for the academic, personal and vocational

development of the students. Most schoolsand collegesthese daysimplement a
guidance programmewith hel p of experts so that they can cater to the needs of all

studentslaying emphasison thefact that each child isunique and hasneedsdifferent
from another one. In thisunit, you will study about the organization of guidance
servicesat different level sof education, guidance programmes, kindsof guidance
servicesand therole of personnel in guidance programmes.

3.1 UNIT OBJECTIVES

After going through thisunit, you will beableto:
- Explain organization of guidance servicesat different level sof education
- Anaysethe guidance programme
- Describethe kinds of guidance services
- Discusstheroleof personnel in guidance programmes

3.2 ORGANIZATION OF GUIDANCE SERVICES AT
DIFFERENT LEVELS OF EDUCATION

Guidanceisanintegral part of education these days. Guidanceisprovided at all
levels of education—schools, colleges and universities. The aim of guidance is to
help students adjust to their educationa environment. Many studentsface problems
in adjusting to their school or college life and are unable to cope up with these
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problems. Guidance servicestypically entail helping such students to face and
overcome their problems so that they can attain holistic development in their
educational environment

Guidance provided to students can be classified into thefollowing kinds:
- Educationd guidance
- Vocational guidance
- Persona guidance

1. Educational guidance: Itisconcerned directly with the student or the pupil.
Educational guidance is very important and an integral part of a student’s life. The
aim of educational guidance is to enable a student to adjust to the educational
environment in an effective manner. Educational guidance enables students to
coordinate with the school or college environment and also devel op the necessary
awareness and senditivity that isrequired for the overall devel opment.

There aretimeswhen students may not understand what is being taught in
the class. Sometimes, studentsfail to do well in examinations, suffer from lack of
concentration and may not perform well in the academic sphere. These problems
may also lead to the unhealthy devel opment of the studentsand may hamper their
growth in several ways. Therefore, it isimperative that students be assisted in
overcoming and solving these problems.

According to author Arthur A. Jones, ‘Educational guidance is concerned
with assistanceto be provided to the pupilswhichisexpected for their adjustments
in the schools, selection of curricula and school like.”

To beableto provide theright kind of educational guidance, it isimportant
that the guidance provider knows about the students, hisinterests, abilitiesand study
habits.

The objectives of educationa guidancein the sphere of education are asfollows:
- To know about the academic progress of the students.
- Toenablethe students get acquainted with the curriculum.

- To identify students who are academically strong, backward, weak and
creative.

- Tohep the studentsget information about further educationi.e. alevel higher
thantheir present level.

- Toidentify thelearning difficultiesand disabilities of thestudents.

- To help the studentsto overcomethe problemsthey facein their educational
environment at homeaswell asthe educational institution.

The need for educational guidance at the variouslevels of education can be
attributed tothefollowing:

- Diversified cour ses. Education hasnow changed from including asimple
course to severa diversified courses. Often students, get confused as to
which courseto choose. Thisistypically truefor schoolsor collegesthat are
multilateral. For students who are being taught only asingle curriculum,



educational guidance may not berequired. Educational guidanceis, thus, Guidance Services
provided to students so that they can choose the right type of educational
course.

- Failure: Students may fail at a specific course or may not perform well

academically. Educational guidance must be provided to these students so
that they do not dropout from school and also to ensure that they do not
devel op depression. Such students often need the sympathy of their parents
and teachers who can guide and motivate them to perform better at their
studies. If educational guidanceismissing in such cases, the students may
tend to devel op negative attitude towardstheir study material, their teachers
aswell asparents.

- Unsatisfactory progress. Educationa guidanceisneeded moreby students
who do not show satisfactory progressin academicsand related activities.
To ensure that such students perform well and do not devel op acomplex of
being poor at a specific course, educational guidance must be provided by
teachersand sometimesal so experts.

- Undesrablebehaviour : Sometimes, studentsdevel op undesirable behaviour
inaparticular course. Such students may not beinterested in the courseand,
thus, devel op undesirablebehaviour. Indoing so, thestudentsmay even become
the cause of distraction for othersin the classand, thus, hamper thelearning
process of othersaswell. Educational guidance may be provided to such
studentsto alter their behaviour and to ensure that they learnin an efficient
and effective manner.

NOTES

- Individual differences: Inaclassroom, there are several studentsinaclass
who differ intheir abilitiesaswell asinterests. Educationa guidance enables
studentsto choosea course according to their abilities. Educational guidance
also ensures that the students perform to the best of their abilitiesin the
selected course.

- Adjustment of students: When entering school or college, many students
have problems adj usting to the new environment. One of the main reasons
for thismal adjustment isthat the students are not properly oriented towards
the school or college. Educational guidance enables studentsto adjust tothe
school or college asit provides compl ete orientation to the students about
their educational ingtitution. Sometimes, studentsalsofail to adjust because
they are not treated properly when they enter their school or college. Theaim
of educational guidancein such casesis, thus, to ensurethat the studentscan
adjust to their environment.

- Guiding gifted and academically backward students. Educational
guidanceisa so essential for studentswho aregifted or performacademically
well. Educational guidancein this case motivates such studentsto perform
even better. For the academi cally backward students, educati onal guidance
is essential because it enables them to perform better at academics.
Educational guidance enables the students to cope up with academics
accordingtotheir abilities.
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- Check dropouts: Educational guidanceisessential to check the number of
dropouts from school or college. Severa times, students face numerous
problemsintheir educational environment and tend to avoid going to school
or collegeand may dropout. Educational guidance, if provided to such students
can guidethem to overcome and prevent failuresand, thus, it preventsthem
from dropping out of schoal.

Educational guidanceat thedifferent level sof education:

- Elementary stage: At the elementary stage, the student isjust abeginner
and, therefore, may not need any specialized educational guidance services.
Theaim of educational guidance at thisstageisto ensurethat the students
develop ahealthy and apositive outlook. Educational guidanceat thisstage
preparesthe studentsfor the secondary stage of education.

- Secondary stage: At thesecondary level of education, educational guidance
ismandatory for the students. Itisessential for all schoolsto offer educational
guidance servicesat thislevel. The main reason why educational guidance
must be provided at thislevel isthat the students can think and are aware of
their surroundingsand the environment. Theaim of educational guidanceat
thisleve isto help sudentsto select theright curriculum. Educationa guidance
isalso required to motivate the students so that they can make progressin
their studiesin theright manner.

- Higher stage: At the higher educational level, educational guidance is
mandatory. At thisstage, college studentsand thosein universities often need
guidance as to which course to choose so that they can perform well in
academics.

Example: Education at higher level at the Indian School, New Delhi

At thelndian School, theaimisnot only to prepare the students academically but
also at guiding them towards a rewarding and satisfying career. The school

understands how imperativeit isfor studentstoidentify their aptitudes, interests,
career goalsand aspirationsin order to make well-informed decisionsregarding
their higher education. To help studentsin this task, the student counsellor, Ms
Sukhmeen Kaur (part of the school faculty) guidesand counsalsstudentsinthefield
of higher studies.

Additionally, the schools has also tied up with a university—a Singapore
based organi zation that mentors studentsto ensure that they have multiple higher
Sudy options(both domestic and internationa) to choosefrom. Theuniversity provides
asupport system to the school counsellor to manage all the senior studentsin a
systematic manner. The students and the parents can interact with the team of
experts at the university through an online system linked to the school’s website to
get therequired counselling and guidance.



Studentsaretypically counselled inthefollowing arenas:
- Studentsare counselled about the various career optionsavailableto them.

- Counselling enabl esthe studentsto finalize acourse and acountry of study
which could bein another country aswell (USA, UK, Canada, Singaporeand
other popular destinations).

- It helpsthe studentsto prepare for the varioustests.
- It assstsininterpreting the deadlinesrel ated to admissionsand tests.
- It providesguidance about scholarships.

With the help of the university, the school also started the higher education
support system in the academic year 2013-14. In this programme, several sessions
were organized to guide the studentson how to utilizethe online support system and
to create profiles, ask questions and seek the guidance of the counsellors.

Example: Educational guidance in government schoolsin Delhi

A study was conducted to find out the status of gui dance and counsalling programme
running in various secondary and the senior secondary schoolsunder Directorate of
Education, Delhi. Inthisstudy, aself- constructed questionnairewasgivento every
EVGC (Educational Vocational Guidance Counsellors) appointed in the different
schools. Theaim wasto get all the necessary information about the availability of
variousresources and the duties performed by the EV Gs. The questionnairealso
required the EV Gstotell what problemsthey faced in administering the programme
and a so about the effectiveness of guidance services provided by them. According
to theresultsof the study, the EV Gs said that they were provided with the necessary
resourcesto performtheir dutiesand al so the servicesthey offered were effective
in spite of the fact that they had shortage of time and were over-burdened with
work. The EV Gstried to provide guidance and counsel ling to maximum number of
studentsthey could reach out to. The study also concluded that that the guidance
and counselling services need to beimproved so that maxi mum students could be
benefited..

2.Vocational guidance: Thisentails providing ass stance to students so that they
can opt for theright vocation or career. Vocational guidance hel psstudentsto make
decisonsreated to future career plans. Vocationa guidance also enabl esthe students
to adjust to the vocational environment. According totheauthorsof An Introduction
to Guidance, Lester. D. Crow and Alice Crow, “Vocational guidance usually is
interpreted asthe ass stance given to thelearnersto choose, preparefor and progress
in an occupation.” According to Professor Emeritus of Education, University of
Michigan, G E. Myers, “Vocational guidance is the process of assisting the individual
to do for himself certain definite things pertaining to his vocation.’

The objectivesof vocationa guidancefor sudentsincludethefollowing:

- Tohelp studentsto get the right information about all aspectsof the vocation
of their interest.
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- To help studentsunderstand their own abilitiesand skillsand to help them fit
theseto their chosen vocation.

- To help studentsdevel op an attitude towardswork.

- Toteach studentstheimportance of cooperation and itsnecessity to adjust in
agroup with other co-workers.

- To help the studentsto become proficient inthe vocation of their choice.

- Toassst studentsto critically analyse the vari ous vocationsthey can opt for
totaketheright decision.

Theneed of vocational guidance:

- Choosing the right profession: When a person chooses the wrong
profession, he cannot succeed init, which eventually leadsto economic as
well aspsychological |oss. Therefore, vocational guidance must be provided
so that theright profession can be chosen for economic aswell aspersonal
satisfaction.

- Personal and social values: Vocational guidance has with it associated
severd personal and socid values. Right vocationa guidance helpsto achieve
happinessof the student, professional aswell aspersonal development andis
asohdpful inbuilding socia relationships.

- Maximum utilization of human potentialities: Vocational guidance
motivates workersto perform better and thereby coercesthem to usetheir
potentialitiesto the best extent. Thisleadsto personal aswell asprofessiona
satisfaction.

Vocational guidance at different level sof education:

- Elementary level: At the elementary level, not much formal vocational
guidanceisneeded by the students. Infact, at thislevel theteacher can act
asaguide and help the studentsto devel op respect for work and develop a
positive attitude towardswork. The teacher can help the studentsto learn
how to use hands, devel op eye-hand coordination, encourage the sudentsto
do nest and systematic work and a so devel op coordination among themselves.

- Secondary level: At the secondary level of education, vocational guidance
can be provided to studentsto devel op familiarity with the nature of work and
maketheright choice. It a so helpsthe child toidentify hisabilitiesso that the
right career choice can be made at alater stage.

- Higher level: Atthecollegelevel of education, formal vocational guidance
must be provided to the students. Vocationa guidance aimsat hel ping sudents
torelatetheir sudiesto thevocation they may chooselater. Vocational guidance
can also be used to help the college studentsto analyse the various career
optionsthey have and also hel psthem to make the right career choice.



Example: A compar ative study of vocational guidance servicesin various Guidance Services
secondary schoolsin Mumbai

The objectivesof thestudy includethefollowing:

- To study the existing system of vocational guidance services in various NOTES
secondary schools.

- Tostudy the dissemination of information concerning various occupations.
- Tostudy the availability of counsalling services.

- Tocomparetheexigting systemsof vocational guidance servicesinthevarious
secondary schools.

The study was conducted in the metropolitan city of Mumbai. The educationa
ingtitutionsincluded were I ndian Certificate of Secondary Educetion (ICSE), Centra
Board of Secondary Education (CBSE) and School Service Commission (SSC)
aided and unaided schools.

For the study, the researcher listed down the assistant officer for vocational
guidance and counselling, eighteen principals, 120 teachers and 600 studentsfrom
six schools each of ICSE, CBSE and three schools each from School Service
Commission (SSC) aided and unaided schools.

Thedatarequired to be collected wasfrom thefollowing areas:
(a) Assgant officer for Vocational Guidance and Counsdlling IV GS, Mumbai
(b) Principalsof ICSE, CBSE and SSC Schools
(c) Teachersof ICSE, CBSE and SSC Schools
(d) Studentsof ICSE, CBSE and SSC Schools

Questionnaire and interview schedulewasthe most gppropriate datagathering
device.

The questionnairewas aimed at gathering information from theteacher and
students about the exi sting system of vocational guidance servicesinthevarious
secondary schools. The tool consists of close ended questions to teachers and
students.

Theinterview method of data.collection hasagresat deal incommonwiththe
guestionnaire method. Data was collected from assistant officer of Vocational
Guidanceand Counselling and school principalsthrough interviews.

Theresults: According to the analysis of the answers of the questionnaire
and theinterviews, it was concluded that vocational guidance hasachallengingrole
to play in every devel oping economy. The word of work isin astate of continuous
change. Some careersare disappearing while new and aternative careersarecoming
tothefore. Life hasbecome more complex. Innumerabl e problemsexist withinthe
social context and one’s occupation has become increasingly prestigious. Vocational
guidance is assuming responsibility in every direction — selection of educational
courses, profitable occupations, jobs, placement, higher level of education, training,
improvement of study skills, persond adjustment, evenidentifying gifted and backward
students and hel ping them to achieve the maximum. It isimperativeto match the
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changing valuesof anindividual with anew set of career possibilities, to assessthe
needs of thelabour market and match them with the need of theindividual .

A vocational guidance serviceishighly significant dueto thefollowing reasons:

- Studentsget greater insight into the various new occupationsand careersand
build true self-concept and measure self -appraisal inthejob.

- It enablesteachersto disseminateinformation easily.
- Principalsto hel pin preparing the student community to contribute better.

- Society and nation-building— vocational guidance aims at efficient use of
manpower and greater economy intheexecution of work inindustry, business
and government offices.

Example: Vocational guidance at the Indian School, New Delhi

At thelndian Schooal, thefaculty are consciousthat they are responsiblefor not only
teaching the students but also prepare them for the next stagein life especialy,

regarding their career. Thefaculty at the Indian School hel psthe studentsto prepare
for higher academic education at acollege or university in Indiaaswell asabroad.
The faculty also guides the students about various career options like services,

businessand industry or even in sports, media, performing and finearts. Vocational

guidanceformsanintegral part of the school. Self- assessment isencouraged from
an early stage and isnow apageintheir report card.

The Discovery learning project isprogrammed to do just that. Over theyears,
studentslearn to identify and understand their owninclinationsand aspirationsand
eventually arrive at the choicesthey wish to make. Aptitudetestsare conducted at
regular interval sto assist studentsin making choicesand our teachersand in-house
counsellorswork in close coordination with both the students and their parents.
Career adviceisgiven through the annual career melas held in September each
year, wheretalks are arranged with senior professionalsfrom trade and industry.
Thetaksareamed at increasing awareness of specific careersand typical qualities
and educational inputs sought by organi zationswhen recruiting young people.

Attemptsare al o being made to coach studentsin practising on appearing
for interviews, preparing presentations, writing CVsand covering letters. Such
guidance, itisfelt, would beinvaluablein hel ping the student to chart out amap for
lifewhether it isfor higher education in auniversity overseasor preparing for a
vocation.

The school is also working on a scheme to send students of class X1 on
I nternship programmes during the summer vacationsto multinational companies,
banks, law firms, retail outletsto acquirefirst-hand work experience.

Example: Pratham Institutes

The Problem

The youth of India faces a mgjor problem in terms of unemployment and
underemployment. Themain cause of these problemsisthat alot of sudentsdropout
from school and do not receive proper education. Many studentsfromlow income



groupshavetoleavetheir schooling to support their family. Also, the youth doesnot
have the required information about thejob market and alsolack thebasi ¢ skillsthat
most empl oyers seek in their employees. M ost young people are also unaware of
the opportunitiesthat areavailableto them andindulgein daily wagesjobsleading to
underemployment.

What is the Pratham Institute's role?

ThePratham Ingtitute was set-up in 2005 with theaim of providing practical skillsto
theyoung people. Theingtitute offerseducation and vocational training and helps
the youth devel op skillsto get the necessary employment in industry and to foster
entrepreneurship. Theobjectivesof theingtitute are asfollows:

- Theingtitute aimsto provide training to youth from economically weaker
sections. Thetraining isvocational training and hel psthe youth to find the
necessary job opportunitiesand get ajob that supportsthemin every way.

- Theindtitute providestraining to the youth to enablethemto devel op foundation
skillsessential for successintheir chosen vocations.

- Theingtitute preparesthe youth to meet the demands of the labour and the
industrial market.

- Theingtitute al so provides mentorship and financial support totheyouthto
start their own businesses.

Major Programmes

ThePratham Institute aimsto address India'sgrowing demand for skilled manpower
inthefollowing threeways:.

Pratham Arora Centre for Education (PACE)

At the PACE centres, industry specific programmesare provided. These programmes
help the youth to prepare for the following industries— hospitality, construction,
bedside assi stance, and automotive.

The curriculum for these programmes has been devel oped in collaboration
with leading corporationslikethe Taj Group of Industries, Larsen and Toubro and
Tata. The course is so designed that the students can get theoretical aswell as
practical training on how to work intheseindustries.

For these programmes, studentsare usually selected fromrural areas, urban
slumsand minority communities. These studentsaretrained for aperiod of three
months. Thestudentsaretrainedin fieldswheretheir interest lies. In other words,
thecriterionisnot based on the educational or academic achievementsof thestudents.
At the end of the course or even during the course of the programme, the students
areeven offered job opportunities.

Entrepreneur ship programmes

The Pratham Institute al so runs an entrepreneurship programme. The programmeis
meant for theyouth and especially women who wish to set-up their own businesses.
Theingtitute selectstalented and interested youth and trainsthem in the required
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manner and also mentorsthem asto how to begin abus nessand achieve successin
it. The institute has two programmes operational— the Beauty Entrepreneurship
Programme and Tail oring Entrepreneurship Programme.

General skilling centres

The centres set-up by theingtitute train the youth and hel p them devel op empl oyment
readinessskills. The centresprovidetrainingin areaslikeretail, desktop publishing,
tally, hardware and networking, mobilerepair, white goodsrepair and driving so that
the youth can devel op the necessary skills.

Example: A school life enrichment programme by Youngbuzz—India’s
premier career guidance company

Most studentsrely ontheir parents, teachers, friendsand most often their academic
performanceto select theright career and one of their choice. YoungBuzz, however,
believes that one must choose career appropriate to one’s aptitude, interest and
personality that enables oneto be more productive at work.

YoungBuzz has devel oped a programmethat aidsthe studentsduring their
schooling. The programmeis, infact, integral to the schooling years of the students.
The programme is called ‘The School Life Skill Enrichment Programme’ which
must form apart of the curriculum of every school.

Theprogrammeisdivided into six parts, which can be customized to suit the
needs of every school.

i. Career guidance: Thecareersof most studentsare based on their academic
achievementsrather than ontheir interestsand pass ons. YoungBuzz conducts
aptitude-interest-personality test to help tofind out theinterestsof the students
related to their vocationa choices. Thetest hel psthe studentstoidentify their
strengths, weaknesses and areas of their interests enabling them to choose a
career of their choice. The counsallorsat YoungBuzz can also guide parents
and teachersto further guide the studentsinto choosi ng theright career options.

ii. Life skill enhancement: YoungBuzz runs personality development
programmesand finishing school sto help the students devel op the necessary
life enhancement skills. These programmes help the students to develop
confidence, communication skills, teamwork, crestivity and memory.

iii. Academicenhancement: Theacademic enhancement programmeismeant
for students who do not perform at the required level in their class. The
counsdllorsat YoungBuzz assessthe sudentson their academic performance
and then create education plansfor every student. However, the only two
subjectsthat are assessed are mathematcis and language.

iv. Workshop for parents: Since parentsplay animportant roleinthelivesof
sudents, eventhe parentsneed to devel op sufficient skillsto guidethechildren
intheright manner. YoungBuzz providesworkshopsfor parentswhereinthe
parentsaretrained to parent effectively and help their children in the best
possiblemanner.



V.

vi.

Workshop for teachers: Teachers also need to have specific skillsand
qualitiessothat they can guide and teach the studentsin an effective manner.
Also, teachers are motivated more when they feel they have achieved or
accomplished something. The Motivator programmeisprovided by YoungBuzz
to help teachersenhancetheir skills. The programme hel pstheteachersto:

Perform better

Develop self-esteem and apositive attitude

Ded with stress

Improvetheir communication and interpersonal and class management
ills

Counsellor at school: YoungBuzz also providesthe facilities of aunique
career cell programme. Thisprogramme aidsthe schoolsin providing career
guidanceinformation to the studentswithin the school premises.

Under thisprogramme, teachersand counsellorsaretrained to assist inthe

followingways.

- They guide the studentsin making theright career decisions.

- They provideinformation to students about careersin science and art and

commerce.

- They carry out the Aptitude — Interest — Personality assessment tests and

evaluatethem, if necessary.

- They interpret the results of the vari ous assessment testsin the schools.

- They provide counselling services as and when required to the students.

Benefits of the Programme

The programme benefits both teachers as well as the students in the following

ways:

- It enablesthe students and teachersto devel op self-esteem and confidence.

- It helpsstudentsto devel op enthusiasm for learning.
- It helpsthe students and teachers to devel op communi cation and positive

socid ills.

- It helpsthe studentsto devel op critical thinking and decision-making skills.

- It enablestheteachersaswell as studentsto work with peersand inteams.

- It assiststhe studentsto handle peer pressure.
- Itfacilitatesthe studentsin taking theright career decisions.

- It helpsthe studentsto understand the consequences of wrong decisonsand

bad influence.

3. Personal guidance: Thismay be provided to students so that they can easily
adjust to their social and psychological environment. There are several personal
problemsthat students may facein school or in college. These problemsmay be
related to their academics, relationship with parents, teachers, friends, emotional
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problems and so on. Personal guidance hel psthe studentsto face and overcome
these problems so that students can develop in a healthy emotional and social
environment. Themainaim of personal guidanceisto enable studentsadjust totheir
socid, emotional, moral, physical and spiritual environment.

Personal guidanceisneeded by the studentsfor thefollowing reasons:
- It helpsstudentsin persona adjustment.
- It enablesstudentsto avoid interpersonal conflictsand tensions.
- Itfacilitates studentstake decisionsrel ated to their personal problems.
- It helpsstudentsto devel op in ahappy and healthy environment.

Example: Student development services by St. Anthony’s College

St. Anthony’s College offers student guidance services which aims to guide students
regarding their personal, educational and vocational environment. Theaim of the
guidanceservicesisto promotetheoveral and balanced devel opment of the students.
The college believesthat students need proper educational and vocationa guidance
so that they can makethe right decisionsfor their future and teaching al one cannot
achievethisgoal. The college, therefore, offers guidance servicesto hel p students
acquirethe necessary life skills. The college offersits servicesto the studentsin
North-East Indiawherethe studentsare not provided with enough facilitiesto explore
their potentials. Guidance services are necessary for these students so that they can
exploit their potentia and channelizetheir energy intheright manner to achievetheir
goasinlife. Professonalsoffer help to guide and counsel the students so that they
may develop intheright manner and moveintheright direction.

Educational guidance

Educational guidanceisoffered by the college so that the students can be guided as
to choosing the right courses. A separate department at the college provides
information to the studentsabout the various courses and subjectsavailable and also
guidesthe studentsinto choosing the right options according to their interest and
aptitude. The counselling servicesare al so offered to those studentswho have poor
learning habits, lack of concentration, who do not farewell at academics, so that
these students can be encouraged to learn more effectively.

Vocational/Career guidance

The college also offers vocational guidance wherein the students are provided
information related to the various career choicesthat they have. The studentsare
told about the variousrequirementsfor different jobsand a so what they arerequired
to do in the job. The students are offered guidance so that they can analyse the
variousjob optionsand choose theright one.

Personal guidance

The college offers personal guidance that enables the students to understand
themsel ves better. Thisal so hel psthe studentsto adjust to their environment in an
easier manner.



The personal guidance department at the college holdsseveral programmeswhere
thestudents:

- Understand the teaching-learning process and also how it affects their
devel opment. The students are al so encouraged to get aninsight into their
behaviour.

- Learnabout their abilities, skillsand aptitudes.

- Learnto adjust totheir environment and a solearn how to solvetheir personal
problems. The students are al so encouraged to learn how to take the right
career choicesdepending upontheir interests.

- Get training to appear for professiona and competitive exams.

Counselling in problem areas

In the North-East, the youth faces problems of drugs, alcohol and AIDS. These
problemsare spoiling the lives of many young people aswell astheir familiesand
are affecting the society also as a whole. In the North-East, there is a need to
addressthese problems and spread general awareness about these problems. The
only way in which these problems can be prevented and eradicated isby educating
the young people. The youth must be made aware of the consequences of these
problemsso that they can takethe necessary preventive measures. Itisal so essentia
toidentify theroot cause of the problems so that these can be prevented.

Inthecollege, itistheresponsbility of theteachersaswell asthe guidance
and counselling profess onal sto educate the students about these problems so that
these may be eradicated.

To bring about awarenessin youth, the guidance department at the college
undertakes programmesto provide information to the students about al coholism,
drug abuseand AIDS. The counsallorsand professionalstry to build arapport with
the students and make them aware of these problems so that necessary preventive
measures can be taken.

Programmes Conducted by Student Development Services (SDS)

MBA entrance examinations coaching programme

Atthecollegelevel, MBA Entrance Examinations Coaching Programmeiscarried
out every year. Inthisprogramme, several studentsareinvited by thelndian Ingtitute
of Managements(I1Ms) and other reputed busi ness school sfor group discussions
andinterviews.

The programmeisconducted over aperiod of five monthsso that the students
can betrained to appear for MBA entrance examinations. In the programme, the
students are given personalized attention by theteachersand aretrained in areas
like: quantitativeability, reading comprehensionand verba ability, critical reasoning
ability which arerequired for an MBA exam. Thestudentsarea so provided training
on how to participatein agroup discussion and appear for apersona interview. The
studentsare provided customized and high quality test material and aretrained to
takethe CAT for admissionsinthetop B schools.
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Wbrkshop on development of communication skills

The college al so conducts The Communications Skills Devel opment Programme.
The programme aimsat improving the communication skills of the students. The
counsellorswork on waysin which students communicate and hel p the studentsto
devel op salf-confidence and self-esteem. Al so, good communi cation skillsboost the
confidence of studentssothat they can easily participatein job interviewsand group
discussionsinstead of feeling hesitant to do the same.

Career information talks

Career information talks are conducted every week by expertsin different career
fieldsto provideinformation to the studentsrelated to different career options. These
talkscater to severa studentsfrom other collegesaswell. Theinformation provided
isrelated to aptitudes, job requirements, selection procedure, preparation required
for different careersand so forth. These sessionsare awaysinteractivein nature
and help the studentsto clarify their doubts.

Awareness building programmes

Awareness programmesare a so conducted by the coll ege so that the college udents
can be made aware of issueslike drug abuse, alcoholism, AIDS, premarital sex,
abortion and so on. These programsare usually conducted by expertsand medical
professionalswho a so clarify the doubts of the studentsand offer them guidance
and counsdlling related to theseissues. The studentsare a so made aware on how to
prevent these problems and how to eradi cate these from the society.

Example: Kaaiser global education, New Delhi

Kaai ser Global Education offersthebest educational and career counsdlling services
to studentsfor free. The servicesare offered by Mr Kapil Chandok. Theaim of the
sarvicesisto makeinformation avail ableto sudentsrel ated to international education
options available. The expert guides the students to choose the correct college,
courseaswell asthe country where astudent can pursue hisstudies. Career guidance
servicesare also offered. The professional guidance hel psoneto maketheright
choice.

Kaaser Global Education helpsthe studentsin thefollowing ways:
- It offersunbiased and expert counselling to the students.
- It offersass stancein meeting deadlinesin terms of admission applications.
- It helpsin getting student visasand filing for thevisas.
- It preparesthe studentsfor theinterviews.
- It providesarrangementsfor the accommodation of students.
- It offers career guidance services.

Choose the correct course

At Kaaser Global, astudent iscounselled regarding the best course option for him.
The expert guidance enabl es students to choose a course which best match his
abilities, aptitudesand interests.



Choose the correct college

The expert servicesa so help the studentsto choose theright collegein termsof the
rank and courses availablethere.

Choose the correct country

The guidance servicesa so hel p the studentsto choose theright country for pursuing
their education. The students are often advised to opt for countrieswhich permit
working alongwith pursuingtheir studies.

CHEcK Y OUR PROGRESS

1. What istheaim of educational guidance?
2. What isvocationa guidance?

3.3 GUIDANCE PROGRAMMES

Guidance programmes are heeded by peopl e bel onging to various backgrounds so
that they can adjust to their personal, emotional aswell as social environment.
Guidance playsanimportant rolein thelives of studentsin schoolsand colleges. In
fact, many schools, collegesand universitiestoday have separate guidance cellsthat
offer guidance servicesto the students so that they can attain al round devel opment.

Devel oping guidance programmesfor studentsisnot an easy task and it must
be ensured that the guidance programmes so devel oped help studentsadjust in all
spheresof their life. Guidance programmes, therefore, must focus not only on how
students canimprovetheir performance at the academic level but also must assist
the studentsto adapt to their social, personal and psychological environment. Thus,
aguidance programme must provide guidancein personal, educational, vocational,
social, avocational and psychological areasto astudent.

A guidance programme must be based on thefoll owing assumptions:

- All students need guidance and assi stance with regardsto specific knowledge
and skillsand providing thisass stanceisthe main objective of the guidance
programmes.

- Guidance programmesare essential to guide studentsin educational, personal
and vocational areas.

- Guidance programmesare essential to ass st studentswho have specia needs
for development in specific areas.

- Thevariouseducationd programmesand staff involved with these educational
programmes reguire support which can be provided by guidance programmes
only.
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Essentials of a Good Guidance Programme
A guidance programmetypically hasthefoll owing components:

- Guidance curriculumisoneof themost important componentsof theguidance
programme. The guidance curriculum linksthe school with the social and
economic system of the community, the needs of the studentswith the needs
of the community and helpsthe studentsto prepare aformal planfor their
future. The curriculumisdelivered by guidance counsellorswith the support
of theteachersin the classrooms or through specific school events.

- Individua planningisthe component that aimsat hel ping the sudentsto know
about themselvesin detail. Thiscomponent isimplemented at themiddleand
high level of schooling. Thiscomponent hel psthe studentsto devise career
plansand also to adjust to the school lifein every possible manner.

- Responsive services: Responsive services are components that include
preventive programmesthat prevent studentsfrom making wrong choices
with respect to educational and career goals. These services also include
remedial measuresto help studentswho have aready made wrong choices.

- System support: The system support component includes staff devel opment,
community resource devel opment, policy development, budget and facilities.

The characteristics of agood guidance programme are asfollows:

- It must be designed and devel oped as a school programme with defined
outcomesfor studentsfrom kindergartento class XI11.

- It must include achievable and measurable outcomes in each of the four
student programme domains: personal, socia, educational and career.

- It must be developmental, in that activities appropriate to student maturity
levelsare systematically presented.

- Itmust outlinerolesfor al membersof the school community.

- It should include the establishment of an advisory group comprising the
guidance counsdllor, educators, parents, sudents, support staff and community
representatives.

- It must beimplemented by aqualified guidance counsellor who managesand
coordinatesthe programme and delivers components of the programmethat
require particular professional expertise.

Example: Guidance Programme at District Level for Schoolsin India

Themain am of school counselling programmesisto provide al studentswith
academic, career and personal counselling so that they can develop therequired
skillstolearnin aproactive and effective manner.

Thefour main areasof devel opment that school counsalling programmesaim
at include academic, career, personal and community involvement of the students.
Theaim of the school counselling programmeisto enable the studentsto adjust to
their academic, personal aswell ascareer environment.



Theamsof the Comprehens ve Guidanceand Counsdlling Programmeareasfollows Guidance Services
- It addressesthe various education and vocational needsof all students.
- It offersdevel opmental and remedial servicesto students.
- It conductsan annual review of the performance of the students. NOTES

- It offers developmental programmes for the staff aswell so that they are
ableto provide educational programmesin an effective manner.

- It collaborates and coordinateswith the school staff, teachers, parentsand
thecommunity in general.

- It offers services of school counsellors to the students on aregular basis
within the school premises.

Theschool counsdl ling programme benefitsthe sudents, teachersand the community.
The benefitsto studentsincludethefollowing:

- The programme preparesthe studentsfor challengesin their academic, socia
as well as vocational environments so that they can adjust to these
environments.

- Thestudentslearnlife-enhancing skillsand learnthe art of self-management.

- The programme prepares the studentsin achieving their future goals and
dedingwithfailures.

- Theprogramme providesknowl edge to the students about the changestaking
place around themintheworld.

- The programme preparesthe students for acareer and helpsthem to plan
their future.

Thebenefitsto parentsincludethefollowing:
- Ithelps the parents in planning their children’s future in a systematic manner.

- Theprogramme providesthe parentswith the required support so that they
can advocate the education and career pathsof their childrenand adso helpin
the personal devel opment.

- The programmeincreasesthe school-parent interaction.
- Parents have better and easy accessto the school community.
The benefitsto teachersinclude thefollowing:
- Theprogrammeensuresthat theacademic activity of studentsissupplemented.

- Theteachersget to work with ateam of professionalsso that they can support
and help studentsin academicsaswell asin career planning.

- The programme also providestraining and counselling for teachers so that
they can perform their rolesin an efficient manner.

The benefitsto school counsellorsincludethefollowing:

- Theprogrammehe psthe school counsdllor towork on studentsin anindividual
manner as per the needs and requirements of the students.
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- Theprogramme presentsthe counsellor as an advocate of the students.
- Theprogrammeclearly definestherolesand functionsof the school counsdlior.

- Thecounsdllor isabletowork inaignment with the mission and goalsof the
school.

Thebenefitsto administratorsincludethefollowing:

- Thecounselling programmeisrun asapart of the academic mission of the
school and so the goal s can be achieved more effectively.

- Theadminigtratorsdo not havetowork on the programme content and structure
asitisaready provided.

- The administrators can easily evaluate the guidance and counselling
programme.

Benefitsto the community includethefollowing:

- The programme ensuresthat the students get the required support from the
community for their success.

- Since the programme devel ops students for career and quality work, the
economic devel opment of the community isenhanced.

- Thecommunity membersget more opportunitiestointeract with the schools
and know about their missionsand programmes.

- The programme makesthe community aswell asthe schoolssengitiveto the
needs of each other and fosters a better relationship between the two of
them.

Benefitsfor businessand industry includethefollowing:

- Theschool counsdlling programmesdevel op workforce with decision-making
kills, pre-employment skillsand necessary work skillsthereby making it easy
for theindustry to hire skilled workers.

- Theprogrammeallows prominent businesshousesand industriesto participate
inthe career development programmes of the schools.

- Budgnessesand industriescan coll aborate and coordinate better with counsdlors
and communities.

Example: Guidance and Mentor ship Programme

GAME isagroup-based mentoring programme. Theaim of the programmeisto
support the devel opment of the young peoplewho areat arisk of being disengaged

from school. The programme typically works with children in the age group of

thirteento sixteen years.

Programme Description:

- During the course of the programme, young children areengaged in activities
that enrich their skillsand hel p them to develop in aholistic manner.

- It providestheyouth withinteractive sess onswith thementorsthrough emails,
phone callsand other mediums.



- Theprogrammeisgroup based mentoring programme.
- Thementorsoffer holistic guidance and counselling to the students.
Tar get group: Indian youth between thirteen to sixteen yearsof age

Criterion: To benefit from the programme, the youth needs to be referred by a
school counsdllor.

Trained & qualified volunteers. During the programme, the sessions are
conducted by trained volunteerswho provide theright guidanceto the youth so that
they can devel op the necessary skills.

Enhanced programme: The programmeisastructured learning programme of Six
monthsandissupported by Positive Youth Devel opment and Socid Emotiond Learning
structures.

Provision of resour cematerials: The programmealso ensuresthat al thechildren
are provided with the required resource material intermsof books.

Evaluation to assess participant’s performance: The program alsoincludesa
pre-and post -eval uation assessment test to keep track of the performance of the
youth.

CHECK Y OUR PROGRESS

3. What arethe essential components of aguidance programme?
4. List thecharacteristicsof agood guidance programme.

3.4 KINDS OF GUIDANCE SERVICES

The central focusof the education system isthe student. Every student facessome
problem or the other during hisyearsof educationin school or college. Thisiswhere
guidance servicesplay asignificant role. Guidance servicesmust form anintegral
part of the education system. Guidance services must be provided to students as
and when they need them to help solve their problems. Guidance services help
studentsto develop their potential so that they can be successful intheir studiesand
career. Thereare several typesof guidance servicesthat arerequired by the students
at variouslevelsin school and college.

The guidance services can be categorized asfollows:

1. Pre-admission services. Pre-admission services are typically provided to
studentswho have appeared for their class X and XI1 board examsor their college
examsand arewaiting for their resultsand want to know about the admission process
to variouscolleges. Pre-admiss on servicesare provided to students so that they can
learn about thevarioushigh school s, collegesand universitiesand the various courses
offered by theseinstitutions. Such services hel p the studentsto know the various
optionsavailableto them. Theaimsof pre-admission servicesincludethefollowing:
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- To ensure that the academic achievements of students are related to their
occupational and study plansinthefuture.

- To ensurethat the academic and occupational plans of studentsmatch with
their abilitiesand skills.

- To make the students aware of the disadvantages of choosing the wrong
courseand subjects.

- Toinform the students of the current trendsand a so about the variouscourses
and admi ssion processes.

Counsdlorsin schoolsand collegesoffer pre-admission serviceswhereinthey provide
completeinformation to the students about the various courses available and the
admisson processto variousingtitutions. Thecounsdlorsprovideinformation through
varioussourceslike printed sheets, brochures, emailsand other mediums. Counsellors
through pre-admission services help studentsto plan their immediate and long-term
gods.

The counsellors consider the academic achievementsand aspiration of the
students to help them select the right course and ingtitution. It is the job of the
counsdllorsto ensurethat the sudents completeand submit all admissonand financia
applicationswithin the specified deadlines.

Pre-admission servicesby counsellorsare especially important for students
bel onging to backward and |ow-incomefamilies.

Example: Pre-admission services provided by Eklavya Over seas, Delhi

Eklavya Overseas offer pre-admission servicesin the best possible manner so that
anindividual doesnot face any issueswhile completing the admission formalities.
Eklavya Overseas has come up with theidea of providing pre-admission guidance
servicesto clarify the doubts and confusion of studentsregarding the best career
choice.

Creating awareness

EklavyaOverseas, conveysamission so asto be ableto create awarenessamong
thefraternity of all studentsand parentsthat it ispossibleto smoothentheadmisson
processonly by staying informed about theright kind of information. Theaim behind
making available the admission guidance processisto let al concerned parents
redlizethat the overall admission procedureisnot so difficult and wehelpinasssting
the same. While benefiting all concerned students about the admission procedure,
wefocuson afew steps such that the admission takesplacein theright and timely
manner.

Details furnished

Their team of professionalswill offer various details pertaining to the mode of
payment, application fees, deadlines so that the student faces minimum problemin
these matters. The student, will further be encouraged in seeking our servicesby
learning that our team of professional expertsinform about the different locations
where the documents needsto be sent, in order, to benefit your causein theright



direction. Engagingin adetailed discussion along with our professionalswill aso
assi st the student in staying informed about the list of documentsrequired at thetime
of admisson.

Exhaustive process adopted

Their team of professionalsunderstandsthe fact that it isimportant to be guided
through the entire process of admission and takethe additional responsibility indoing
s0. The company a so understandsthat successful admission can only be ensured, if
thewhole processisperformed in an exhaustive and detailed way.

Pre- Admission guidanceisoffered in theright way by meansof evaluating,
finalizing and devel oping alist of colleges/educational ingtitutionsfromwhich the
individual can always make a choice. Also, the student is offered the facility of
payingavist tothe college/educational ingtitutes, in order, to be ableto determine, if
the same provesto be aperfect match asper hisrequirement.

Admission services: Admission services are offered to students so that
they can choosetheright course accordingto their abilitiesand skills. Sometimes,
students choose the wrong course which does not match their abilitiesand so are
unableto dowell inthe course. Such students drop the coursewhich leadsto wastage
of their time, effort and money. Admission services are provided to ensure that
studentsdo not make such mistakesand that they get admissionintheright course.
Once the admission services hel p the studentsto choose theright course, thereare
several stepsthat need to be taken to ensurethat the admission processtakes place
smoothly.

Thefollowing arethe basi c steps of an admission process:

- Filling of an application form: The application form must be completely
filled accurately and must be supported by al essential documentsso that the
chances to secure admission are increased. Providing al the essential
documents al so reduces the inconvenience that colleges might face with
regardsto incompleteinformation or missing documents.

- Obtaining infor mation: The students must securetherequired information
about the course structure, the course fee, the faculty members, student-aid,
infrastructure, eval uation systems and other information that the students
find essential for pursuing the course must be collected by the studentsfrom
faculty members, teachersand guidance officers. Someinstitutionsalso have
separate seatsfor various categoriesof sudents. Thisinformation must also
be provided to the students by the guidance officers so that they know their
prospects of getting admissionsin the college of their choice.

- Obtaining infor mation and entrance exams. For some courses, students
need to appear for common entrance examinations after their university or
board exams. The students need to obtain al the necessary information about
these entrance exams, the procedures and the results. Thishel psthe students
to taketheright decision at theright time.
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- Getting infor mation about the cour sesyllabus: Mogt ingtitutions provide
the detail s of the syllabus on the websites or publish thesein papers. This
hel ps the students to know the scope of the course and decide about their
vocational plansinthefuture.

Off late, online admission procedure has been started by several colleges and
universitiesalong with online admission guidance. Such proceduresare proving to
be quicker and more satisfactory.

Example: AdmissionAssist programme by AdmissionzCampuz, New Delhi

AdmissionAssist isapersonalized and unbiased college admission support service
based in New Delhi. The servicesaim at guiding the studentson how to securetheir
admissionsincollegesinindia. Theserviceisprovided by meansof acomputerized
application of Admizzionz Campuz. The application hasalarge database that stores
ingructionsin it and formatsof admissionsto different coursesand collegesinIndia.

AdmissionAssi st offersaone-to-one session with the students and parents so that
they can avail thefollowinginformation:

- It helpsin selecting collegesin which the students are seeking admission.

- It providesinformation pertaining to dates of issue of applicationformsand
their submission date.

- Itfacilitatesin keeping track of al admission related information.

- It providesinformation about the dateswhen entrance examinationsareto be
conducted and the counselling dates of variouscolleges.

- 1t helpsthe studentsin making choices about their future education goals.

- It keepsthe studentsinformed about the cut-off lists of various coursesand
colleges.

Thevariousbenefitsoffered by theAdmissonAssst Programmeincludethefollowing:
- The programme provides updated information to the parents and students
regarding admissionsto higher education courses.

- The programme providessupport to the students so that they can be successful
while seeking admissonsto colleges.

- Sincethe programme providesthe application formsand al| other necessary
information about admissions, it savesal ot of time of the studentsaswell as
the parents.

- Theprogramme providessupport in correct filling of the applicationform. It
also ensuresthat al formalitiesare completed so that theformisnot rej ected.

- Sincethe programme handles all the admission related steps, the students
canfocusmoreontheir preparation to examsof higher levels.

- Theprogramme providesall information related to the fee structure alsowell
in advance and so parents can manage and plan their financesin advance.



Example: What to expect at an orientation session

Themainaim of collegesto start orientationisto familiarize the newcomerswith the
collegeand to easethetension of transitionfrom schoal lifeto collegelife. Orientation
sessionsare waysin which students meet other sudents, get familiar with what the
college campushasto offer and also to register for different classesand activities
that the college hasto offer.

Generally, most colleges earlier conducted orientation only for students.
However, off late the need for orientation of parentsisalso considered essential.
Thisenablesthe parentsto know what the college hasin storefor their children and
how the college can help in shaping thefuture of their children.

Student orientation is, in fact, a student’s first experience of the college wherein
the student getsto know about collegelifeand preparesfor the same.

Preparing for the orientation sessons.

To be ready for the orientation sessions, the parents aswell asthe students must
read all theinformation that the college has provided or sent online. The students
and parentsmust make effortsto read about the college and itsfacilitiesfrom online
publication and college magazinesor periodicals. Though the parentsand students
aremade aware about all facetsof the college during the orientation, it isbetter for
themtoknow alittlebeforehand prior attending the orientation session. When coming
to attend the orientation session, the parents and the students must carry all the
necessary documentsthat have been asked for.

Many times, collegesask thestudentsto register for extra-curricular activities
or other courses at the orientation. It is, therefore, important for the parents and
studentsto be aware of the coursesthat are offered by the college. Thissavestime
and effort for both the college aswell asthe students.

What happens during an orientation session?

At the orientation session, the studentsand the parents get to know about thelifein
the selected college. The session a soincludes*getting to know you’ session wherein
the students are encouraged to shareinformation about themsel vesand, thus, get to
know about other students as well. Sessions are also conducted on providing
information about various courses and other facilitiesin the college and may also
attend advisory sessions wherein counsellors advise the students as to the right
course options. During the orientation sessi ons, the students get to know about the
ethicsand codes of conduct adhered toin the college, the mission and vision of the
collegeand, also the sportsand extracurricul ar activitiesthat are conducted by the
college for the students. Once the students attend orientation, they usually do not
have problems navigating the campus.

During theorientation, informationisa so provided regarding any organizations
and clubsthat the collegeisrunning for theleisure of the udents. At the orientation,
the studentsare encouraged to register in some organi zation or club so that they can
attain all round devel opment. Students can opt for anything they feel is of their
interest and matchestheir attitude and aptitude.
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2. Sudent information services: Themainaim of student information servicesis
to make availableinformation to studentsfor their personal, social, emotional and
spiritual adjustment and devel opment. Student information servicesare considered
essential for studentsso that they can maketheright career and educationa decisions.

Student information servicesinvol ve coll ecting information about the sudents
and maintaining recordsin asystematic manner so that theinformation canbeeasily
retrieved and utilized when essential . Student information servicesare generally
provided by professional counsellor or guidance officerswho work full-timeor part-
timewith the educationa inditutions.

Student information services provide educational and occupationdl information
to the students. Such information may be collected from various sources like
newspapers, magazines, periodical sand publications of companiesand ingtitutions.
Theguidance personne may aso collect suchinformation from varioustestsincluding
personality tests, aptitude testsand observations. The student information services
help the studentsto know about their abilities, skills, interests, achievements, social
skills, aspirations, mental health and so on. These servicesmust bepromptly available
to the students, parentsand teachers.

3. Counselling services: Counselling servicesare considered anintegral part of
guidance servicesin schoolsand colleges. The counsalling servicesare essential for
the educational, personal and vocational development of the students. Counselling
servicesmust be provided by full-time counsellorsin academic, career and personal
aswell associa areas. These serviceshelp studentsto identify and solve challenges
that may befaced by the studentsat variouslevelsduring their educational journey.
These services help studentsto resolvetheir social, emotional aswell asmental

issues so that they can adjust to their educational institutions aswell as careers.
Counselling serviceshelp studentsto get clear focusand sense of directioninlife.

Counselling servicesare essential for studentsdueto thefollowing reasons:
- These servicesenable studentsto understand their abilitiesand skills.

- These services hel p students analyse and understand the choices available
and choosethe best option.

- Studentsareabletoidentify problemsand difficultiesand learnwaysto handle
them.

- It strengthensthe abilitiesand skills of the students.

- These servicesfacilitate sudentsto make decisonsand future plansaccording
totheir abilitiesand skills.

Thereareseveral methodsthat can be used by counsellorsto offer counsdlling
sarvicesto thestudents. Thetwo methodsthat are most commonly used by counsdllors
includethefollowing:

- Group counselling sessions
- Individua counsdlling sessions



Group counselling sessionsare conducted by school counsallorsinsmall groupsto Guidance Services
address various issues of students that may be related to family, academics,

adjustment, and society. Individual counselling sessionsmay also be conducted by

school or college counsellors. These sessionsenabl e studentsto expressthemselves

in abetter manner so that they can solve their problems. The main aim of such NOTES
onsisto help studentsadjust totheir persond, social and educational environment.

Example: Indian Institute of Technology counselling Services

Counsellingisconsidered by the Indian I nstitute of Technology asaprocessto help
clients. Themainaim of the counsallor isto build arelationship with theclient so that
the counsellor can help the client in afocused manner and help theclient to bring
about changesin hislifestyle. Thecounsellor needsto have specific skillssothat he
can bring about achangein the thinking process of the clientsand encourage overall
and healthy development of the clients. A counsellor must work in aprofessional
manner to help the client overcome the problem but can help only, if theclientis
willing and agreesto seek the help of the counsdllor.

Thelndian Ingtitute of Technology Counsalling Servicesofferscounsallingin
areasasfollows:

- Problem management

- Decison-making

- Crigsmanagement

- Support and lifeskillstraining
Confidentiality

Theinstitute also refers clientsto other counsellors when the counsellors at the
centrefeel that they cannot handle the problems of the client. Theinstitutealso
requiresthe counsellor to maintain confidentiality of theinformation shared as per
the prescribed lawsand ethics. The counsellor under no circumstancesisallowedto
sharetheclient information with any other person.

Thelndian Ingtitute of Technology Counsalling Servicesofferscounsalling services
asfollows:

- Individua counsellingwhichinvolvesindividua counsglling of aclient.
- Group counsellinginwhich agroup iscounselled onanissue.

- Co- counselling in which each partner isallowed to listen to the other with
empathy.

- Peer self- help groupsin which groups of peers are formed wherein they
discussthe problemsthat each of them isfacing and try to find asolution.

- Referralsinwhichtheclient isreferred to another counsellor whoismore
specialized to handlethe problem of theclient.

- Grouptherapy islikegroup counsalling wherein agroup participatestofind a
solutionto the problem.
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- Relationship counsdllingwherein partnersare counselled into developing a
hedthy relationship.

- Problem-solving sessions and life skill training wherein the clients are
encouraged to find solutionsto their problemsand devel op the essential life
ills

- Persondlity testing and devel opment whichincludestest for self- assessment
followed by self -hel p techniques.

- Workshopsand interactive sessionsare conducted for all studentswho face
problemsespecially for those stayingin hostels.

- Ingtitute level workshopsfor studentsare carried out to develop different
skillsinthe studentsand to help them adjust to their environment.

- Speech therapy and communication skillsare offered so that the studentscan
devel op the necessary communication skillsand techniquesto build confidence
and self- esteem.

Example: Online counselling services offered by HotCourses India

HotCoursesIndiaoffersstudentstheluxury of going through the most comprehensive
and up-to-date database of coursesoffered by ingtitutionsinthe USA, UK, Audtrdia,
Singapore, Malaysia, New Zealand, Hong Kong, Ireland and the Netherlands. With
so many optionsavailable, it isvery easy to get confused or make awrong choice
that could affect future career plans of students.

When other study abroad agencieschargefeefor their services, thisingtitute
istransparent and frank in its dealing. Thisinstitute offers overseas admission
counsalling servicesfreeof cost. Thisincludesthefollowing:

- Counsdlling viaphone/Skype/direct interview

- Profileanalysisand courseand ingtitution recommendation

- Assistancein completing the admission application form

- Assistance in completing the Statement of Purpose and writing curriculum
vitae (CVs)

- |IELTS/'TOEFL preparation classes conducted by certified Englishlanguage
experts

- Mock student visainterviews

- Recommendation of available scholarships

- Integrated support provided onlineand over the phone

4. Placement services. Placement services hel p studentsto obtain employment.
Career and placement servicesmust be provided to the studentsto ensure that they
get placedintheright job according to their skillsand abilities. These servicesprovide
completeinformation rel ated to the various compani es and organi zationsthat recruit
students. These servicesa so provideinformation about the various career options
availableand any related information that can help studentsget thebest job. According
to Downing, ‘Placement is a service, designed to assist students in selecting a suitable
courses, extra-class activities and part-time or full-time employment.’



Placement servicesinvol vethefollowing three stages:
- Assessingtheabilities, skillsand aptitudesof the students.
- Assessing the various career optionsavailable and analysing them.
- Relating therelevant careerswith the skillsof the students.
Placement services have two dimens ons associ ated with them:

- Educational placement: These services assist students in selecting the
suitablecurriculum, courses, training programmesand co-curricular activities.
Theseservicesmust amat providingeducationd placement informationrelated
to the career that the student many chooseinthefuture.

- Vocational placement: Vocational placement is provided by a guidance
officer to assist the students in selecting the right occupation or training
programme. The aim of vocational placement isto help studentsfind part-
timeor full-time employment once they havefinished their studies. To ensure
that the students get the right information about the various career options,
the guidance officer must have up-to-dateinformation about the career options.

Example: Training and placement services at Sandip Foundation,
Maharashtra

Training & Placement (T& P)cell at Sandip Foundati on hascome up withaunique
way of training the students. Thistraining facilitatesthe studentsin not only finding
aplacement inthe private sector but also in getting ajob in the government sector.
Moreover, theingtitute al so enablesthe studentsto devel op asmart personality and
choosing aperfect career.

Theingtitute provides soft skill training right from thefirst year. Thistraining
isprovided by in-house faculty, industry expertsand professional trainers. All of
them unanimously contribute in grooming and shaping the studentsto face the
competitiveindustrial world. T& P cell also assistsin various projectsof enhancing
technical skillsof engineering students by entering MOU with various Technical
Training Indtitute.

Example: Placement Cell at Angadi Institute of Technology and
Management, Belgaum

The Department of Placement and Training set-up at theAngadi Ingtitute plansand
implementsval ue added programmes. Theinstitute offers programmes|like PDP
programmes, Technology Training programmesand Bridge courses. These courses
are usually conducted in areas where employment opportunities exist. The
programmesoffered add to the credibility of the studentsand trainsthem to begood
engineering professionals.

Placement and Training Department has also been established. The
department aimsto provide pre-placement training to the pre-final year students.
The department organizes career talks wherein the pre-final year students are
provided training by thefinal year students about the variousindustriesand career
optionsand how to get into theindustry of their choice. The placement department
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also organizes seminarswherein different professionalssharetheir viewswith the
studentsand inform the students about the likely prospects of higher education and
how to succeed in competitive examslike CAT, GMAT and other tests.

In2011, thedepartment of placement and training wasestablished asaseparate
entity and was ableto help almost 140 students by collaborating with about thirty
organizations. The number of organizationshasincreased rapidly sincetheinception
of the department. Today, the campus has about 100 to 120 renowned organizations
visiting them for recruitments.

Thedepartment aimed a providinginformation about placement to the students
who needed the information. The department which was started in onebigroomis
now functioning with facilitieslike seminar hall for company presentations, group
discussion roomsand conferencing facilities, interview and discussion rooms. The
department hasbeen divided into severa administrative blocks so that therecruitment
process can be made simplefor the students and that the students can be provided
therequired informationin an effective manner.

The department functionswith the hel p of dedicated and committed staff.
The staff of the department makesevery effort to ensure that the deserving students
get placementsfrom the good organizations. The department a so conductsaptitude
and soft skillstest for the studentsto know about their abilitiesand aptitudes before
they can benefit from the campusrecruitment programme.

Example: Placement services and their need in schools

Before discussing the need and importance of placement service, itisnecessary to
explainabout thetask of counsalling in brief. Counsalling advisesthe students about
theright course or industry to be pursued asper their aptitude and skill. The placement
servicein guidance helpsthemin getting recruited at the desired places.

- After completing class X11, astudent may liketo pursue acourse of study
with certain elective subjectsin acollege or university. However, dueto lack
of knowledge about institutions of higher education most pupilsexperience,
frustration and aimlessnessin their life. Sometimes, students do not know
when to contact, whom to contact and how to preparefor admissioninthe
ingtitution of their choice.

- After completing education or leaving the school, astudent may ook for a
right typeof job.

- Placement serviceisneeded to assist the student in acquiring vocational skills.

- A pupil may liketo continue hisvocational trainingin avocational institute
which would enhance hisfuture prospects.

- Anorganized placement serviceisneededin every school or secondary school
to assist studentsintheir placement in avocational trainingingtitute.

The Placement serviceisapplied in three areas or types of guidance. These are
persond, educational and vocational.



Placement service in personal guidance

In this type of guidance, placement service renders assistance to pupils to find
themselvesrightly placed at home, inthe school andinthe society asawhole. They
cometo enjoy the company of like-minded people. They have afriendly atmosphere
al around them. They have a place in their peer groups. They are liked by the
parents. They arewell-settled in family. Certainly, the studentsfind themselvesin
placeswherethey can perform to the best of their ability and capacity.

Placement service in educational guidance

In thistype of guidance, the placement service provides assistance to the students
by ensuring that the sudentsgain admiss onin the school swhich aremost appropriate
for them. They areableto pursuethe coursesof their choice. They get to participate
intheextra-curricular activitiesof their choice.

Placement service in vocational guidance

Thisserviceismeant for the personswho join jobs. The studentsareyet to reach
thisstage. Nevertheless, they areonly preparing for that phase. Certainly, thisservice
helpstheindividualsfind theright kind of job that should betotheir liking. It can help
theindividua swho work, earn and learn. It takesthem to the part-timejob they can
do that should not take all the time they have. To work— is a means for them and to
learnisthe end they seek to achieve.

Inview of the abovediscussion, it can be said that the placement servicein
all thethreetypesof guidancein schoolsassiststhe studentsto betheir bestin all
arenasof life. At home, they areloving childrento their parentsto whom they pay
their dueregards. In schools, they dowell in studies. They adjust well with their
friends and teachers. In society, they find themselveswell placed in all kinds of
activitiesthat happen throughout the day. Hence, the placement service bringsthe
best to the students.

5. Remedial services. Remedial servicesare offered by school counsellorswith
the ass stance of teachersto enable sudentsto devel op their full potential. Sometimes,
studentsface problemsin reading and mathematics. M ost secondary school students
need remedial servicesto read effectively asthey face several problemsin reading.
Remedial servicesare provided so that the students can devel op the required skills
to competein the educational and vocational fields. There are many studentswho
havelearning disabilitiesand problemsand they need remedial servicesto develop
the essential educational skills.

Example: Institute for Remedial Intervention Services (IRIS)

IRIS isaningtitution that provides consultancy and training servicesto schools,
parents, organizations, governmental agenciesthat work for the betterment and
development of peoplewith special needs. Themainaim of theingtituteisto work
with peoplewho suffer from behavioural disordersincluding Autismand Asperger's
Syndrome. IRISaimsto promote the cause of autism and help studentswho need
special help. Theinstitute aimsto develop infrastructure for students who need
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specia education. Theinstitute also aimsat training professionalswho can foster
specia education of the children who need special help.

IRISwasfounded on 15August 1998.It isbasi cally aprivate resource centre
which has been set-up to promote the cause of special education, especially for
those affected with autism and other behavioura disabilitiesin India.

The slogan of this institute is ‘Every child counts’. The professionals and the
staff at IR1S work to fulfil the mission statement which says ‘Excellence, Ethics
and Empowerment’.

Excdlence: IRISbelievesthat excellence can be provided by providing child-centred
services so that the child and hisfamily can livewith autism throughout life.

Ethics: IRISfollowsthe basi ¢ ethicsand code of conduct in deliveringitsservices
and working for the cause of the children who suffer from autism. Every team
member at IRISisresponsible and accountablefor thelivesof several children that
they influencethrough their various programmes.

Empower ment: At IRIS, the team workstogether to achieve the objectivesand
the mission for which theinstitute has been established.

Sincethegroupthat IRISworkswithisthat of individual swith specia needs,
the assessment provided are usually home based so that the students can enhance
their performance at their own pace. IRIS has established a strong network to
support the studentswho are benefited from the programmesthat are carried out by
theprofessionalsat IRIS. Several community based programmesare also carried
out by IRISfor furthering the cause of autism and individual swith special needs.

Theideaof IRISisto establishinclusive and Least Restrictive Environment
(LRE) for the children with specia needs. For this, IRIS conductsregular classes
for the studentswith special teachersrecruited who understand the special needsof
the students.

Example: V-Excel Remedial Centre, Chennai

TheV-Excd Remedid Centrewasstarted in September 2002 withitsmain objectives
asfollows:

- Toenablethe studentsdevel op the essential study skillsand habits.
- Toprovidetraining to students so that they can develop organizational sKills.
- Totrain the studentsand hel p them to devel op test taking skills.

- Tooffer ingtructionsto students on one-on-one basisin the areas of language
skillsand mathematics.

- To help studentswho have learning difficultiesto raise their standards of
performance and improve at the academic front.

- Toidentify the creative and gifted studentsand to promotetheir creativity by
conducting workshopsand seminars.



The centre catersto the needs of studentsin the age group of five to twenty-one
yearsand focuseson redlizing and optimizing their potentia in every poss blemanner.
The centre conducts one-to-one programmesfor the studentsto help them develop
theessential skills.

Remedial teaching
Theessential featuresof remedial teaching areasfollows:
- Itoffersindividua counsalling or counsdllinginsmall groups.

- It works systematically by following series of stepsincluding observing,
diagnosing, remedy and evaluation.

- Itworkswith studentsin an exhaustive manner to attain aspecific goal .
- It helpsthe students as per their needs and demands.

- It helpsthe studentsin acquiring skills so that they can copewith learning
disorders.

- Itensuresthat adequateinformationisavailabletodl thoseinvolved inremedia
teaching.

Remedid education basically aimsat ensuring that studentswho do not perform
at par with their peersare provided support, so that they canimprovetheir level of
academic achievement. Remedial teaching aims at helping students who need
pedagogical or didactic assistance. It also assists studentswho function at alower
level ascompared to their peers or in comparison to their grade and knowledge
level. Usualy, these students suffer from learning and behavioura disordersand so
remedial teaching hel psthese studentsto reach ahigher level or develop skillsto
cometo par with their peers.

The need of remedial education mainly arisesbecause of thefact that many
studentsdo not get proper education. Also, thereare many studentswho get exposure
to selective subjects. Hence, studentsdo not get the required trainingin devel oping
analytical and language skills. Sometimes, the studentslack theabilitiestolearnina
proper manner. Therefore, such studentsneed remedial teaching.

Remedial teachingisoffered by remedial teachersone or twicein aweek.
Remedial teaching may be provided to sudentsin school or inclass.

Toteach studentsusing remedial education measures, the sudentsare given
assessments so that their competency can be checked. On the basis of the test
scores, the studentsare grouped in classeswhich will proveto be most beneficial
for them. The size of classis kept small so that each student can be given the
necessary attention

Example: Remedial services for students at HSR Layout, Bangalore

Asthe word Advaitam means, we believe every child is UNIQUE. Hence, the
teaching methodsneed to differ to suit every child. Theeducation systeminindiais
dowly becoming consciousof thisredity. Whileitisimpossiblefor schoolsto provide
individualized teaching to each child, however, they are awarethat not al children
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cangrasptheone-auit-fits-all teaching approach. Thesechildren, thus, face challenges
inawidevariety of areaslike handwriting, grammar, speech and concentration.
This, if not identified and intervened at the appropriate time, could hamper the child’s
academic performance.

Theremediation programmeisdesigned for children who are unable to meet
grade-level expectations. Remedial sessonsare conducted by aninclusive educator
who iscertified by arecognized government ingtitution of Karnataka. The approach
followsindividualized remedia programmefor each child. Thisinvolvesanalysing
the child’s concern area to get a clear picture of the existing status. This is followed
by creation of theindividualized learning programme specifically for the child.

Thetimerequired for each child will vary asthey respond in their distinct
ways. The programme is constantly modified based on the child’s response level.
Parentsplay acritical rolein thisprocess. Parents are constantly updated on the
intervention techniquesand are advised specific activitiesto be carried out at home.
Thisapproach hashelpedin providing remediationinacasua and freeenvironment
without putting the child under any psychological pressure.

Weundertake remediationinthefollowing areas:
- Reading and Listening Comprehension
- Written Expression
- Grammar and Spellings
- Concentration
- Multisensory tool
- Gamesdesigned to improve concentration and memory

6. Follow-up services: Follow-up services begin before the students |eave the
school or college. Theaim of follow- up servicesisto check the effectiveness of
educational and vocational adjustment of the students. Thefollow-up servicescan
beincidental, systematic or flexibleand must be organized so asto ass & the students
aswell astheinsgtitution. The major objectives of follow-up servicesincludethe
following:

- Follow-up services hel p to gather information about the performance of the

students after they compl ete their education.

- They help to apprai se the school or the college programme.
- They facilitatein apprai S ng the guidance and counselling services provided
inschoolsand colleges.
- They helpin planning theimprovement of coursesand guidance and counsdlling
services, if required.
Example: Follow-up services in schools—Their functions and methods of
implementation

Follow-up servicerefersto systematic eval uation of the effectiveness of the guidance
programmein genera and placement servicein particular. Oncethestudent issuitably



placed in aninstitution or hastaken up ajob, the teacher-in-change of guidance Guidance Services
activitiesstudiesthe progress of the student for aspecific period of time. Thisstudy

providesfeedback to the gui dance personnel about the effectivenessof hisguidance.

Thisiswhat wecdl follow-up servicewhichisquiteuseful inminimizing thewastage

of manpower. Follow-up servicesaim at eval uating the placement and other guidance NOTES
services. It ascertains the changes in occupational interests of the students and
assiststhem in making adjustments aswoul d be necessary. Follow-up servicesare
also helpful in reorganizing andimproving educational programmes.

Thefollow-up servicesarethe component of acompleteand compact guidance
programme. Thechildren areleft a proper placesand do what they can. Thereisa
follow-up action. It may be called amonitoring service. It looksinto the thingsthat
pupilsarerightly placed or not. Do they need some sort of guidanceto dowell? Do
they need guidanceto changetheir line of action asawhole? How canthey still do
better if they aredoing well ? It isall that thefollow-up serviceisexpected to do.

Functions of Follow-Up Service

Thefollow-up service performsthefollowing functions:

- It ensures personal contact and correspondence with the student even after
heleavesthe school.

- It helpsto keep contact with the empl oyer and heads of other institutions.

- It helpsto collect information about the student during the post-placement
period.

- Theinformation collected about the progress of the studentsin thejob or
course of study provides feedback about the effectiveness of guidance
programme.

- Follow-up servicea so pavestheway for modifying andimproving theguidance
programme of the schoal.

- It may helpinreplacement or change of subjects/occupation, if the Stuation
arises.

Waysto conduct follow-up service programme
Thefollow-up services can be organized for students studying in school sor students
who left inthe middle of the school session and for former students. Studentseven

after leaving the school can cometo the school for help and guidance. The school
knowsmost about the student and it isin abetter position to render proper guidance.

It isthrough follow-up servicesthat the school can keep in touch with its
students. Thepurpose of follow-up serviceisto hel pin keeping an efficient guidance
programme for its students who have passed out of school. However, the school
after receiving proper information about the various problems of itsformer student
can effectively organizefollow-up servicesto help them.

Follow-up programme can be conducted in anumber of ways which are
givenasfollows:

- Theguidance personnel maintainalist of al the studentswho havereceived
placement service.
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- Theguidance personnel keepsin touch with the educational institution and
the organization which has given employment to the student.

- Hecoallectsinformation from the student about hisprogressand difficulties
relating to hiseducation, vocational training and employment.

- Suchinformation can be collected by persond contact with the student which
may be incidental or deliberate, through mailed questionnaire, postal
correspondence or group meeting of passed out students.

- The feedback received about the student creates grounds for modifying,
improving and restructuring the gui dance programme of the school.

Research services. Research services in guidance and counselling must be
conducted to check if school counselling has been effective or not. To carry out the
research services, datamust be collected from various school s and collegesthat
offer guidance and counselling services. The data so collected must be analysed to
know whether the guidance and counselling services are of use to the students,
teachersand theingtitution.

Example: Research questionsin research services conducted in schools
and colleges

Someresearch questionsthat are used in the research service of aschool or college
areasfollows:

- Doestheschool and college guidance and counselling service help thestudents
in devel oping positive attitudes towards the school or the college and how
especialy ascompared to sudentswho do not attend guidance and counslling
programme?

- Doesgroup counsdlling offered by school counsellorsbring about achangein
the aggressive and hostile behaviour of the students?

- Do studentsreport that they are being hel ped by student counsellorsin schools
when they experiencefamily problems?

- Doschool counsdllorseffectively help reduce student victimi zation and student
bullyingin schoolsand colleges?

- Do school counsellors offer effective assistance to the students who are
looking for higher education options?

- Aretheschool and college gui dance and counsel ling programmes supported
by principalsand other staff of the school ?

- Aresarviceslikeindividual counselling, small-group counselling, classroom
guidance and consultation activitieshel pful in contributing to the performance
of the studentsin and outside the class?

- Areschool counsdllorssuccessful ininvolving the parentsof troubled students
inthe counsalling sessionsand hel ping such studentsto find solutionsto their
problems?

- Arethe counsalling serviceseffectivein preventing studentsfrom dropping-
out of school or college programmes?



- Dogtudentswho attend counsdlling sess onsreport fedling positiveand develop
feelingsof positivity and belongingnessto school ?

- Arethe school and college counsallorseffectivein influencing the behaviour
of the studentsespecially related to their higher educational expectations?

Once data has been collected on these questions, the data can be anal ysed
and the effectiveness of guidance and counselling services can be eval uated.

Evaluation services: Evaluation servicesare conducted to check the effectiveness
of the guidance and counselling programmes and sessions. Eval uation services
generdly involvethefollowing:

- Evaluation of the guidance and counselling personnel to evaluate the
counsdlors.

- Evaluation of the guidance and counselling programmeto assess, if it has
been implemented in an effective manner or not and whether it has been of
use or not.

- Evaluation of guidance and counsalling resultsto know theimpact that these
services have on the students, teachersaswell asthe community.
Thereare several areasof guidance and counselling servicesthat need to be

assessed at regular interval sof timewhichincludethefollowing:

- Guidance and counsdl ling servicesneed to assessthelack of trained personnel
and teachersto provide guidance and counsel ling to students.

- They need to assessthelack of afull-time counsellor.
- They need to assessthelack of training facilitiesfor guidance personnel.

- They need to assess the apathetic attitude of teachers, students aswell as
guidance personndl.

- They need to assessthelack of easily available and standardized tests.
- They need to assessthe lack of operational research in guidance.

- Conservative and rigid mind set of parentsand studentsregarding guidance
and counselling services.

Example: Evaluation of effectiveness of guidance and counselling on
college students

Introduction: Oneof themainissuesfaced by college studentsisthefact that they
cannot adjust to the environment. M ost students often face problemslike depression
and concentration problemsaswell. These areissuesthat most college students
need to deal with and so effortsareto be madeto prevent suchissues. Counselling
servicesare, thus, offered to help the college studentsto adjust to their social and
emotional issuesand adjust to their educational, vocational and personal problems.
A study was conducted to examinetherel ationship between the college counselling
experience and the academic performancein few studentswho arefreshers.

Aim: Theam of thestudy wasto exploretherel ationship and theeffect of counselling
on the academic performance of college students.
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Objective: The objective of the study wasto find out the relationship between
counselling and academic performance and also to find out how the number of
counselling sessions had an effect on the academic performance.

Material and methods. For the study, fifty-four First MBBS college students of
the SBMCH 2007-2008 batch were sel ected. The studentswent through interviews
conducted with the coll egefaculty members. Thesestudentsweregiven questionnaires
and an analysiswas doneto find out the responses of the students and the effect of
counselling on their academic performance.

Result: Theresultsof the study showed that the studentswho underwent counselling
showed an increase in the average marks by about 15-25 per cent. The study also
showed that the more the number of sessions, the better the academic performance
of the studentswas.

Conclusion: Thisstudy proved that counselling servicesin collegesare essential to
help studentsimprovetheir academic performance. Also the counselling sessions
hel ped the students to overcome several difficulties and that the sessions had a
positiveimpact on the academic performance of amajority of students.

CHEcCK Y OUR PROGRESS

5. Statetheaimsof pre-admission services.
6. Namethe two dimens ons associated with placement services.

3.5 ROLE OF PERSONNEL IN GUIDANCE
PROGRAMMES

Therearedifferent personnel rolesin guidance and counselling services. With the
assistance of the teachers of the school, the guidance personnel makeit possibleto
implement guidance and counselling programmesin an effective and efficient manner.
Guidance personnel need to carry out different activitiesat different levelsduring
the guidance programme. They a so need to make surethat they possesstheessential
skillsand abilitiesand have compl ete information and knowledge on how to help
those who seek their assistance. Thefollowing personnel areintegral to aguidance
and counsdl ling programme:

- Guidancedirector

- Guidancecounsdlor
- Psychometrician

- Researcher

- Auxiliary personndl

Guidancedirector isresponsible for the overall implementation of the guidance
programme. The guidance director guides and assists all the other personnel to
performtheir activitiesfor the effectiveimplementation of the guidance programme.
Guidancedirectorsneed to have strong work ethics, organizational skillsand must



have knowledge of computersaswell. The guidance directors must be abletowork
with ease and flexibility and also coordinate the efforts of all the other personnel.
Themain respongbilitiesof the guidancedirector includethefollowing:

- He reviews the guidance programme and makes necessary changes and
adjustmentsto improve the guidance programme at the end of each year.

- Heconducts meeting with parents, studentsand heads of ingtitutionsaswell
asteachersto guide and inform them about the gui dance programmes.

- He establishes a mutually beneficial and cordia relationship with other
personnel.

- He attends various conferences at various levels related to guidance and
counsdling.

- He organizes and attends administrative meetings and prepares reports
regarding the effectiveness of the guidance programmes.

- Heprovidescounselling to personnel and adviserswho meet the needsof the
students.

- He prepares and approvesthe gui dance programme budget.

Guidance counsellor assiststheindividual toidentify and solvethe problem
that he faces. The guidance counsellor does not solve the problem but assist the
individua infinding theapt sol ution to the problem. The guidance counsdllor performs
thefollowingactivities

- Individual counsdllingisoffered to studentsto offer personal, educationd and
vocationa guidance.

- Group counsellingisprovided to agroup of studentsto help them solvetheir
problemsand in educational planning.

- Group guidanceisprovided by counsellorsto agroup of studentsso that they
can know themsel ves better. Group guidance mainly focuses on self-concept,
study skills, friendship and rel ated issues.

- Student appraisal isdone by the guidance counsellors so that they can get
information about the students’ interests, abilities, behaviour and achievements.

- Counsellorsalso act asreferral agentsand hel p parents and studentsto get
assistance from other programmes and services.

- Consultationisalso provided by the guidance counsellorsto studentsand
parentsso that the right counselling services can be chosen from and planned.

- Coordinationispracticed by the counsall ors so that the guidance programme
cantake placein asmooth and efficient manner.

A guidance counsellor must have intellectual competence and knowledge
about various areas so that they can guide the students and the parentsin theright
direction. Guidanceand counsdllingisan emotionaly demanding field and soguidance
counsellorsmust befull of energy so that they can provide the necessary support
and promotethe goodwill of the studentsaswell asthe parents.
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A psychometrician is one who develops tests related to the guidance
programmes. Thetestsmay be varied and may be conducted to collect information
from studentsand parents. Thevariousactivitiesundertaken by the psychometrician
includethefollowing:

- Heidentifiesand selectstestsin coordination with the guidance director.
- Hepreparestest scheduleseither individually or in groups.

- Headministersthetest, check thetest and interpret theresults.

- Heprovidesthetest resultsto the counsellors.

- Hepreparesthetest material and other related activities.

- Hemaintainsarecord of test materialsand test results.

Researcher isthe person who formulates and conducts research activities
and projects. A researcher carriesout thefollowing activities:

- Hedefinesresearch activities.

- Hedevelopsamethodol ogy to carry out the research.
- Hedevelopsand teststheories.

- Hegathersinformation related to the research project.

- He prepares reports on the basis of the findings and disseminates the
information.

Auxiliary personne includethefollowing:

- Guidance secretaries who manage appointments, files of those seeking
guidanceand a so writelettersand answer phonecalls.

- Psychol ogistsstudy the human mind and the human behaviour and, thus, help
the studentsto adjust to their mental and emotiona environment.

- Clinical psychologistswork to reduce psychological distressand promotethe
well-being of those seeking guidance.

- Counselling psychol ogists provide counsel ling services after gathering the
required i nformation about the students.

- School psychologistsare expertsat special education and assist the students
who need specia guidancein education.

- Developmental psychologists work to ensure the overall and healthy
development of the studentsin all aspects.

- Psychiatristshel p studentsdeal with their mental and emotional problems.

- Socia workerswork with the vulnerable groups or peoplewho aresocially
isolated and backward providing them the essential guidance services.



Example: Role of guidance counsellor at fairview Junior High School

The guidance counsdllor performsthefollowing respongbilities:
- Heworkswith the school and community to devel op andimplement an effective

guidance programme.

- Heprovidespersonal, social, academic and career counsdllingtoindividuals

and smadll groups.

- Heprovides consultation servicesto parents.

- Hemaintainsand disseminatesinformation on guidancerel ated topics.
- Hehdpsin building and promoting apositiveand nurturing school atmosphere.
- Heassistsstudentsfrom diverse culturesand traditions.

- Heassistsin mediation and conflict resol ution.

- Heass gsgtaff inidentifying studentswho require programming adaptations.
- Heworkswith gaff and adminigtrationto identify and support “at risk” students.
- He isan active member of the school’s Crisis Intervention Team.

- Hepresentsor assistsin class or group presentations in guidance-related

issues.

- Hecommuni cateswith agencies such ascommunity services, public health

and so on.

- Hemakesreferralsto both school board personnel and outside agencies.

- Hecoordinates guidance related programmes, workshops and services.

- Heregistersall incoming students.

- Heorganizesand managesall student files.

- HeassgtsclassIX studentswith high school registration and course selection.
- Hevistselementary feeder schoolsto meet withincoming class VI students

and facilitate transition meetingswith el ementary staff.

- Hecoordinates orientation for incoming classVI students.
- He performs other tasks requested by the administration.

7.

8.

CHEcK YOUR PROGRESS

Namethe personnel who play anindispensablerolein aguidance and
counseling programme.
What arethe main responsibilities of the guidancedirector?
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3.6 SUMMARY

- Guidance and counselling servicesareintegral part of education systemand

areprovidedin schoolsand collegesfor the educationd, personal and vocationa
development of the students.

- Guidanceisanintegral part of education these days. Guidanceisprovided at

all levels of education—schools, colleges and universities.

- Guidance provided to students can be classified into thefollowing kinds:

0 Educationd guidance
0 Vocational guidance
0 Personal guidance

- Guidance programmesare needed by people bel onging to variousbackgrounds

so that they can adjust to their personal, emotional as well as socia
environment. Guidance plays an important rolein the lives of studentsin
schoolsand colleges.

- Themain aim of school counselling programmesisto provideall students

with academic, career and personal counselling so that they can develop the
required skillsto learnin aproactive and effective manner.

- Thecentra focus of the education systemisthe student. Every student faces

some problem or the other during hisyearsof educationin school or college.
Thisiswhere guidance servicesplay asignificant role.

- Themainaim of collegesto start orientationisto familiarize the newcomers

withthecollege and to easethe tension of transition from school lifeto college
life.

- Orientation sessions are ways in which students meet other students, get

familiar with what the college campus hasto offer and also to register for
different classesand activitiesthat the college hasto offer.

- Remedial servicesare offered by school counsellorswith the ass stance of

teachersto enable sudentsto devel op their full potentia . Sometimes, sudents
face problemsin reading and mathematics.

- Follow-up servicesbegin before the students|eave the school or college. The

aim of follow- up servicesisto check the effectiveness of educational and
vocational adjustment of the students.

- There are different personnel rolesin guidance and counselling services.

With the assistance of the teachers of the school, the guidance personnel
makeit possi bleto implement guidance and counselling programmesinan
effective and efficient manner.

- Guidance counsdllor assiststheindividua toidentify and solvethe problem

that hefaces. The guidance counsellor does not solve the problem but assist
theindividual infinding theapt solutionto the problem.



Guidance Services

3.7 KEY TERMS

- Responsive services: These are components that include preventive
programmesthat prevent students from making wrong choi ceswith respect NOTES
to educational and career goals.

- Lifeskill: Itrefersto askill that isnecessary or desirablefor full participation
ineveryday life.

- Psychometrician: Heisaperson who practicesthe science of measurement.

3.8 ANSWERS TO ‘CHECK YOUR PROGRESS’

1. Theaim of educationd guidanceisto help sudentsadjust to their educational
environment.

2. Vocational guidancerefersto guidance provided to studentsin deciding upon
theright career path or choice.
3. Theessential components of aguidance programme are asfollows:
Guidancecurriculum
Individud planning
Responsive services
System support
4. Thecharacteristicsof agood guidance programmeare asfollows:

It must be designed and devel oped asa school programme with defined
outcomesfor studentsfrom kindergartento class XI1.

It must i nclude achievabl e and measurabl e outcomesin each of thefour
student programme domains: personal, social, educational and career.

It must be developmental, inthat activitiesappropriateto student maturity
levelsare systematically presented.

[t must outlinerolesfor all membersof the school community.

5. Theaimsof pre-admission servicesareasfollows:
To ensurethat the academic achievementsof studentsarerelated totheir
occupational and study plansinthefuture.
To ensurethat the academic and occupational plansof students match
withtheir abilitiesand skills.
To makethe studentsaware of the disadvantages of choosing thewrong
course and subjects.
Toinform the students of the current trends and al so about the various
courses and admi ssion processes.

6. The two dimensions associated with placement services are educational
placement and vocational placement.
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7. Thepersonne who play anindispensablerolein aguidance and counselling

programnmeareasfollows:

Guidancedirector
Guidancecounsdllor
Psychometrician
Researcher
Auxiliary personnel

8. Themain respongibilitiesof the guidancedirector areasfollows:

He reviewsthe guidance programme and makes necessary changesand
adjustmentsto improve the guidance programme at the end of each year.
He conducts meeting with parents, students and heads of institutionsas
wel| asteachersto guideand inform them about the guidance programmes.
Heestablishesamutually beneficial and cordial relationship with other
personnel.

Heattendsvarious conferences at various|levelsrelated to guidance and
counsdling.

He organizesand attends admini strative meetings and prepares reports
regarding the effectiveness of the guidance programmes.

3.9 QUESTIONS AND EXERCISES

Short-Answer Questions

1. Statethe objectivesof educational guidance.
2. Writeashort note on personal guidance.

3. Mention the essential sof agood guidance programme.

4. Briefly discusstherole of follow-up servicesin schools.

Long-Answer Questions

1

What isthe need for providing educational guidance at the variouslevels of
education?

‘Counselling servicesare considered anintegral part of guidance servicesin
schools and colleges.” Give reasons for your answer.

Analysethe significance of remedial services.

‘Guidance director is responsible for the overall implementation of the guidance
programme.” Elucidate.
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4.0 INTRODUCTION

Vocational development isessential for anindividual. Thisisbecauseit hasbeen
observed that theindividual often changescareer path. For instance, having worked
inthelogigticsindustry, the he person moveson to the banking industry. Thischange
affectshispersonal lifeaswell. Hence, individual sneed to ensure that they choose
careersthat offer satisfaction to them.

A school guidance programme helps the individual to know about the
educational, persond and vocationa choicesthat areavail ableto him. School guidance
programmes are typically designed to make sure that the students adjust to their
social and educational environment. Such an adjustment is essential so that the
studentscan attain all round devel opment and can maketheright decisionswith the
assistance of the guide. Inthisunit, you will study about the psychol ogy of careers
and dynamics of vocational development, job analysis, job description and job
satisfaction, decision-making and group counselling and behavioural counsdllingfor
vocational decisons.
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4.1 UNIT OBJECTIVES

After going through thisunit, you will beableto:
- Discusspsychology of careersand dynamicsof vocational devel opment
- Describejobanalysis, job description and job satisfaction
- Analysetheapplication of decison-making and group counsalling
- Assesstheworking of aschool guidance programme
- Interpret behavioural counsellingfor vocational decisions

4.2 PSYCHOLOGY OF CAREERS AND DYNAMICS
OF VOCATIONAL DEVELOPMENT

With the changing technology and the availability of morejobsin awide range of
fields, it becomes quite confusing for the individual to choose a specific career.
Psychology of career dealswith finding out which career suitsonesabilitiesthe best
or,inampleterms, which career onemust choose. Psychology of careersisdirectly
influenced by the psychol ogy of individuasinthe sensethat the careersthat people
choose often depends on what they think and expect from acareer. Different people
have different psychology when it comesto careers. While some people choose
careersthat offer them job satisfaction, there are otherswho choose careerswherein
they can earn alot of money irrespective of their working hoursor thefact that they
get job satisfaction or not.

Thereare several thingsthat cometo mind when aperson thinks of acareer
likerequired education, job description, the salary, personal outlook and soon. The
following factorsinfluencethe career choicesof theindividual :

- Abilities and skills: When it comes to choosing a career, the skills and
abilities that one possesses play an important role. It has been generally
observed that when job profiles are created, there are certain specific skill
and abilitiesassociated with it. Therefore, anindividua must make sureto
choose a career which matches his skills and abilities as only then can a
person performwell in hiscareer. Itisalso essential to choose acareer that
matches ones skills and abilities so that one can enjoy hiswork and gain
satisfactionfromit.

- Personality typeand inter est: The personaity and interestsof theindividual
asoinfluencethe career choicesof theindividud. Theindividual must aways
chooseacareer which satisfieshisinterest. Whentheindividual isnot interested
in something which heispursuing, then he does not perform that task up to
the mark.

- Liferoles: The individual’s role as a worker is a part of his life roles. The
way one perceiveshisrole asaworker also influencesthe career decision.
For example, if oneconsidershimself asapersonwhoisfit for odd jobs, then



one must choose acareer of the same type so that the requisiterole can be
fulfilled in an effective manner.

- Previous experiences: Previous experiences of a person in a particular
field ofteninfluence hischoice of that career. It hasbeen observed that those
who have had agood experience in aspecific career chooseto continuewith
the same career or choose to opt for careers of the sametype, so that they
can performwell and continue doing good work. Thisensuresjob satisfaction
fortheindividual.

- Culture: Thecultureof anindividual, the ethnic background and the soci ety
that aperson comesfrom all influence the career choicesof theindividual.
The culture of aperson often influencesthe expectationsand valuesthat a
person hasfrom acareer or ajob. Thus, the cultural background of aperson
influenceshischoiceof career.

- Gender: Gender ofteninfluencesthe career choicesof theindividua . Gender
often influences the barriers and opportunities which are available to the
individual. In addition, the roles of men and women are different at the
workplacewhichinturninfluencesthe choice of career.

When so many factorsinfluencethe career choicesthat one has, theindividual
may often get confused regarding the right career option. In most cases, people
often make wrong career decisionswhich wastestheir time, effort and money. This
iswhere career counselling iscons dered to beimportant. Vocational guidanceand
counselling today have becomeimportant so that theindividual can choosetheright
career option and get maximum job satisfaction.

Career devel opment today isto alarge extent based on the choice of theright
career. When it comes to choosing the right career, vocational guidance and
counselling play a significant role. The objectives of vocational guidance and
counsdllingincludethefollowing:

- It enablestheindividual to know the characteristics, functionsand duties,
requisite skillsand abilitiesof an occupation of hischoice.

- It enablestheindividual to know how to conduct an analysis of the various
career optionsavailable before opting for aspecific career.

Vocational or career devel opment deal swith how theindividua adjuststo his
career choice and how theindividual growsin hiscareer. Career development is
based on the premi sethat changeisnatural and required whenit comesto choosing
and opting for careers. Career devel opment beginsat an early agein schoolswhen
studentsarealowedto realizetheir potential and pursue coursesthat can help them
to choosethe career of their choice. Career development hasthefollowing goals:

- Self-development: It isessential for the young peopleto understand their
abilities, achievementsand potential s so that they can maketheright career
choices.

- Career exploration: Career exploration enablespeopletolocateandidentify
thevarious career opportunitiesavailableto them. These opportunitiesare
then anal ysed so that theright decision can be taken.
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- Career management: Career management isessential for individualsto
make the right career choices, managetheir life by adjusting to the career
choi ce and also managetransitionsand changesintheir careers.

Itisessential for individualsto get abasic understanding of their skillsand
their chosen careers so that they can managetheir careersin theright manner. Itis
also essential to know about career detailsso that theindividual can developinthe
chosen career based on his skillsand abilities. When the right career path isnot
chosen, theindividua endsup exhausting hisabilitiesand energy.

4.2.1 Career Development Theories

Themost widely used and accepted theoriesof career choice and devel opment are
asfollows:

- Roe’s theory of personality development: Anne Roe’s theory of
personality development states that there is a direct relation between the
personality of aperson and his career choice. Anne Roe was an American
clinica psychologist and researcher who studied creativity and occupationa
psychol ogy. According to Roe, peopleworked not only to earn money but to
fulfil other various needswhichincluded physiological needs, safety needs,
need for belonging and love, need for importance, respect, self-esteem,
independence, need for information, need for understanding, need for beauity
and aneed for self-actualization. Roe also stated that early relationsinthe
family had animpact onthe career choicesof anindividua. Thus, Roeclassfies
occupationsas person-oriented or non-person oriented depending upon the
level of interactionsrequired. In her theory, Roea so devel oped alist of eight
occupationa groupsincluding service, bus nesscontact, technol ogy, outdoor,
organization, science, general culture, artsand entertainment and with each
of these groups, sheassociated six levelsof responsibility, skillsand capability
that were essential for the occupation to be carried out. Roe’s theory of
personality devel opment was, however, not validated but has proved to be
useful inunderstanding why careersand occupationsare essential inthelives
of individuals.

- Social learning theory of career choice and counselling: The socia
learning theory of career choice and counselling was devel oped by John
Krumboltz, an established career theorist. In thistheory, Krumboltz states
that there are two major types of learning experiences that affect the
individud’s choice of careers. These include instrumental learning experiences
and associative learning experiences. On the basis of histheory, Krumboltz
listed the group of factorsthat affected the career choiceof theindividual as:
factors that influence preferences with an educational or occupational
preference, factorsinfluencing career decision-making skillswith propositions
explaining how these particular skillsare acquired and factorsinfluencing
entry behaviour into educational or occupationa aternatives. Thetheory has
been criticized for not being devel opmental but hashad amajor influenceon
research in career counselling.



- Social cognitivebehaviour theory: Socia cognitive behaviour theory was
developed by psychologist Albert Bandura. According to thistheory, three
major | earning experiencesinfluenced theindividual’s behaviour and skills
that in turn influenced the individual’s way of functioning. These learning
experiences included— instrumental learning experiences, associative learning
experiences and vicarious experiences. Lent, Brown and Hackett refined
thistheory of social cognitivetheory and summarized thefoll owing propostions
of thetheory:
I. The occupational or academic interests of the individual reflect the
person’s own beliefs and outcome expectations.
ii. Thevocationd interestsof theindividual depend on hisabilitiesfor the
occupation.
iii. However, thebdiefsof the person often affect the occupationa interests.
iv. The beliefs of a person always affect the goals and the actions of a
person either directly or indirectly.
v. Outcome expectationsaffect choice goalsand actionsboth directly and
indirectly.

vi. Individualsalwaystry to enter the occupationsor academicfieldswhich
areof interest to them.

vii. Individualsenter vocational and educational fieldswhich helpinthe
achievement of thegod sof theindividuals. In other words, theindividuds
must be committed to their goal and ensure that the goals are stated
clearly.

viii. Theinterestsof theindividualsawaysaffect the behaviour of people
either directly or indirectly and al so affect the choice of goals.

iX. Thebeliefsof theindividual al so affect the career aswell asacademic
performances.

X. However, the expectations or outcomes affect the performance only
indirectly.

xi. Theabilitiesand aptitudes of the individual saffect career aswell as
academic performancesdirectly aswell asindirectly.

xii. Theabilitiesand aptitudesal so affect the beliefsof theindividual.

Thebeliefsof aperson are devel oped from performances, accomplishments,
learning aswell as physiological reactions. The beliefsare al so dependent
upon theeducationa and occupationd activitiesof theindividua . Theoutcome
expectations are also affected by educational and career activities of the
individud.

Outcome expectations may also be determined indirectly by the beliefs of the
individual and al so affectsthe successand thefailure of theindividual.

- Sociological theory: The sociological theory wasbased on how social status
affected theleve of schooling achieved whichinturn affected the occupationa

level achieved by theindividual. The occupationswereroughly classified on
the basis of socio-economic status of individuals. Thetheory, however, was
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not considered to bevalid and wasrefined to giveway to several other theories
that were based onthelevel of occupation achieved onthe basisof thesocial
and economic status of aperson.

- Trait and factor theory: Frank Parson, American professor, socia reformer,

and publicintellectud , devel oped thistheory. Thetheory stated that the process
of selecting aparticular career involved understanding the characteristics of
the occupation or the job and matching theindividual with the occupation.
Thetrait and factor theory isused asafoundation for career counselling. The
theory is, however, consdered limited in scope asit doesnot takeinto account
changesinvalues, interests, skills, achievementsand personality over aperiod
of time.

- Holland’s personality theory: This theory was developed by John L.

Holland, an American psychol ogist and professor Emeritusof sociology at
Johns Hopkins University. Holland’s theory states that every individual had
one of the six basic personality traitsand, therefore, exhibitsand manifests
behaviour associated with that type of personality. Inthistheory, Holland al so
defined six types of environmentsand stated that environmentsareinfluenced
by people who occupy them. His theory was based on the following
assumptions
i) People can be categorized as one of the six types— realistic, artistic,
investigative, socia, enterprising and conventiona.
i) Therearesix kindsof environment— realistic, conventional, artistic,
socid, enterprising and investigative.
iii) Peoplelook for environmentsthat enhancetheir kills, abilities, attitudes
and values. They search for environmentsthat help them to assume
agreeableroles.

Iv) Behaviour of the individual is determined by the interaction of the
personality and the environment.

Accordingto Holland, thedefinitionsof thevariouspersonditiesareasfol lows.

‘Realistic people are the people who have preferences for activities.

These activitiesmay berelated to the explicit, ordered, or systematic
mani pul ation of obj ects, tools, machines, and animals. Realistic people
aredefined as peoplewho areaverseto activitiesthat invol ve educationa

and therapeutic methods.”

‘Investigative peopl e arethe peoplewho performthe activitiesthat are
observationd, symbolic, systematic and creativein nature. These people
observe physcal, biologica and cultural phenomenaso that they get the
power to control such phenomenaafter completely understanding the
phenomenon. Investigetive peoplearethosewho do not learn persuasive,
social and repetitive activities.’

‘Artistic people are the ones who learn in an ambiguous, free,

unsystematic manner and perform such activities that involve the
manipulation of physical, verbal, or human materials. Thesematerials
are manipulated so that the people can create art forms or products.



Artigtic peoplearetheoneswho do not learn through explicit, sysematic
and ordered activities.’

*Social people are those people who learn through information, training,
devel opment, cure, or enlightenment. Socia peopledo not learnthrough
explicit, ordered, systematic activities.’

‘Enterprising people are the people who manipul ate other peoplefor
organizational and economic gains. Enterprising peopledo not learn by
observation and havean aversionto symbolic and systematic activities.
‘Conventional people are people who learn through explicit, ordered,
gysematic manipulation of data. These peopleusudly indulgeinactivities
likekeeping records, filing materia s, reproducing materials, organizing
written and numerical dataaccording to aprescribed plan, operating
bus ness machi nesand data processing machinesto attain organizationa
or economic goals. Conventional people cannot learn usng ambiguous,
free, exploratory, or unsystematic activities.’

According to Holland’s theory, when the individual chooses an occupation
on the basis of his personality and environment, it resultsin better
congruence, consi stency and persistence.

Holland’s theory provides a basis for career exploration these days. It
is, infact, themost used theory of career choiceand development inthe
modern day vocationa arena.

- Super’s theory of career development: This theory was developed by
American psychologist Donald E. Super. Super’s theory of career development
can be defined as ‘loosely unified set of theories dealing with specific aspects
of career development, taken from developmental, differential, social,
persondity, and phenomenol ogica psychology and held together by self-concept
and learning theory’. Super defines fourteen propositions that define the role
of abilities and interests, self-concepts, life stages, and person-situation
interactionsin thelife of aperson. These propositionsare asfollows:

1

2.

3.

Thetheory claimsthat most people are different with respect to their
abilities, personalities, needs, values, interests, traitsand self-concepts.
Theabilitiesand skillsof aperson help decide the occupation suitable
for him.

Any occupation requirestheindividualsto havedifferent abilitiesand
skills. Therefore, for every individual there are several occupational
opportunitiesand in each occupation, avariety of people can befound.

. With time, the vocational preferences and competencies of people

change. Thisalso bringsabout achangeinthelives, work and beliefs of
the people. Self-concept of theindividual, however, remains cons stent
for several yearswhich show consistency in their choice of education
and career options. Thisalso helpstheindividual to adjust easily.

. The change takes place in different stages that include growth,

exploration, establishment, mai ntenance and decline. Thischangecycle
is often termed as maxi-cycle. A small cycle of change called mini-
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10.

13.

14.

cycle also takes place when the individual moves from one stage to
another. Thistransition can take place because of several reasonslike
changesin type of manpower needs, illnessor injury, or other socio-
economic or personal events.

. The individual’s career pattern is often determined by parental, socio-

economic level, mental ability, education, skills, personality and career
maturity. Career patterns may often change when theindividual gets
exposureto career optionswhich were not previousy experienced by
him.

. Thesuccessof theindividual in acareer depends on the readiness of

theindividual to cope up with the demands and the changing needs of
the career. Theindividuals, thus, experience career maturity. Career
maturity isbased onthephysical, psychologica and socia characteristics
of theindividual. Career maturity requirestheindividualsto deal with
various stages of career devel opment.

. Career maturity isa complex and a hypothetical construct. It isnot

essy to provideafunctiona definition of career maturity. Career maturity
does not increase in terms of monetary benefits and so it cannot be
measured using unitary symbols.

. Theindividua candevelop through al hislife stages, if heisguided to

make use of the abilities and interests in a proper manner. The
devel opment across|ife stagescan a so beaided by furthering thenotion
of self- concept of theindividual .

Career devel opment entails nothing but devel oping and implementing
an individual’s self-concepts related to his career or vocation. Career
development isaconcept that isbased on the aptitudes, interests, physica
aspectsof anindividua career optionsand opportunitiesavailableand
asotheroleof theindividual and how individualslearninaninteractive
manner.

. The individual’s self- concept and reality often interact with each other

and a compromise between the two can be achieved. This happens
when theindividual learnsfrom the feedback that isoffered to him.

. The individual’s satisfaction at work and in life is dependent upon how

well istheindividud ableto gpply hisabilities vaues interests, persondity
traits, and self-conceptsinreal life.

The degree of satisfaction from work of theindividual is dependent
upon and isproportional to the degreeto which theindividuals have
been ableto apply their self-conceptsand beliefs.

Thetype of work performed by theindividual influences hisbehaviour
and personality.

The propositionslaid out by Super form the basisfor career exploration
especially for theyounger generation. In histheory, Super alsolaid out
ameasure of career maturity that provideayardstick for measuring the
individual’s development through various stages of his or her career



and life. Super also defined five developmenta tasks within the
exploratory stage asfollows:

i) Vocationd choice
ii) Increased vocational information
i) Congistency of vocationa choice
iv) Identificationand crystallization of traitsrelevant to career choice
V) Increased understanding of vocational preferences

Career Development Stages: Career development takes placein stages.
Thisisbecauseindividualschange severa fieldsintheir career and thisis
when career management becomes important for them. Hence, career
development isan essentia kill that individualsmust learn and develop. There
aresx stagesin career or vocational devel opment:

Vi.

Assessment: Inthefirst stage, anindividual getsready for work life.
At thisstage, theindividual isnot sureabout his strengths, weaknesses
and valueswith regardsto the vocational arena. Hence, theindividual
needsto work with acareer counsellor to understand and analyse his
strengths and weaknesses and choose theright career path.

. Invegtigation: Intheinvegtigation stage, theindividual isinvestigating

thevarious career optionsavailableto him. Usually in thisstage, the
individual is confused and does not know which career to choose.
Therefore, itisvital that theindividual doessome research work about
the variouscareer opportunitiesbeforetaking thefinal decision.
Prepar ation: Inthe preparation stage, theindividual prepareshimself
to step out into aparticular field or job. This stage involved gaining
knowledge and experience about the kind of work donein aparticular
job. Itisinthisstagethat anindividual setshiscareer goals.

. Commitment: Inthe commitment stage, theindividua isfirminhis

mind about the career option. Here, theindividua carriesout job searches,
analyses the various jobs available and then accepts ajob which he
feelsisright.

. Retention: Intheretention stage, theindividual iscomfortably settled

inhiscareer. Here, theindividual remainscommitted to hiscareer and
also buildsaprofessiona network. Inthisstage, theindividual triesto
performwell and achieve hiscareer goals.

Transition: In the transition stage, the individual may experience
discomfort with hiscareer and may be unhappy. It isduring thisstage
that theindividual may decideto change hiscareer.

4.2.2 Career Burnout

Burnout bas cally meanslong-term exhaustion and diminished interest in an activity.
In essence, career burnout meanslosing interest in acareer and feeling the need of
career change. Psychol ogists Herbert Freudenberger and Gail North gavetwelve
phases of burnout, which are not necessarily followed sequentially:
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i. A personfindsit mandatory to prove himself.
ii. A persontriestowork harder.
iii. A person may neglect hisneeds.
iv. A person often failsto understand the cause of distress and faces several
internal conflicts.

V. A person undergoes a phase of value change wherein the importance of
friendsor hobbiesiscompletely dismissed.

vi. A person does not accept thefact that heisfacing aproblem. Asaresult, he
may becomeintolerant and may not like being social.

vii. A person exhibitswithdrawa symptoms.

viii. A person may often show obviousbehavioural changesthat are noticeable.
iX. A person doesnot show any personal feelings.
X. A person experiencesinner emptiness.

Xi. A person experiencesdepression.
xii. Burnout syndrome becomescommon.
Thefollowing aretheindicators of career burnout:
- Depression
- Lack of energy
- Lack of desire
- Decreased productivity
- Increased absence fromwork
- Boredom
- Anger or resentment at workplace
- Seepdisorders

Itisessential to deal with career burnout. Theindividua can takethe help of
others, organizations or can conduct self-assessment and help to deal with career
burnout. It isimportant to handle career burnout so that theindividual productivity is
not affected inany manner. Handling career burnout enablesan individua to develop
hedlthily inthevocational environment aswell.

4.2.3 Importance of Career Development

Career development iscons dered important for vari ousreasons. Career devel opment
helpsin better vocationa and overall development of theindividual. It also enables
oneto achieve successin professional aswell aspersonal goals.

Career development has a direct impact on the individual’s educational,
vocational and lifestyle choices. People who manage their careersin apositive
manner are ableto achievethefollowing:

- Ableto earn higher incomes
- Ableto makejob and education choices



- Ableto copewith changes

- Lessstressed

- Opento new opportunities

- Well- informed and successful

Example: Career development programmes at Dell, India

Just asyouwork hard every day to providetechnol ogy and solutionsthat give people
the power to do more, Dell provides programmesto power your career growth and
devel opment. Their programmes hel p team members emerge asleadersthrough
mentorship, encouragement and opportunitiesthat arejust theright blend of rewards
and challenges. The organizationinvestsinits people and has devel oped aseries of
specia programmes that enables an employee to pursue acareer that fulfils his
ambitionsand potential. From one-on-one meetings with mentorsto regular 360-
degree feedback and routine check-ins with a long-term career plan, these
programmesgivean employee ampleopportunity to climb the path towardsleadership.

Example: Career development centre

Career Development Centre (CDC) isajoint initiative of Hindustan Coca-Cola
BeveragesPvt. Ltd (HCCBPL), NIIT Foundation and Gram Niyojan Kendra. The
aim of the CDC isto provide vocational training to educated, unemployed and
undertrained youth. The CDC carriesout job oriented training so that theright person
can get theright job. The CDC usesacurriculum that aimsat helping thoselooking
for jobsto gain skillsthat canincreasetheir employability potential. Oncethepeople
finishtheir training, they are offered job interviewsfor entry levels. Theyouth are
also given an option to start their own entrepreneurial ventures. The CDC offers
completefacilitiesto the young traineeswho are provided training by NI T certified
trainers. The CDC offers job oriented and training courses in basic I T, service
industry and soft skills. Themode of traininginvolvesclassroomtraining aswell as
practical training.

Inthefirst year of its operation, the CDC provided jobsto more than 158
students. The CDC has collaborated with well-known and prominent employers
including EasyDay, Big Bazaar, McDonadsand KFC.

Example: Career development at Nestle, India

Nestlevaluesitsemployeesthe most becauseit believesthat it isthe empl oyeesthat
play avital role in the success of the company. The company has fostered an
environment that putsemphasison diversity, innovation and growth of theemployees
which ultimately helpsin the growth of the company. At Nestle, three factors play
animportant rolein the career growth of itsemployees.

Thesefactorsareasfollows:

Corefactors. Corefactors are the qualities that the employees of Nestle must
possess, if they have to explore the opportunitiesthat Nestle hasto offer. These
qualitiesincludethe performance of the employeeswhich must be sustainablein
nature, theknowledge, the leadership and work skillsthat employeeshaveand the
manner inwhichthey can handlecritical experiencesand situationsat work.
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Accelerators: Acceleratorsarethe qualitiesin an employee that determine how
fast and how far employees can grow. These qualitiesdetermine how flexiblethe
employeesareto sustainthejob, if necessary. Acceleratorsal so include how quickly
employees can establish their networks.

Opportunities. Opportunitiesarethefactorsthat are provided within the functional
rolesand thejobs of the employeeswithin the company. Opportunitiescan arisein
any manner—from new projects, from promotions, from outside clients and so on.

Talent assessment and succession planning

Talent assessment and succession planning is carried out by Nestle so that the
employeeswho have the talent can be nurtured in aproper manner. Nestle always
providesopportunitiesto talented employeeswho work well within the organi zation.
The talent assessment and succession planning isa processthat iscarried out at
Nestleto identify the talented employees. Thisidentification isdone by assessing
their talents and then providing the necessary plans for the success of these
employees. Succession planningiscarried out by Nestlefor the career devel opment
of the employees. Thetalent assessment and succession planiscarried out by the
organizationin avery planned manner. Thesuccession plan hel psNestle choosethe
right employeesfor the variousrol esin the organization. With thisplan, thesuccessors
for key positions are also identified and the management keeps a track of the
performance and the progress of such employees. The processisaninternal one
and hel psto identify the best peopl e according to the business needs.

The succession plans are created with care and with the hel p of inputsfrom
alarge number of sources. The talent reviews of the employees help the senior
management aswell to know about employeeswho have the potential. Based on
thisreview, the management carries out development of such employees. Theaim
of succession plansisto ensure the continuity of busi ness so that the company has
employees awaysready to take the key positionsand roles.

Revealing the potential

Nestleprovidesalearning environment toitsemployees. To ensurethat the employees
learn at each stage, Nestle provides learning opportunitiesto its employees and
encouragesitsemployeesto actively participatein these opportunities. Learningis
offered in the form of on-the-job training to the employees. Learning is both
relationship and education based. Nestlefoll owsthe 70/20/10 mode to providethe
esentia learning opportunitiesto itsemployees. Thismodel isbased onthepremise
that on-the-job training hasthe highest impact on the performance of theemployees,
therelationship of the empl oyeesand a so the personal devel opment of theemployees.
Keeping thisin mind, thelearning programmesare devel oped to explorethe potential
of theemployees.

Experience-based development

Nestle also carries out experienced based development of its employees. The
employees gain experiencesthrough assignmentsthat areto be carried out within
thecompany or in thefield. The employeesare a so assigned projects, assgnments



and overseas missionsso that they can progressand devel opintheir roles. At Nestle, \ocational Development
job rotations are also carried out so that the employees get exposure as to how
otherswork and carry out their jobsand respectiveroles.

Relationship-based development NOTES

Nestle also runsthe Corporate M entoring Programme. This programme aimsto
hel ping empl oyees devel op on the basi s of their relationships and the support that
they get from othersin the organization. Thisprogramme also hel psthe employees
to experiencetherolesthat are not in their current line of action.

SPARKZ isthedevelopment centrethat hasbeen established at Nestle. The centre
carriesout talent assessment of the empl oyees and al so providesfeedback so that
the high performing empl oyees can beidentified. Once such employeeshave been
identified, the centre nurturesand devel opsthe empl oyeesto handl ethe roles meant
for their talent. The employees al so have to undergo battery assessment in which
employees are required to work in an environment simulated on the real-life
experiences. The performance of the employeesin these assessments providesa
basisfor the developmental plansof the empl oyees.

Education-based development

Education based development isalso carried out at Nestle. The education based
development programmes are based on international standardsand are delivered
through Rive Rein andinternationally recognized businessschool, IMD. Nestle
providesits empl oyeeswith education based devel opments and has col laborated
with London Business School for the same.

Nestlea so hascollaborated with Indian Ingtitute of Management (11IM) Kolkata
so that the high performers can achieve academic success and progression. Nestle
also offers distance | earning programmes like Executive General Management
Programme (EGMP) and Advanced General Management Programme (AGMP)
for the growth of itsemployeesat different levels.

Example: Inalsa—Why career development for our employees?

Inalsabelievesthat there are severa advantages of career development. Therefore,
Inalsa provides career development opportunities to its employees so that the
employees can progress within the organi zation and can reap the benefits of the
programmewhichincludethefollowing:

Retain top talent: Inalsaunderstandsthat it isimportant to retain thetop talent of
the organization. However, for most companiesthe cost of retaining top employees
isalot. There are other several costsinvolved with retention of empl oyees. When
companiesdo not retain employees of the organi zation and look elsewhereto give
key rolesto outs ders, the empl oyees of the organi zation | osethe motivation to work.
Career devel opment programme conducted at I nalsaaimsat retai ning employeesin
an organization especialy when the employees desirejob shift.

Boost engagement and productivity: Career development programmesat Inalsa
ensure that the employees can achievetheir personal aswell ascareer goalsina
productive manner. Employeeswho have accessto career devel opment opportunities
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withintheorganization aremoreindul ged and engaged inworking for the organi zation.
Career development plans boost the morale of the employeesto work inamore
productive manner.

Strengthen the succession pipeline: Inalsabelievesthat it isimportant for the
organization to identify the successorsfor variousjobs and rolesfrom within the
organization. Career devel opment programmes hel p the organization to create a
pipeline of successorsfor agiven job or vacant postsand jobsat Inalsa.

Generateknowledgetransfer and retention: Itisimportant for Inalsatoretain
its seasoned and tal ented empl oyeesand to do so career devel opment plansplay an
important role. Career devel opment programmes hel p the organization to share
information and knowledge about thetalented empl oyeesand ensurethat information
and knowledgeis used by the organi zation to retain its best empl oyees.

Fill internal skill and role gaps. Career development hel psthe organizationto
identify the employeeswho havethetalent and skillsto performat high level and
critical pogts. Career development programmeshelp the organization tofill key roles
and gapsin the organization with the most skilled employeesand createinternal

mobility. Thishelpsthe organi zation to save on costsof hiring and training employees
from outsidethe organization.

Createpositiveemployer branding: Career development for itsemployeesmakes
Inalsaan organization that truly caresfor itsemployees. Inalsaensuresthat career
devel opment programmesare carried out for employeesat all levelsand that the
employees can performrolesthat they are desirous of and are capabl e of handling.

CHEcK Y OUR PROGRESS

1. Statethethreegoalsof career development.
2. List thefactorswhich influencethe career choicesof anindividual.

4.3 JOB ANALYSIS, JOB DESCRIPTION AND JOB
SATISFACTION

Job evaluation isthe processthat determinesthe comparativeworth of ajobina
systematic and analytical manner. Theworth of ajobisdeterminedinrelationto
other jobsin terms of the skills needed, the responsibility level involved, efforts
required and al so the environment in which thejob is performed. Job evaluation
attemptsto measure these requirementsfor jobsand placethemin arel ative order.
Job evaluation is concerned with only the eval uation of jobs and not the human
resourceswho performthejobs. Itisalso not concerned in quantitative or qualitative
aspectsof the output or the performance of theworkers. However, job eval uation
doeshaveitsbenefits. One of the main benefitsof job evaluationisthefact that it
helpsto devel op arationale wage structure. Thisin turn reduces the grievances
relating to wagesand improvestheindustrial relations. Job evaluation can also be
used to write a job description which can then be used with the objectives of
recruitment, training, promotion and so on.



4.3.1 Job Analysis \Vocational Development

Job analysisisastep of thejob eval uation process. Job analysisisthe process of
analysingthejobindetail. Theideaof job analysisisto find out all relevant facts
about thejob through vari oustool s and techniques. Theinformation gatheredin job NOTES
analysisincludesinformationrelated to skillsin performing thejob, responsbilities
involved inthejob and the environment inwhich thejob isperformed. Whilemost of
theinformationiscollected through interviews and questionnaires, observationis
alsoatool used to gather the required information. Theinformation so collectedis
recorded inwhat isknown asajob ana ysi ssheet. American organi zational theorist,
Ordway Tead, defines job analysis as, ‘The scientific study and statement of all the
facts about a job which reveals its content and modifying factors which surround it.”

Job analysisisasystematic process of collecting, evaluating and analysing
information about ajob. Job analysisbas caly provided information on thefollowing:

- Educational qualifications, training, experience, kills, traits, gptitudesrequired
to perform ajob. Thisinformationisessential sothat theright person canbe
placed at theright job.

- Structure and design of job to make it meaningful and enhance the job holder’s
performance. Job analysisprovidesinformation that hel psto designthejobin
alogicad manner.

- Plansfor future human resource requirements and career planning. Infact,
information provided throughjob analysisprovidesabasisfor recruitmentin
an organizationfor variousjobs.

- Placement of theright person ontheright job to utilizethe skillsand abilities
of the person. Job analysisprovidesall thefactsabout ajob and so it becomes
easy for an organization to match thejob with the skillsof the personnel and,
therefore, utilize human resourcesin theright manner.

- Performance standards are established by the information provided by job
analysis. Job analysi s providesin-depth information of how thejob will be
performed to achieve the required goalsand targets. The proficiency with
which oneworksto achieve the goal sand targets determine the standards of
performance of the person and for thejob aswell.

Thejob analysis process: The steps involved in the job analysis process are as
follows

- Deter mining how each job fitsin the or ganization: Beforeajob analysis
canbecarried out, it isessential to understand the organizational structure.
Organizationd dructurereferstothe placement of peoplewithinanorganization
and the reporting rel ationshipsthat exist among people. It isalso essential to
understand the various processes of an organization asthisgivesinformation
related to theimportance of every jobin an organization whichisessential for
carryingoutjobanalysis.

- Determining how job analysisinfor mation will beused: Theinformation
collected injob analysiscan be used for several purposesand this purpose
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hasto be determined. Job analysis may be necessary dueto thefollowing
reasons:

i) Thejobsarenot clearly defined
i) Thejobsarenot logically grouped together
iii) Thereporting relationshipsare not clear
Iv) Thereisanoverlap of responsbilities
V) Therearesalary or wage grievances
- Carryingout theanalyss: The purpose of analysismust beclear. Itisalso
not easy to analyseall jobsat the sametimeasit isatime-consuming process.
When carrying out job analysis, critical and specificjobsare picked up. To
gather information about job analysis, aquestionnaire must be prepared. The
dataso collected isused to prepare thej ob specifi cation and thejob description.
A questionnairewhichisused to collect theinformationinjob analysismust
contain questionsrel ated to thefoll owing aspects:
- Thetypeof job anditswork history.
- Therelevance and significance of thejob for the society.
- How many people are engaged in this particul ar job asworkers?
- Thecurrent trends of the need of more workersand personnel.

- Thenature of work of thejob and the dutiesand tasksinvolved aong with the
tools, machinesand material sused.

- What qualificationsare needed by theworkersintermsof thephysica, mental,
educational and socia qualitiesincluding age, level of physicd fitness, prior
experienceand so on.

- How theworkersmust prepareto get thejob and thento retainit. Thismay
include preparation related to education, training, physical fitness, technical
training and other aspects.

- Thewaysinwhich people can make use of the several employment agencies
to get their desired job.

- How long doesit takefor workersto get accustomed to thejob and acquire
the necessary skills?

- What opportunitiesdo workershavefor advancement and promotionintheir
jobs.
- Theearningsthat aworker can expect.

- The number of hoursaworker needsput in onadaily bas's, shiftsavailable
for work and policiesrelated to overtime work.

- Theassociated health and accidental hazards.

- Detailsof theorganizationincluding itsemployersand employees.
- The areaswhere employeesare required to work.

- Any other information related to thejob.



Application of job analysis: Theinformation collected through job analysismay Vocational Development
beutilized for avariety of purposes:

- Job analysis can be used for preparing job description. Thejob description
tellsabout the detailsof thejob likethe activities and tasksto be performed,
qualifications needed and so on.

- Job analysiscan be used to devel op job specifications. Thejob specifications
tell indetail about the different skillsand qualificationsessentia for employees
to performthejob. Onthebasi sof job specifications, the process of recruitment
and selectioniscarried out.

- Job analysishelpsto define the targetsand the goal sthat need to be achieved.
The employee usually hasto complete the given goalsin a specified time
period.

- Job analysis can hel p the management in devel oping employeetrainingand
devel opment programmes. Job andysisisuseful inprovidinginformationrelated
to how employees can progressfrom one stage to another. Thisinformation
hel psin the devel opment of training programmesfor employees so that they
can easly handlejob rotation.

- Job analysisisused to define acompensation structurewithin an organi zation.
The compensation that the employeesreceive dependson their dutiesand
tasksinvolvedinthejob. Itisnecessary that all employeesinthe samelevel
of job get the same compensation.

- Job analysisisalso helpful in job evaluation whichinturn can be used for
classification of jobs.

NOTES

- Job analysis hel psthe organi zation to devel op strategic plans. It helpsinthe
identification of jobsthat must be changed or restructured because of the
changing businessdynamics.

- Jobanalysiscan beused for performance appraisd asit definesaperformance
standard for each job. Thus, the performance of an employee can beappraised
by comparing hisperformancewith the standardsthat have been set.

Example: Job analysis questionnaire sample
Position Title

Contact Details Contact Name
Current PositionTitle
Location
Signature
Contact details
Date
Supervisor’s name
Supervisor postionand level
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Proposed duration Permanent or Temporary?
of position If temporary specify the dates.

Full-Timeor Part-Time?
Approval Details Principal / Manager / Director Name
PogdtionTitle
Signature
Contact details
Date

Instructions

Theam of thisjob description questionnaire isto help in the description of the
current roles so that the duties and responsibilities of the person can be defined
accurately and in a precise manner. The questionnaire must be filled by those
peoplewho understand the roles and responsibilities of the position and also the
person who currently holdsthejob in consultation with their Director/Principal/
Manager.

Thefollowing must be kept in mind when answering the stated questions:
i. Itisimportant to concentrate on the job being described and not the person.

ii. The answers must be helpful and provide necessary information to the
evaluatorsrelated to what roles, dutiesand responsibilitiesareinvolvedinthe
work.

Questionnair e about the new role/proposed upgradetoarole:
i. What isthelevel of knowledge and the skillsthat are required to fulfil the
dutiesrelated to the positions?
(For example: forma training, work experience, mandatory or desiredtertiary
qudificetion)
ii. What isthereation of thepositiontothelevel of knowledgeand skillsrequired?

(For example: Isthe position focused on asingle goal of the organization,
doesthe person who hasthe position perform tasksinisolation or inrelation
to others, how can the person function to achieve the broad objectivesof the
organization?)

iii. What arethevariousinter-persona skillsrequired to perform thetasksof the
postion?
(For example: What level of communication isrequired, negotiation and
consultation?)

iv. Doesthe position havean effect on the various methods, standards, systems,
policiesand procedures of the organization?

(For example: The extent to which position must modify or develop existing
parameters.)



v. Doesthe positioninvolve decision making and to what extent?

Vi.

Vil.

Viii.

(For example: Isthe person compl etely responsiblein decision-making of the
organi zation or doesthe person need to consult and advise othersasto what
decisonsmust be madefor the organization?)

When and how doesthe position usemethodslikeanalysis, conceptualization,
interpretation, eval uation and problem-solving?

(For example: level of judgment and reasoning applied.)
What exact del egation doesthe person at the position hold?

(For example: Is the person in the role of operational, staff or HR
management?)

Doesthe person working at the post have any control in distribution of the
variousresourcesof the organi zation? Doesthe person manage the resources
of the organi zation?

(For example: Can the person practiceindependencein using and delivering
thevarious servicesor products of the organization?)

ix. How isthe personin the position accountabl e to achieve the organi zational

goals?
(For example: KPIs, servicelevel agreements.)

X. Isthe person at the position respons blefor advising othersin the organi zation?

Xi.

Xil.

(For example: Canthe person offer professional, technical, specidist, strategic
or policy adviceto othersinthe organization?)

Does the position affect the range and quality of services offered by the
organization?

(For example: Isthe person at the position freeto develop and deliver services
and also provideinformationto others?)

Isthe current position comparableto other positionsin the organization?

(For example: Istherolesimilar to an existing position in another business
unit or ingtitute?)

4.3.2 Job Description

Job descriptioniswritten on the bas sof theinformation collected duringjob anaysis.
Job description isadetail about what the job entails, and the skillsand abilities

need

ed for thejob. Job descriptionisapresentation of thejob factswhichfacilitates

job evaluation. Job description containsasection that liststhe dutiesassociated with
thejob. Another section statesthe requirements of thejobsin termsof the skills,
respongbilities, physical and mental effort to carry out thejob in an efficient manner.
A job description providesthefollowinginformation:

- Position details: Thissection contains general information about the job
including the current or requested classification, working title, pay range,
exemption gatus, department name and number, position number, percentage
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of effort, thejob description summary, comparable positionsand so on. The
workingtitle of thejob must focuson the main function or therol e of thejob.
Theworkingtitle must describe both the responsibility and therole of thejob.
Thejob description summary must be only one or three paragraphslong and
must summarize the main points of the job description including the job
respons bilities, functionsand dutiesand skillsand education required.

- Job duties: Thejob dutiessection isthe main and the most important part of

ajob description. Thejob duties section liststhe complexity, scopeand level
of responsibility of ajob. Thethree main dementsof job dutiessectioninclude
key accountabilities, duty statements and percentage of time. The key
accountabilities consist of the main responsibilities of the job. The duty
statementsprovideadditional information about aspecificjob responsbility.

- Performance standards: This section lists the expectations of the job,

mentionstheskills, knowledge and abilitiesessential to carry out thejob and
also providesabas sfor measuring the performance. Thereisaperformance
standards section associated with every key accountability.

- Job factors Thejob factorssection outlinestheknowledge and skillsessential

to successfully carry out the job. Job factorscover avariety of areasfor ajob
likelevel of education and experience, analytical skillsrequired for thejob
and also theabilitiesessential for performingthejob.

Job descriptionisapowerful tool that can be used for thefollowing functions:
- It can be used to communicate the job expectationsto the empl oyee.
- It helpsto focus on recruitment efforts.

- It assstsin managing empl oyee performance.

- Itfacilitatesin setting employee and organization goals.

- It assistsin workload management.

- Itishelpful in succession planning.

- It helpsin creating training and devel opment plans.

- It facilitatesthe process of job eval uation and classification process.

- It helpsto establish fair, competitive pay ratesfor the staff members.
- It enablesto devel op career pathsand opportunitiesfor job growth.

Example: Job description for a marketing manager

JobTitle: Marketing M anager

Department: Marketing

ReportsTo: President
Summary

Themarketing manager will beresponsiblefor planning, directing and coordinating
the marketing of the productsand servicesof the organization. The manager cando

thisdirectly or through subordinates and needsto perform thefollowing tasks.



Thelist includesthe essential dutiesand tasksof the marketing manager who Vocational Development
may be assigned other dutiesaswell, if needed.

- Themarketing manager must establish marketing goals. Thisisessential so
that the organi zation can enjoy share of the profitsearned by marketing the
productsand services.

- Themanager will be responsible for devel oping and executing the various
marketing plansand programmes. These plansmust belong-term aswell as
short-term so that thefocusisonincreasing profits.

NOTES

- The manager must also research and analysethefinancia and demographic
factorswhich help the organization to find new marketsfor the productsand
services.

- Themarketing manager isal so responsiblefor planning and overseeing the
advertisingand promotiona activitiesof the organization.

- The marketing manager must build relations with the advertisers by
communicating with them as and when necessary. The marketing manager
must a so oversee the various on-going campaignsfor the organi zation.

- Themarketing manager must al so develop and design promotiona materials
by coordinating with thewriters, artistsand designers.

- The marketing manager a so devel ops and executesa pricing strategy that
will be able to hold the product or the service in the market for alonger
period.

- Themarket manager isalso responsiblefor achieving asignificant market

shareinrelationto thegeneral and specific trends of the specificindustry in
the market.

- Themarketing manager must eval uate the marketing plansand resultsand
must al so take corrective actions as and when necessary.

- Themarketing manager must manage to bring about the necessary changes
inthemarketing and advertising policiesin reactionto thetrends of the market.

- The marketing manager must conduct surveysand bring out new marketing
campaigns.
- Themarketing manager isalso respons blefor preparing the activity reports
related to the marketing strategies of the organization.
Supervisory responsibilities
- Themarketing manager must manage at | east three subordinate supervisors
who in turn managefive employeesin the marketing department.

- The marketing manager is responsible for the overall functioning and
performance of the marketing department.

- Themarketing manager must carry out the supervisory dutiesin accordance
with the policiesof the organization.
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- Themarketing manager isresponsiblefor interviewing, hiring and training
employees.

- Themarketing manager a so hasto direct thework of the employees, assign
work and perform performance appraisal.

- The marketing manager must a so listen to the problems of the employees
and take effective measuresto sol ve these problems.

Qualifications

Thejob of the marketing manager requiresthe person to have essential skillsthat
help him to perform the required dutiesin an effective manner.

Education

The person must have Master’s degree (M.A.) or equivalent.

Experience

Anexperience of four-ten yearsisrequired. However, trainingin the ssmeor rel ated
fieldisalso beneficid.

Language skills

- The marketing manager must have skillsthat enable him to interpret and
andysescientificandtechnical journals, financia reportsand legal documents.

- Themarketing manager must be ableto respond to complaintsand inquiries
of the employees, customersand regul atory agencies.

- The marketing manager must be able to write the required reportsin the
format and stylerequired.

- Themarketing manager must be ableto present the necessary information to
the management, customersand agencies.

M athematical skills

- Themarketing manager must have mathematical skillsthat enable him or her
to apply advanced mathematical concepts such asexponents, logarithms,
quadratic equations, and permutationsin marketing strategies.

- The marketing manager must also be able to use operations frequency
distribution, variance, correlation techniques, sampling theory, and factor
analysi swhen analysing and eval uating marketing reportsand performance.

Reasoning ability

- Themarketing manager must havethe ability to collect data, analyseit and
then draw valid conclusion rel ated to the marketing plansand strategies.

- The marketing manager must be ableto present the marketing strategy and
theresultsin adiagrammatic format using abstract and concrete variables.



Example: Job description for finance manager Vocational Development

Summary: Thefinancemanager isrespongblefor planningand directingtheactivities
related to the finance department of the organization. The manager must perform

thefollowing dutiesdirectly or through ateam of subordinates. NOTES

Essential dutiesand responsibilities

- The finance manager devel ops and implements goalsrelated to financial
management, budget, accounting and payroll.

- Thefinance manager isresponsiblefor preparing variousfinancial reports
and statements.

- Thefinance manager hasto maintain arecord of al recei ptsand expenditures
of theorganization.

- Thefinance manager isresponsi blefor maintain accounting books, ledgers,
accounts of operating expenses and other expenses.

- Thefinancemanager isresponsiblefor carrying out cost and financia anaysis.

- Thefinance manager isresponsiblefor preparing reportsrel ated to future
costsand revenues of the organization.

- Thefinance manager isresponsblefor conducting internal audits.

- The finance manager controls the financial systems and also defines
procedurestoimprove the established financia systemsand evenintroduces
new ones.

- Thefinance manager isresponsiblefor reviewing thefinancial statements.

Competency: A person must be competent inthe following areas, to be ableto
perform therole of afinance manager:

- Analytical skills The person must beableto collect and analyse datarelated
to finance of an organization. The person must be able to make use of the
datafor theright purposesin the organization.

- Problem-solving: The person must be ableto identify and solve problemsin
atimely manner. The person must also be ableto devise aternative solutions
inaskilful manner.

- Project management: The person who isappointed as afinance manager
must be abl e to devel op and implement projectswithin timeline and budget
and also manage and coordinate the activitiesof the project.

- Inter per sonal: The person must haveinter-personal abilitiesso that he can
resolve any conflictsfaced by him. The person must be open to new ideas
and must listen to the opinion of hisemployees.

- Communication skills: The person must have good communication skills
both verbal and written. He should be ableto communicatewith the employees
and the top management in a positive manner. The person must have good
writing skills and must be able to write reports in a clear and error free
manner.
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- Teamwor k: The person must be abl e to manage ateam and coordinate the

working of theteam so that the organizational goalscan beachievedinthe
desired manner. The person must put the success of theteam above hisown
interests.

- Change management: The person must be ableto implement change plans

effectively in the organization. He must seek cooperation from therequired
peopleto bring about the necessary changes.

- Delegation: The person must be ableto delegate work to the employeesas

per their skillsand abilities. The person must make surethat the employees
canwork independently and in cooperation with each other.

- Leader ship: The person must also exhibit leadership qualities. Asafinance

manager, the person must be ableto provide inspiration and motivation to
employeesto work to achieve the goal sof the organi zation.

- Managing people: The person must be ableto manage people or employees

directly under him. The person must be able to help the staff work in an
environment feasiblefor more productive results. The person must eval uate
the performance of the empl oyees and give them the necessary feedback as
wall.

- Quality management : The person must assurethat the quality of work is

not compromised in any manner and that the work done is thorough and
accurate.

- Diver sity: The person must have knowledge of variousfinancial concepts.

The person must also beableto clear the doubts of theemployees, if necessary
about the various concepts.

- Ethics: The person who works as afinance manager must follow thework

ethics. Hemust treat the employeeswith respect and ensurethedignity of all
employeesworking under him.

- Organizational support: The person must be ableto get the support of the

organization while preparing policies. He must follow the organization
procedures when functioning and must alwayswork for the benefit of the
organization.

- Adaptability: The person must adapt to changesasand whenrequired. The

changesmay take placein thework environment or sometimes, intheduties
andresponsibilitiesaswell. The person must be ableto accept these changes
withapositiveframeof mind.

- Dependability: The person working asthe finance manager must follow the

instructions of the management. He should be ableto take responsbility for
hisactionsand must be committed to working in alignment with the policies
of theorganization.

- Innovation: Theperson must beinnovative and must be abletodisplay his

creativity and innovativethinking. The person must give creative and genuine
suggestions and must bring about new ideas and implement them in a
successful manner.



- Judgment: Theperson must beableto takedecisionson hisown. The person
must be ableto exhibit accurate judgement skillsand must be ableto make
timely decisons.

- Mativation: The person who works asafinance manager must demondtrate
the ability to motivate the employeesto achievethe set goals.

- Professionalism: Theperson must exhibit professonaismin all aspects. He
must be able to work in atactful manner and approach and communicate
with al othersespecially under pressure. The person must be accountable
for hisactions.

- Quality: The person must be ableto suggest waysinwhichthe quality of the
work can beimproved so that the work can be donein an accurate manner.

- Safety and security: The person working asfinance manager must observe
all the safety and security procedures. The person must be able to work
withinthe stated guidelinesand must be ableto make use of equipment inthe
right manner.

Quialifications

The person must have specific qualificationsto ensure that he can performthejobin
asatisfactory manner.

Education

To work as a finance manager, the person must have at least a Master’s degree of
Management (M.B.A.) or equivalent.

Experience

Four to ten years of experienceisrequired. However, traininginthe specificfieldis
alwaysan added advantage for thejob.

Computer Skills

The person must be able to exhibit computer skillsto perform the job well. He
should be proficient in using Microsoft Word, Excel, Platinum accounting software,
ADP payroll syssemsand Explorer or Netscapeinternet software. The person must
also be ableto make use of the Internet.

4.3.3 Job Satisfaction

Job satisfaction basically means that a person must be happy with his job. Job
satisfaction, insmpleterms, istheattitude of theindividua towardsthejob. Whena
person exhibitsapositive attitude towards hisjob, it leadsto job satisfaction whereas
anegative attitude can lead to job di ssatisfaction. Robert Hoppock, recognized asa
pioneer in the field of vocational counselling, has defined job satisfaction as ‘any
combination of psychological, physiologica and environmental circumstancesthat
causes a person truthfully to say | am satisfied with my job’.
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Job satisfactionisinfluenced by several factors. Job satisfactionisinfluenced
by demographictraitslike gender, age, tenure, position and so on. Motivating factors
that influence job sati sfactioninclude achievement, recognition and promation.

Maslow’s theory of needs states that the individual’s sense of satisfaction is
influenced and closely connected with the maintenance of classified needswhich
include physiol ogical needs (eating, drinking, resting and so on), security needs
(pension, health insurance and so on ), the need to love (good rel ations with the
environment, friendship, fellowship, to love and to beloved), need to self-esteem
(self-confidence, recognition, adoration, to be given importance, statusand so on)
need of self-actuaization (maximization of thelatent [potential] power and capacity,
development of abilitiesand soon).

Example: Job satisfaction questionnaire

The objective of ajob satisfaction questionnaireisto decidewhich factorsof ajob
arerewarding and which ones dissatisfy aperson at work. The answersof thejob
satisfaction questionnaire will enable one to know which factorslead to career
satisfaction.

PART I
Generd information
Occupation:

How long have you worked for the company?

List the previous positionsthat you have held for the company?

Specify the job title?
For how long have you been hol ding the current position?

Describeresponsbilitiesthat you have at theworkplace:

PART Il
1 2 3 4 5
not satisfied somewhat extremely
at all satisfied satisfied

Using the scale shown above, rate your level of satisfaction with the following
aspectsof your job.

General working conditions

Hoursworked each week
Hexibility in scheduling



Location of work
Amount of paid vacation time/sick |eaves offered

Pay and promotion potential
____ Sday
_____ Opportunitiesfor Promotion
_____ Benefits(Health insurance, lifeinsurance and other facilities)
_ Job Security
___Recognition for work accomplished
Work relationships
_____Relationshipswith co-workers
___Reationship(s) with your supervisor(s)
____ Rdationshipswith your subordinates(if applicable)
Use of skills and abilities
_____ Opportunity to utilizeyour skillsand talents
___ Opportunity tolearn new skills
______ Support for additional training and education
Work activities
__ Variety of job responsihilities
__ Degree of independence associated with your work roles
____Adequate opportunity for periodic changesin duties
Other Aspects of the Job Relating to Your Level of Satisfaction
Enlist theitemsfor which theratingswere4 or 5:

Theratings describethefactorsthat lead to job satisfaction. When acareer change
hasto take place, a person must make sure to check for these factorsin the new
job.

Enlist theitem for which theratingswere 1 or 2.

These are the job factors which dissatisfy the worker the most. When changing
jobs, these are the factors that one must ensure are not present in the new job.
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Example: Job satisfaction among the employees of Life Insurance
Corporation of India, Velloredivision, Tamil Nadu, India

A study was conducted to check thejob satisfaction |evelsamong empl oyees of
Lifelnsurance Corporation of India(L1C)-VeloreDivision, Tamil Nadu, India. The
study was based on theinputs received from twenty-two branch managers, forty
officersand 138 clerks. The study showed that the branch managersand the officers
experienced high levelsof job satisfaction. Onthe other hand, the clerkswere highly
dissatisfied with their jobs. Thisisbecause the organizational policiesof LIC are
moreinclined to meet the needs and demands of the top management. The officers
area so not satisfied intermsof recognition for work, interpersonal relationship,
supervision and other aspects. The significant factorsthat | ead to dissatisfaction
included pay, grievance handling procedure and other financial facilities. Thus, the
study concluded that only the branch managerswere the oneswho experienced job
satisfaction of thehighest level. LIC must, therefore, redlizethat itisessentia for al
employeesto be satisfied with their jobs. Thisisessential for abetter relationship
between the empl oyees and the management. Asaresult, LIC must take stepsto
removethe unfavourablework environment factors, sothat moreand moreemployees
aresatisfied with their jobs.

Example: A study on job satisfaction among employeesin an automobile
sales and service company

An organization which hasemployeesin aserviceindustry hasempl oyeesworking
at thefront end aswell asthe back end. For serviceindustry organizations, itisvery
important to ensure that job satisfaction among the employees is high so that
employees can exhibit more productivity. Thisin turn affects the sales as high
productivity leadsto more sales. A study was conducted to check thejob satisfaction
levels of employees based on variousfactors. The study focused on how factors
like age, gender, department, tenure, and job role of the empl oyee affect the job
satisfaction levels of the employees. The study also took into consideration the
suggestions of the employees asto how job satisfaction could be improved. The
study showed 89 per cent of the employees were either satisfied or were very
satisfied with their current job. The major factorsthat led to high job satisfaction
rate included the following—relationship with the supervisor, pay, benefits and
devel opment, work environment, leadership and support, prioritized val ues, security,
and clarity of communication. The study a so showed that factorslike age, gende,
work tenureand thejob roledid not affect thelevel of job satisfactioninasignificant
manner.

Job satisfaction hasadirect impact on thework ability and productivity of
individuals. It has been observed that those empl oyeeswho are satisfied with their
job show higher productivity rates as opposed to empl oyeeswho are dissatisfied
withtheir jobs. Productivity s mply meansthe amount of work that an employee can
get donein aspecified period. There are several waysinwhich productivity can be
improved a workplaces. Theseincludethefollowing:

- Tracking and limiting thetimethat the employees spend on atask.
- Taking regular breaks so that concentration can beimproved.



- Setting self-imposed deadlines so that the job can be completed and thetargets
areachieved.

- Following the *two minute rule” which states that a task that can be completed
inlesstime must be done almost immediately. Thisisbecauseit takesless
timeto complete thesetasks.

- Avoiding unproductive mestings.

- Holding standing and quick meetingsto improve group performance.

- Taking advantage of the bonustimeand utilizeit to finish odd-jobs.

- Taking exercisebresksand exercising hasapositiveimpact on the productivity.

- Being proactive and not reactive.

- Minimizinginterruptions
Increased productivity at work improvestheway the employeesfunction and

also enablesthem to work in an efficient manner to work towardsthe achievement
of the organizational goals. Increased productivity at work also ensuresthat the
employer-employeerel ationship ismaintained and that theemployeesare accountable
for their dutiesand tasks. Improved productivity also leadsto more efficiency at

workplace and enablesempl oyeesto savetime and alsoimprove the effectiveness
of thejob rulesand regulations.

CHEcK Y OUR PROGRESS

3. What isjob evaluation?
4. Definejob satisfaction.

4.4 DECISION-MAKING AND GROUP
COUNSELLING

Group counselling, also known asgroup therapy, isacounselling techniquewhich
involves the counsellor and a group of counseleesto interact with each other to
solve the various problems faced by them. In group counselling, the counsellor
becomesapart of the counselling group and interactswith all the members of the
group toidentify their problemsand solve them. Group counselling enablesthe group
membersto:

- Get aclear understanding of their aptitudes, abilities, interests, ambitions,
resourcesand limitations.

- Get knowledge of the requirements and conditions of success, advantages
and disadvantages, compensation, opportunities, and prospectsin different
lines of work.

Group counselling, therefore, hel psgroup membersto take educational, personal as
well asvocationa decisons. Decison-making can, thus, beregarded asaconsequence
of counsdlling.
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H. B. Gelatt, apioneer inthe application of decision-making theory, has applied the
former to counselling practice. According to thistheory, al decisonshavethesame
characteristicswhichincludethefollowing:

- Theindividual makesadecision
- For every decision, there are two possible courses of action
- Decisgonisto be made onthe basisof information
In effect, counselling decisionsare of two types:
i. Terminal decisons, whicharefinal decisons
ii. Investigatory decisons, which require moreinformation to be gathered

Ingroup counselling, theroleof the counsellor isto hel p the group memberstakethe
decisioninasystematic manner. To reach thefinal decision, the counseleewith the
help of the counsellor needs to assess the possible alternatives, outcomes and
probabilities so that the right decision can betaken.

Group counselling makes use of varioustechniquesto take decisions. For
instance, role playscan be used in group counselling to identify the problem that a
member isfacing and to arrive at the possi ble solutions and take the right decision.
Role play involves the members of the group to play the part of each other or
develop adramaaround the problem of acertain member of the group.

Ingroup counselling, itisthe client who makesthe decision on hisownwith
the help of the counsellor. Counselling providestheindividual with the necessary
information so that he she can taketheright decisions.

Example: Group counselling in schools

Group counsdllinginaschool setting cantacklemany issuesat once. Group counsglling
isnot atime-consuming exercise as many students can be counselled at the same
time. Usually, several students of the same age group are grouped together and
counselled. This helpsthem to accomplish the goals with the help of the school
counsellor aswell asthat of the peersor other group members.

Theprimary natureof group counsalling may not bethat of rel ationship building.
However, group counsdl ling does enabl e the sudentsin the group to devel op respect
and regard for fellow studentsaswell asthe counsellor and humansingenera. The
studentslearnto interact with others.

Group counsalling stagesin aschool involvethefollowing:

- Dependency: Intheinitial stages, sudentshavelessconfidenceand usualy
look up to theschool counsellor for direction and reassurance.

- Conflict: Inthisstage, the group counsellor needsto closely monitor the
activitiesof thegroup to avoid conflictsand differences. No student can take
adecisononhisown at thisstage.

- Cohesion: Cohesion isthe stage in which the students are settled in the
group. Thestudentsknow what their positionisin the group and also know
the position of al othersin the group. The studentsareready to interact with
each other and also discusstheir problemswith each other.



- Inter dependence: In thisstage, the group makes maximum progress. Most
students contributeto their best levelsinthe group. The studentsareready to
interact with othersinthegroup freely and also sharetheir ideasand opinions.
Here, the students may also takedecisions.

- Termination: Termination istheend of counselling. Thismay beadifficult
stage for students as they may fear the loss of intimacy with the group
members. The group counsellor encourages the students to pursue their
individua wayswith firm decisonsinmind.

CHEcK Y OUR PROGRESS

5. Who has pioneered in the application of decision-making theory to
counselling practice?
6. Namethetwo typesof counselling decisions.

4.5 SCHOOL GUIDANCE PROGRAMME

Guidancein schoolsmust be necessarily provided to studentsto guidetheminthe
right direction and to enable them to take the right decisions. During their school
years, students often need guidancein personal, social, educational and vocational
areas. The school guidance programme fulfilsthis objective. A school guidance
programme involves arange of guidance and counselling activitiesthat provide
assistanceto students.

Thefollowing are the activities that are undertaken in a school guidance
programmeto help studentstake decisions or make choicesand adjust to changes:

- Counsdlling: Counsdlling involves helping studentsto exploretheir thoughts
and feelings, and the choices open to them.

- Assessment: Assessment implies hel ping studentsto obtain a better self-
understanding through the use of psychometric testsand other methods.

- Information: Information activitiesentail providing sudentswith objective
and factual dataon education and trai ning opportunities, occupations, |abour
market information, and entitlements.

- Educational development programmes: These programmes are
undertakentofacilitatethetrandfer of knowledge and skillsrdatingto studying,
examination performance, selection of subjectsand levels.

- Personal and social development programmes. Personal and social
devel opment programmesfacilitatethetranster of knowledgeand skillsrelating
to a student’s personal and social development, self-awareness, decision-
making and planning.

- Referral: Referral involvesreferral of astudent by the guidance counsellor
to outside agenciesor thereferral of astudent by teachersto the guidance
counsellor to help the student face and eventual ly overcome his problems,
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- Careerseducation/car eer transition programmes. These programmes
areaimed at enabling sudentsto maketrangtionsto higher education, training
and employment.

- Placement: Placement activitieshelp studentsin gaining work experience,
work shadowing, and preparing studentsfor employment.

A school guidance programmeisbasically astructured document that describesthe
school guidance plans and specifieshow the guidance needs of the studentswould
be addressed. A school guidance programmeisaprogrammethat includes activities
that can offer guidance servicesto sudentsas stated above. However, thisdoes not
imply that theactivitiesarelimited to the ones specified. A guidance programmefor
aschool caninvolveadl thoseactivitiesthat guide studentsto adjust to thei r educationa
environment inthe school and help themto overcomethe personal problemsaswell.

A school guidance programmeisbased onthefollowing principles:
- A school guidance programme must be access ble so that studentswho need
help can benefit fromit.

- A school guidance programme must recognize the fact that guidanceisa
speciaist areawithin education.

- A school guidance programme must beimpartial and unbiased and help all
studentsin the best possible manner.

- The central focus of aschool guidance programme must be students.

- A school guidance programmemust betransparent and inclusiveinthe sense
that it mustinvolveall partiesand areasthat it covers so that everyone knows
what isactually happening inthe programme.

- A school guidance programme must be responsive so that students can be
helped inthe required manner.

- A school guidance programmemust bebased onthe principlesof confidentidity
whenit comesto student counselling.

- A school guidance programme must promote equal opportunities for all
students.

- A school guidance programme must bereviewed at regular intervalsto test
itseffectiveness.

- A school guidance programme must make use of the availableresourcesin
anoptimal manner.

Thefollowing arethe elements of aschool guidance programme:

- Aims: It must be ensured that the aims of the guidance programme must be
framed keepingin mind the miss on statement of the school. A school guidance
programmemust aim for the personal, educationd and vocationa devel opment
of the students.

- Target groups:. This element deals with identifying the target groups or
studentswho need assistance. A school guidance programme must identify



the needs of all studentswho need help at al levels. The school guidance \ocational Development
programme after identifying the studentswho need help must make use of
the availableresourcesto help such studentsin the best possible manner.

- Objectives: Objectivesrefer to the outcomes expected from the guidance
programme. For each aim and target group, objectives of the guidance plan
must be clearly stated. Objectives should be clear, realistic, specific and
measurable.

NOTES

- Guidanceactivities: A school guidance programmemust focuson providing
varioustypesof guidance activitiesto the students. Theseinclude activities
that ass & studentsin making choi ces, activitiesthat help sudentsin making
transitionsand activitiesthat aim at achieving the objectives of the guidance
programme.

- Resour ces: Resourcesrefer to personne, timeall ocation, equipment, physical
locations and finance resources required for the performance of the guidance
activitiesand the management of the school guidance programme.

- Monitoringand review: Theschool guidance plan must make provisonfor
on-going monitoring and review. Thismust be doneto know the extent to
which guidance objectivesare being achieved and the factorsthat facilitate
or hinder the achievement of the objectivesof the guidance plan. Monitoring
and review enables changesto be madein the school guidance programme, if
itisnot effectiveinachievingitsaims.

Thekey playersinaschool guidance programmeare thefollowing:

- The school management team isresponsiblefor theimplementation of the
best possible school guidance programme. They must managethe process of
guidance planning in cooperati on with the guidance counsellor, school staff
and other school partners such asparents.

- Guidance counsellorsarethe professional who offersguidance to students.
The guidance counsellor must offer guidanceto studentsin each of themain
areas of guidance: personal, social, educational and career. The guidance
counsellor must collaborate with school management inthe devel opment and
review of the school guidance plan and theintegration of guidanceinto the
curriculum.

- Subject teachersmay provide support to students and al so information and
advicerelatingto their subject disciplinesand rel ated careers.

- Parents are amajor influence on the values, attitudes and lifestyle of the
students. Parents have an important roleto play in helping to establish the
needsand priorities of the school guidance programmeand in supporting the
programme.

- Studentsarethefocus of the school guidance programmeand areentitled to
have an input in the devel opment of the school guidance plan. Studentscan
help to identify and establish the needs and priorities of the guidance
programme. Their feedback inthereview processisalso highly important.
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- The local community provides young people with resources for career
exploration, information and other forms of assi stance and support. Such
agencies, organizationsand institutions provide training, higher education,
employment and youth services.

Example: Comprehensive guidance and counselling programme

The Comprehensive Guidance and Counselling Programme is an approved
educational programmethat servesthe guidance and counselling needs of students
from kindergarten to class XII. The comprehensive guidance and counselling
programmeisrun by certified school counsellors and guidance professionalsin
collaboration with parents, teachers and administrators. The main aim of the
programmeisto encourage the overall devel opment of the student in academic,
career and personal areas. The Comprehensive Guidance and Counselling
Programmefocuseson activitiesand servicesinfiveareas:

- Guidanceand Curriculum
- Individua Planning

- Responsive Services

- System Support

- Student Advocacy Student

1. Guidance and curriculum

The curriculum of the programmeisdesigned in amanner that it can be presentedin
theform of classroominstructions. The studentsare required to carry out tasksin
groupsand even attend classroom ingtructions, workshopsand seminars. The parents,
members of the community and the staff also actively take part in these activities
and hel p the students. The curriculum of the guidance and counsdlling programme
focusesonthefollowing:

- It focuses on the academic devel opment of the students.

- Itlaysemphasison the career devel opment wherein the students|earn how
towork.

- It focuses on the personal and socia development and adjustment of the
studentsso that they learnto livein society.

- It emphasi ses on the community devel opment of the students so that they
learn to contributeto the community.

2. Responsive services

Responsive services are counselling activities that meet the immediate needs,
concernsor problemsthat distract studentsfrom their academic, personal, socia or
careerinvolvement. Responsive servicesmay beddiveredintheform of individual
or group counselling to studentsin collaboration with the parents and the staff who
handl e the students. School counsellorsdo not offer therapy but offer only short-
term counselling to the students so that they can make the possible adjustmentsas
and when required.



3. System support

System support worksto integrate the gui dance and counsel ling programmeinthe
school. Theaim of the system support isto enhance the learning of the students
while providing support to the counsellors to improve the manner in which the
curriculum isimparted. The system support services aso work to improve the
content that formsanintegral part of the curriculum. The variousactivitiesinvolved
in system support include communi cation, programme coordination, programme
review, staff instruction, consultation and feedback.

4. Individual student planning

Theindividua planning syseminvolvesass ging every sudent toreview hisacademic,
social, persona and career plans, devel opmentsand achievements. Theindividual
planning system beginsat the elementary level of school and continuestill the high
school level. The studentscan evenreview their own progressand evaluate their
own progress and academi c devel opments.

5. Sudent advocacy

Student advocacy basically focuseson enabling all studentsto accessfacilitiesthat
can hel p them achieve high standards of education. Sincethe counsellorsknow that
therearevariousbarrierstolearning of the students, the counsellor must make sure
to help studentsovercomethese barriers.

Example: Influence of guidance and counselling programme on academic
performance of selected public secondary school students: A case of
bahati division, Nakuru district

Guidanceand counselling programmein aschool assist sudentsto harmonizetheir
abilities, interestsand val uesand thereby devel op their full potential . All thisisgeared
towardsimproving the self-image of the studentsand facilitating better achievement
in academic performance. Thisstudy sought to establish theinfluence of guidance
and counselling programme on academi ¢ performance of secondary school students
inBahati divison of Nakuru district. A random sample of 196 students, ten teacher
counsellors and ten head teachers were sel ected from the ten schools. Datawas
collected through administration of questionnaireswith the selected respondents.
The collected datawasthen processed and anal ysed using descriptiveand inferential
gatistics.

The study established thefollowing findings:

- Secondary schoolsin the study areadifferedinthe number of guidance and
counselling servicesthat they had implemented.

- Teacher counsallorshad littletrainingin guidance and counselling.

- Stakeholdersadequately supported guidance and counselling programmein
the schools.

- Studentswere aware of theroleand importance of career counsellingintheir
schoals.
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- Therewas poor academic performance among students.

- Guidanceand counsalling programme had apositiveimpact on the academic
performance of students.

- Based onthese study findings, thefollowing recommendationswere made:

- Itisnecessary for theteacher counsellorstoimplement all the servicesrequired
for aguidance and counselling programme.

- Itisnecessary toimprovethelevel of training of teacher counsdllorsinguidance
and counsdlling.

- Teacher counsellors should take advantage of the positive attitude of the
studentsto enhance career counsealling intheir schools.

- Guidance and counselling programme should be strengthened in order to
improve the academi c performance of secondary schoolsinthearea.

CHEcK Y OUR PROGRESS

7. What arethe principlesof aschool guidance programme?
8. Mentiontheessential eementsof aschool guidance plan.

4.6 BEHAVIOURAL COUNSELLING FOR
VOCATIONAL DECISIONS

Behavioura counsalling deal swith identifying the undesirable behaviour of aperson
and hel ping the person get rid of such behaviour. Behavioural counsellingisbased
onthe premisethat behaviour islargely influenced by the environment and, hence,
can beimproved aswell. In other words, it iseasy to bring about achangeinthe
behaviour of theindividual withlittleass stance. Behavioural counselling enablesthe
individual tolearn new and positive behaviour that eventually help theindividual to
overcometheproblem.

Thereare several techniques used in behavioural counselling whichinclude
thefollowing:

- Flooding: Itisatechniquewhichisused on peoplewho experience anxiety
and fears. Hoodinginvolvesexposing theindividua tothefearsinanintense
manner so that they can let go of their fearsand learn how to cope up with
their fears.

- Systematic desensitization: In thistechnique, the counsellor askstheclient
about hisfearsand then teachesthe person rel axation techniquesto overcome
thefear.

- Aversion therapy: Thistechnique associates an aversion stimulusto the
undesirable behaviour so that the behaviour can be changed.

- Token economics: This technique offers tokens to individuals who can
exchange these token for something they like when positive or desirable
behaviour isexhibited.



- Moddling: Thisisatechniqueinwhichapersonlearnspostiveand desirable
behaviour by observing another person or arolemode.

Behavioural counselling can be very useful in bringing about changesin
behaviour of peoplewho exhibit undesirable behaviour at workplace. Negativeand
undesirable behaviour at workplace |eadsto decreasein productivity and reduced
morale of the employees. Undesirable behaviour may even cost an organizationiits
business and so such behaviour needs to be controlled and changed. Many
organi zationsidentify thoseempl oyeeswho exhibit negative and undesirable behaviour
and to ensurethat their behaviour doesnot affect the work environment, they often
refer such employeesfor behavioural counselling that aimsto bring about changes
intheir behaviour.

Behavioura counsdlling employs positive techniquesthat can hel p employees
bring about achangeintheir behaviour. Behavioura counselling usualy takesplace
onanindividua basissothat the employee doesnot experiencealossof moraleand
motivation. The counsellor talksto the employee about the behavioural problems
that he experiences and workswith the empl oyee to find the underlying reasons.
The counsellor then assiststhe empl oyee in bringing achangein hisbehaviour by
following the essential stepsand using varioustechniques.

Example: Informal behavioural counselling session

Aninformal counselling session dealswith thebehavioura problemsinalessformal
manner. Inan organization, informal counseling can take place between themanager
and employer to shareideasand listen to each other or to give adviceto the employees
on variousissuesfaced by theemployees. Counselling of employeescan bebeneficial
for both the managersaswell asthe employeein severa ways.

Informal counselling sessionisusually apositive session that preventsthe
managersfrom taking termination and disciplinary actionsagainst the employees
who do not exhibit the requisite behaviour in the organization. Informal counselling
makesthe empl oyees more comfortablewith thework environment and, thus, helps
the organi zation save cost of training and hiring employeesfrom outside sincethe
empl oyees can be retained within the organi zation.

Somesuggestionstofollow when counsdlling employeesinaninformal manner
includethefollowing:

- 1t suggests highlighting the specific behaviour of the employeesandtelling
how the behaviour affectsthework of the employees.

- It comparesthe performance of the empl oyeeswith the expected performance
or the behaviour of the employees.

- It recommends that employees must not be compared with othersin the
organization.

- Themanager must show empathy towardsthe employeesto understand how
they feel.

- Themanager must beapositivelistener when helistensto the empl oyees.

- It suggests creating an environment that ensures open communi cation.
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Example: Tips for counsdlor for preparing and conducting a formal
behavioural counselling meeting

- The counseallor must review the entire information available about the

employee.

- Thecounsallor must makealist of issuesthat hewould liketo discusswith

theemployees.

- Thecounsellor must summarizeall thefacts about the employee.
- Thecounsellor must clearly tell the empl oyeewhy hisbehaviour isacause of

concern.

- The counsdllor must talk in clear and concise statements and must follow a

positive and constructive approach when counselling.

- Thecounsellor must also devel op an action plan.
- The counsellor must hold the discussionin private. It must also be ensured

that the counsalling sessionistimed so that theissuescan bediscussed easily.

- The counsellor must be courteousto the employee and the counsellor must

not bejudgemental about the employee. The counseallor must first listentothe
employee before coming to aconclusion.

- Thecounsellor must focuson the behaviour of theemployee and the outcome

of the behaviour. The counsellor must not focus on the attitude or the
personality of the empl oyee but on the problem behaviour.

- Thecounsellor must describeto the empl oyee the outcomes of hisbehaviour.

Describe the outcomes of the employee’s behaviour.

o Example: ‘By not receiving your reports on time, 1 am unable to prepare
the executive summary, and our group’s budget won’t get approved this
quarter. Without budget approval, I’m unable to request our vacant position
befilled.”

- Allow time to discuss and think about the employee’s ideas for improvement.
- Discussyour ownideasfor improvement.
- Set afollow-up date to review and discuss the progress made in terms of

achieving the expectations set forth in the action plan.

Example: Behaviour at workplacesthat are not acceptable and need to
be changed with the help of counselling

Unacceptable behaviour at workplaceisbehaviour that may create or hasthe potential
to createarisk or aproblem to the health and safety of astaff member. Examples
of unacceptable behaviour include but are not limited to:

- Bullying

- Emotional, psychological or physical violenceor abuse
- Occupationa violence

- Coercion, harassment and discrimination



- Aggressiveor abusive behaviour; Vocational Development
- Unreasonable demands and undue persistence

- Digruptive behaviour

NOTES

CHEcK YOUR PROGRESS

9. Defineflooding.
10. Listthe suggestionsto befollowed when counsdlling employeesinan
informal manner.

4.7 SUMMARY

- Vocational development isessential for theindividual . Thisisbecauseit has
been observed that theindividual often changeshiscareer path.

- With the changing technology and the availability of morejobsin awide
range of fields, it becomes quite confusing for the individual to choose a
specific career.

- Career development today isto alarge extent based on the choice of theright
career.

- Career development takes placein stages. Thisisbecauseindividualschange
severd fieldsintheir career and thisiswhen career management becomes
important for them.

- Burnout basi cally means|ong-term exhaustion and diminished interestinan
activity. In essence, career burnout means losing interest in a career and
feeling the need of career change.

- Career development is considered important for various reasons. Career
devel opment hel psin better vocationa and overdl development of anindividud.
It al'so enables one to achieve success in professional aswell as personal
gods.

- Job evaluation isthe processthat determinesthe comparative worth of ajob
inasystematic and anal ytical manner.

- Job analysisisastep of thejob evaluation process. Job analysisisthe process
of analysingthejobindetail. Theideaof job analyssistofind out al relevant
factsabout thejob through varioustool sand techniques.

- Job description iswritten on the basisof theinformation collected during job
analysis. Thejob descriptionisadetail about what the job entails, and the
skillsand abilities needed for thejob.

- Job sati sfaction bas cally meansthat aperson must be happy with hisjob. Job
satisfaction, insmpleterms, istheattitude of anindividual towardsthejob.

- Group counselling a so known as group therapy isacounsel ling technique
which involvesthe counsdllor and agroup of counsel eesto interact with each
other to solvethe various problemsfaced by them.
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- Guidancein schoolsmust be necessarily provided to sudentsto guidethemin

theright direction and to enablethem to take theright decisions. Duringtheir
school years, students often need guidancein personal, social, educational
and vocational aress.

- A school guidance programme is basically a structured document that

describesthe school guidance plans and specifies how the guidance needs of
the studentswoul d be addressed.

- Behavioura counselling deal swith identifying the undesirable behaviour of a

person and hel ping the person get rid of such behaviour.

4.8 KEY TERMS

- Self-concept: Itisdefined asthetotality of our beliefs, preferences, opinions

and attitudes organized in asystematic manner, towardsour persond existence.

- Career burnout: Thismeanslosinginterest in acareer and feeling the need

of career change.

- Job analysis. Itisaprocesstoidentify and determinein detail the particular

job dutiesand requirements and the rel ative importance of these dutiesfor a
givenjob.

- Work shadowing: Thisimpliesaccompanying and observing aperson at

work for ashort period in order to gain understanding of or receivetrainingin
suchwork.

4.9 ANSWERS TO ‘CHECK YOUR PROGRESS

1

Thethree goalsof career development areasfollows:
Sdlf-devel opment
Career exploration
Career management

Thefactorswhichinfluencethe career choicesof theindividua areasfollows.
Abilitiesand skills
Personality typeand interest
Liferoles
Previousexperiences
Culture
Gender

Job evaluationisthe processthat determinesthe comparative worth of ajob
inasystematic and analytical manner.

Job satisfaction isameansto evaluate whether theindividua ishappy inajob
or not.



5. H. B. Gelatt has pioneered in the application of decision-making theory to
counselling practice.
6. Thetwo typesof counselling decisonsareasfollows:
Termina decisonswhich arefinal decisons
Investigatory decisionswhich require moreinformation to be gathered

7. Theprinciplesof aschool guidance programmeareasfollows:

A school guidance programme must be accessible so that studentswho
need help can benefit fromit.

A school guidance programme must recogni zethefact that guidanceisa
specialist areawithin education.

A school guidance programme must beimpartial and unbiased and help
all studentsin the best possible manner.

The central focus of aschool guidance programme must be students.

8. Theessential elementsof aschool guidance plan areasfollows:
Aims
Target groups
Objectives
Guidanceactivities
Resources
Monitoring andreview

9. Hoodingisatechniquewhichisused on peoplewho experience anxiety and
fears.

10. The suggestionsto befollowed when counselling employeesinaninformal
manner areasfollows:

It compares the performance of the employees with the expected
performance or the behaviour of the employees.

It recommendsthat employeesmust not be compared with othersinthe
organization.

The manager must show empathy towardsthe employeesto understand
how they feel.

Themanager must beapostivelistener when helistensto the employees.
It suggestscreating an environment that ensures open communication.

4.10 QUESTIONS AND EXERCISES

Short-Answer Questions
1. Writeashort note on career development.
2. What arethe six stagesin career development?
3. Listthefunctionsthat arefulfilled using job description tool.
4. Definegroup counselling.
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5. Who arethekey playersin aschool guidance programme?
6. Briefly discussthevarioustechniquesused in behavioural counselling.

Long-Answer Questions
1. Discussthe career development theories.
2. Analysetheimportance of career devel opment.
3. Discusstheapplication of job analyss.
4. Givean exampleof theuse of group counselling in schools.

5. ‘Behavioural counsalling dealswithidentifying the undesirable behaviour of a
person and helping the person get rid of such behaviour.” Elucidate.
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5.0 INTRODUCTION

Counsdlling asa profess on needsto be conducted asper the code of ethicsprescribed
for thisprofession. A counsellor when practicing hisprofess on must make sure that
he doesnot get into apersonal relationship with the client. Also, the counsellor must
ensurethat he does not differentiate between clientson the basis of religion, caste
or creed. It isalso necessary that all the information shared by the client with the
counsellor should be kept confidential. Guidance and counselling for students plays
animportant rolein shaping their future and, therefore, it isessential that parents,
teachers and counsellors support the guidance programme for its effective
implementation. In thisunit, you will study about counselling and interpersonal
interaction, selection and training of counsalling, professional issuesin counselling,
counselling process, parental counselling, student counselling and role of parents,
teachersand counsell orsin guidance programmes.

5.1 UNIT OBJECTIVES

After going through thisunit, you will beableto:
- Discusstheroleof counselling and interpersonal interaction
- Describesalection and training of counselling
- Explainthe counsalling process
- Interpret parental counsalling
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5.2 COUNSELLING AND INTERPROFESSIONAL
INTERACTION

Counsdlling isaprocesswhich providesass stanceto peoplewho need help to solve
their problems. Counselling can be offeredin variousareaslike education, hedthcare,
workplace and so on. Thisalso impliesthat counsellors cannot work ontheir own
and need to collaborate and interact with several other people from different
professions. For example, to provide effective counsalling to studentsin school s, the
counsallorsmay need tointeract with the teachersand other staff of the school who
play aggnificant rolein providing and furthering counsdlling to sudentsin the schoal .

Counsellorsmay need towork with psychiatrists, psychotherapists, hedthcare
providers, educational expertsand severa peoplefrom different professionsleading
to what is called interprofessional interaction. This also implies the fact that
interprofessional interaction must be effectiveasit may directly or indirectly impact
the clientwho is being counselled. Interprofessionality has been defined by D’ Amour
(Associate Professor, Faculty of Nursing at University of Montreal, Canada) and
Oandasan as, ‘the process by which professionals reflect on and develop ways of
practicing that provides an integrated and cohesive answer to the needs of the
client/family/population... [1]t involves continuous interaction and knowledge sharing
between professional's, organized to solve or exploreavariety of education and care
issues all while seeking to optimize the patient’s participation. .. Interprofessionality
requiresaparadigm shift, snceinterprofessional practice hasunique characteristics
interms of values, codes of conduct, and ways of working. These characteristics
must be elucidated.’

Interprofessonal interactionin counsalling focuses on thefollowing aspects:

- Interprofessional valuesand rel ated ethicsthat focus on theindividual being
counselled. These values and ethics are based on the premise that the
professional swork for the common good of the person being counselled and
reflect a shared commitment towards creating a safer, more efficient and
more effective system of counselling the clients. Teamwork addsvalue by
promoting theoverall devel opment of the person being counsalledinal areas
of life.

- Learningto beinterprofessional also requires professionalsto understand
how the different professional sand their roles complement each other during
counselling. “Variety diversity’ which refers to differences that exist between
the team membersis both asource aswell as aproblem when it comesto
working asateam in counselling. An effective team has professional swith
diverseexpertise. Since professiona sarefrom different cultures, thisaddsto
the sources of the team working towards counselling. When professionals
do not know about the rolesand responsibilities of the other professonalsin
theteam, thereisbound to be problem working asateam. Therole of every
professional islimited tolegal boundariesof thework and may even change
depending onwhat type of serviceisneeded fromthe professiona. Sometimes,



professond sfindit difficult to communicate about their rolesand respongbilities
to others. Collaborative practicein counselling can be carried out only when
therolesof the professionalsare clearly defined and each isresponsiblefor
hisowntask or roleintheteam.

- Devel oping bas c communication skillsisacommon areafor interprofess ona

interaction and collaboration. Professionals who have communication
competencies can prepare better for the collaborative practice. The
professionals must be able to communicate the fact that they are ready to
work with each other. This in turn leads to effective interprofessional

collaboration. To be ready to work asateam, the professionalsneed to be
availableintheright place at theright time and also be receptive, engaging
andwillingto discusswith others. The professionasmust awaystake help of
aninformal tonewhen discussing so that no barriersto communication are
created. The discussion, response and feedback must all take placein an
interactive manner.

- Learningto beinterprofessional meanslearning to be agood team player.
When professionalswork asateam, they work inasmall aswell asalarge
complex system. It isessential that the professional sunderstand that team
devel opment dependson how the professionalsplay their rolesintheteam. It
isessentia for every professiond to bean effective team member. Sometimes,
professionals may also get into conflicts with each other because of the
diverdity of their expertise. Conflictsmay a so arise over | eadership. However,
the conflictsand theindividual interests of the professionals must be kept
aside and the focus must be on the person who needsto be counselled.

In counselling, the counsellor also hasto interact with peoplefrom different

backgroundsand cultures Based on theinteraction of the counsellor with professionals
from other fields and with their clients, there are several types of counselling
approachesthat the counsellor can make use of when offering counselling to different
people. Theseincludethefollowing:

- Psychodynamic counselling: Thiscounselling techniqueisbased on the
premisethat past experiences have abearing on experiencesand feelingsin
the present, and that important rel ationships, perhapsfrom early childhood,
may bereplayed with other peoplelater inlife. Thecounsellor needstointeract
with apsychologist to offer effective counselling. Inthistype of counselling,
the counsellor playsaneutral roleand encouragesthe counseleeto talk about
himsdlf indetall.

- Client-centred counselling: Inthistype of counselling, the counsallor offers
empathy, unconditional positiveregard and congruenceto the client when
counsdling.

- Transper sonal counselling: Thisisan integrative and holistic approach
that utilizescreativeimagination. It assumesaspiritua dimensiontolifeand
human nature. It a so presupposestheinterconnectednessof all beingswitha
higher spiritual power and specifically addressesthe bridge between thetwo
of them. Transpersonal counselling emphasi ses personal empowerment and
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the counsellor may need hel p of professional sfrom the spiritual arenaso that
they can get compl eteinformation about the person.

- Transactional analysis counselling: Transactional analysis counselling

emphasises people’s personal responsibility for their feelings, thoughts and
behaviour. It believes people can change, if they actively decideto replace
their usual patterns of behaviour with new ones. This often requires the
counsellor tointeract with peopl e closeto the counsel eeto get background
information about him.

- Existential counselling: This helps people to clarify, think about and

understand life, sothat they canlivelifetothefullest. It encouragesthemto
focus on the basi c assumptions they make about and about themsel ves, so
that they can cometotermswithlifeasitis. It allowsthem to make sense of
their existence.

- Rational-emaotive behaviour al counselling: Thistype of counselling isof

theview that people havetwo main goasinlife: to stay alive and to be happy.
It aimsto removethe obstacl esthat people placeintheir ownway and alsoto
achieve ahealthy balance between short-term and long-term goal's. In essence,
the counsell or often needsto interact with the psychologi<t.

- Cognitive-behaviour al counsalling: Thistypeof counsellingisconcerned

with the way people’s beliefs about themselves make them interpret their
experiences. The objectiveisto change self-defeating or irrational beliefs
and behavioursby altering negative ways of thinking. The counsellor may
need to interact with people who are close to the counsel ee so that he can
know why the counsel ee behavesin the particular manner.

- Inter personal therapy: Thisisasemi-structured therapy in counselling

which examineshow problemsin rel ationships contribute to health problems
such asdepression.

- Counselling psychology: This type of counselling involves integrating

psychological theory with therapeutic practice. It isan active collaborative
relationship which can both facilitate the exploration of underlyingissuesand
can empower peopleto confront change. The counsellor a soworkswiththe
psychologist of the counsalee closaly toimplement counsellingin an effective
manner.

Example: How school counsellors can collaborate and help teachers

The school counsellor’s main function in schools is to address the academic

achievement, career development, and personal and socia development of all

students. Individual counsellingisonesuchway whichassigtsinachievingthisgoal.
Infact, oneof the most important things, internship school counsellor might learnis
that school counsellors cannot work in avacuum; to betruly effective counsellors
need to collaborate with the whole school. Here are the five prominent waysin
which school counsellors can support teachers:

1. Help them seethe whole student: Many school schedules are designed

insuch away that teacherswill only see each of their studentsfor about an



hour every day. If aparticular student isfacing aspecific problem, it might be
hard for ateacher to get acompl ete understanding of the problem. A chemistry
teacher may have a student who isnot scoring well in this subject, but the
teacher will not know whether or not chemistry isthe only subject that the
student isstruggling in. If that same student isfinding it difficult to scorein
mathematicsaswell, then thisisan indication that the student ishaving a
difficult time understanding the concepts of chemistry and mathematics. Hence,
there are several reasons why a student may not be doing well in aclass,
school counsellorscan help the classteacher cometo the understanding that
they can help the student in the most effectiveway possible.

. Help them deal with struggling students: Teacherstoday faceincreasing
pressure to prepare their students for the competitive world. This leaves
themwith very littletimeto be devoted individually to every student. Thus,
whether the child isfacing a personal problem or a problem related with
academics, teachersmight refer the struggling sudentsto the school counsellor
to addressthese concerns. School counsellorsare specially trained to help
students analysetheir feelings and find sol utionsto personal and academic
problems. Working with aschool counsellor, may result in making astudent
morefocusedintheregular classroom.

. Consultation: Every student isdifferent, so teachers might need tofind a
way to address the diverse needs of their students. Here, the teachers can
takethe assstance of school counsellorsto find out more about the problems
and needsof a particular student and how they might be better ableto work
with that student inthe classroom. For example, if astudent hassinusitis, the
school counsellor can provide moreinformation to the classteacher regarding
the problem. Inthismanner, the classteacher can ass st the student whenever
theformer find difficult to concentrate dueto hishealth problem.

. Foster collaboration between students, parents, teachers and

administrators: School counsellorscannot work in avacuum; thesameis
true for teachers. When teachers want to discuss a student’s behaviour or

academic performance, school counsallorsmight arrangeameeting with the
teacher, student and the student’s parents. The availability of the parents,

teacher and the school counsdllor al inone place, providesaunique opportunity
to collaborate onways of successfor aparticular student. School counsellors
play acrucial rolein these meetings becausethey can coordinatethetiming
of themeeting and supervisethe meetingitsalf.

. Collaborate on classroom guidance lessons. School counsellors have
specidized knowledge of student devel opment and mentd health. If ateacher
noticesthat aparticular developmental or social pattern, such asbullying,

seems to be prevalent in one or more of his classes, then he might ask a
school counsellor to teach aclassroom guidance |esson on that topic. They
might al so collaborate on integrating devel opmental and mental health topics
in an existing lesson. For example, a history teacher could invite a school

counsellor to talk about post-traumatic stress disorder during one of their
lessons about World War 11.
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Finding effective and appropriate ways for school counsellorsto support
teachers may depend on the class or district. For instance, some districts may
encourage classroom guidance lessons and some may not havetimefor themat all.
School counsdllorsshould not beafraid to ask questionsof teachersand administrators
to determine exactly what kind of support they need.

Example: Collaboration between classroom teachers and a school
counsellor through literaturecircles: building self-esteem.

Schooalsin addition to providing academic learning to the sudents offer severa other
servicesaswell. Within aschool, apart from the classteacher, several other personnel
and counsellors arerequired to spend time with the children so that they can oversee
theoverall devel opment of the students. Nevertheless, classteachershaveto impart
learning to studentswithin alimited time period. Thismay not alwaysbe achieved.
The goals of the class teachers and other school personnel who work with the
sudentsoverlap, sncetheir main objectiveisthe overall devel opment of the students.
Inthiscase, the best optioniscollaboration of the classteacher with the counsdllors.
Thiscollaboration canwork well in one such areawhichisthereading class. Inthe
classroom, alot of focusison reading and when astudent isnot abletoreadin the
right manner, the student may develop low self-esteem. Sinceteachersarerequired
to perform varioustaskswithin alimited time period, they are at timesnot ableto
work closely onimproving the reading skills of students. Asaresult, studentswith
low self-esteem are unableto performwell in academics.

The main objective of teachers and counsellors is to ensure the overall
development of the students. Teachers and counsellorswork for the mental and
physical development of the studentsbut rarely collaborate. Counsellorscan help
prevent academic problems in the class by talking to a group of students and
counselling them. Group counselling provesto bethe best where counselling sessions
help studentsto deal with problemslike behaviour, peer relationships, self-contral,
self-esteem, physical devel opment, stress, dealing with feelingsand emotions.

A project wascarried out to study theresult of collaboration of teachersand
counsellorsduring areading class. In the project, theteachersand counsellorsfocused
onthe devel opment of salf-esteem of the studentswhilefocusing on enabling sudents
to improve their reading skills. The project was carried out by forming *Literature
Circles’.

Literaturecirclesare small groupsof readerswherein every reader readsthe
same piece of work or the sametopic. The studentsare allowed to select their own
reading topicsfrom aset of topicsprovided by theteachers. It isthe studentswho
decide how many pagesthey will read in asession and a so taking down the notes
for the discussion that takes place after the reading class hasfinished. Literature
circlesaso allow studentsto interact with each other. After the reading session,
studentseither have an interactive session with theteachersor they have to appear
for atest prepared by the teacher. Thisis done to test the understanding of the
students.



Inthe study, two class|1 teachersand one school counsallor collaborated for
aperiod of two monthsto improvethereading skillsof thestudents. The bookswere
chosen based on thereading levelsof theclass1 students. The topicswere chosen
so that theteachersand the counsellors could address the sel f-esteem i ssue of class
Il students.

Trainingwasgivento teachersaswell ascounsallors so that they could know
and use Literature Circles. In each reading session, the teacher worked with the
students and the counsellor was al so present during these sessions and hel ped the
teachers. The counsellor addressed the self-esteem issues of the studentswhich
came up during the discussionsat the end of the reading session. Theresultsof the
study were significant in the sense that the students who worked under the
collaboration of the school counsellor and the teachershad abetter self-esteem and
self-concept because they were guided in aproper manner in the classroom.

CHEcK Y OUR PROGRESS

1. What ispsychodynamic counselling?
2. Namethevarious counselling approachesused in counselling.

5.3 SELECTION AND TRAINING OF
COUNSELLORS

Counselling isaprocessthat involvescommunication between the counsellor and
the counsel ee so that the counsel ee can overcome the problemsfaced by him with
the assistance of the counsellor. Counselling is, therefore, a process of self-
introgpectionwhereinanindividua identifiesthe problemsand findsasolutionon his
own. Counselling asaprocess hasthreefunctionswhich can be broadly categorized
asfollows:

- Adjustment functions: Counselling enablesan individual to adjust to the
changes taking place in the educational, personal and vocational areas.
Counsellingisprovided asprofessional andimmediateaid to individualsso
that they can make suitable adjustmentsto their environment.

- Oriental functions. Oriental functionsdeal with orienting aperson about his
persona and environmental constraintsand resources. Oriental functionsare
vital for counselling asthese makethe person aware of hisenvironment and,
thus, enablestheindividual to adjust accordingly withintheavailableresources.
Whenanindividud isproperly oriented towardshisenvironment and resources,
heisableto adjust better ascompared to when no orientationisavailableto
the person.

- Developmental functions: The main aim of counselling is the overall
development of anindividual so that he can adjust to the environment. The
amof counsallingisnot only to help the person who faces problemsbut also
helpanindividua to prevent devel oping adjustment problems. Devel opmental
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function of counsalling helpsin sl f-devel opment, devel opment of thesociety
and the nation.

Therearemainly threetypes of counselling:

i. Individual counsdlling refersto counsdlling of anindividual with the counsdllor
i.e. onecounsellor and one counselee areinvol ved in the process.

ii. Group counsellingiscounsellinginwhich agroup of counseleesisled by a
counselling leader.

iii. Sdf-hdpcounsdlingtakesplaceinsmal groupswherethereareno counselling
leaders and memberstake part in the group asequals.

The main aim of each type of counselling isto help an individual overcome his
problemsby discussing about the problem in detail with the counsellor or witheach
other in case of self-help groups. Therole of the counsellor isthat of an assistant
who ssmply helpsand guidesthe counsel eesto find solutionsto their problems. In
other words, the counsellor does not take decisions.

Anindividual can choose any type of counselling depending upon the extent
of the problem. When anindividua hassome personal problem, itiswiseto opt for
individual counselling. When anindividual facesproblemsthat arecommonina
community, group counselling can be opted.

Selecting the right counsellor plays an important role in the process of
counselling. A good counsellor must possessthefollowing kills:

- Patience: Itisby far themost important skill and quality that acounsellor
must possess. Some clientsmay not respond immediately to the counselling
sessions while others may take a lot of time to discuss their problems.
Counsdllorsinthese casesmust not lose patience and, infact, must encourage
the counsel eesto take time and discusstheir problems.

- Ligtening: Thecounsellor must beagood listener asheneedstolistentothe
problemsof theclients. The counsallor must havetherequired listening kills
so that the other person can be heard. When a counsellor listens to the
counsel ee, he must respond with short prompts and responses|ike nodding
one’s head in approval. This will help the counselee know that the counsellor
isactudly listening.

- Compassionate: The counsellor must be compassionate in the sense that
he must exhibit sympathy with the problems of the clients. The counsellor
must make the counselee feel that he is genuinely concerned about the
counselee’s problems. This will ensure a positive response from the counselee
and, thus, the problem can be easily solved.

- Non-judgemental: Thecounsalor must benon-judgemental. The counsellor
may hear alot from the counsel eesthat may involvetheir past and persona
experiencesaswell. On hearing such experiences, the counsellor must not
judgethe counseleesor their behaviour. The counsellor may even comeacross
counseleesof different racesand culturesand, therefore, acounsellor needs
to betactful to handle peoplefrom different backgrounds. Thismeansthat



the counsellor must help every counsalee who seekshelp with an open mind
and in an unbiased manner.

- Resear ch: The counsdllor must base hispracticeon research. The counsellor
needsto keep updated information about variousfields such ashealthcare,
recent changesin society and so forth. The counsellor must understand the
fact that every person isunique and experiencesdifferent problems, which
impliesthefact that no two problems can have the same solution and no two
counsel ees can be counselled in the same manner.

- Empathy: Itistheability to understand and sharethefedlingsof others. The
counsellor must be empathetic and must be ableto rel ate to the feelings of
the counsalees. The counsellor must always place himself inthe shoesof the
counselee and feel what the counsel eefedls. Thisenablesthe counsellor to
better understand the counsel ee and find quicker solutionsto the problems.
However, thisdoes not mean that the counsellor needsto betoo empathetic
asthismay harm the counsellor. In fact, the counsellor must be objective
when dealing with the counsel ee.

- Discretion: The counsellor must be discrete. Confidentiality isimportant
when acounsellor deal swith counsel ees. Theinformation that acounselee
shareswith the counsell ors must remain with the counsellor only and must
not be shared with other people. When acounsel ee selectsacounsdllor, itis
essentia that he truststhe counsellor with personal information.

- Encour aging: The counsellor must be encouraging. The counsellor must
havethe ability to encourage the counsel ee so that the counsel ee can share
as much as possible. When a counsellor has more information about the
counselee, itiseasier for the counsellor to find solutionsto the problems. The
ability to encourage on the part of the counsellor makesmany counselees see
hopein the sensethat they can be assured of thefact that their problemscan
be solved.

- Self-awar eness: The counsellor must be self-awarei.e. acounsellor must
know about hisfears, insecurities and weaknesses. The counsellor must be
ableto keep hisfedingsat bay in the sess onand must not react inadefensive
manner to any problem or experience shared by the counselees. Inaddition,
the counsellor can a so share hisown experiencesin finding solutionsto the
problemsof the counsel ees.

- Authenticity: Thisisessential for counsellors. It isimportant for counsellors
to appear genuine to the clients as clients easily get to know whether a
counsellor isactually concerned about hisproblemsor not.

When choosing the counsellor, it isimportant to ensure that the person possessesall
or most of the above listed characteristics. A good counsellor with these
characteristicscan help acounse eeto solve hisproblemsin an effective and efficient
manner. Themost important thing to be kept in mind when selecting acounsellor is,
thefact, that the counselee must feel comfortablein discussing about hisproblems
with the counsellor, which will eventually result in the counselling session to be
effectiveand pogtive.
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Example: Qualities of a good professional counsellor

- The professional counsellor must possess at |east a degree or diplomain
counselling from arecognized university or ingtitution.

- The counsellor must alwaysfollow the professional ethics. The practice of
the counsellor must conform to the guidelinesand principlesof counselling
established by the governing body.

- The counsellor must never useintuition or hisown personal opinionswhen
counsellingaclient. Infact, agood counsellor must make use of scientific
knowledge, psychol ogical theory and research based gpproachesand analysis
to counsel aclient.

- Thecounsdlor must refrain from providing or suggesting instant solutionsto
aproblem. Infact, agood counsellor must listen to theindividua who wants
to discuss his problems with someone. The counsellor must let the client
reach aconclusion or asolution.

- Thepracticeof agood counseallor must be based on scientific knowledge and
research rather than on the views of others.

- Theprofessional counsallor must never enforce hisbeliefsand valuesonthe
client.
- Theprofessiona counsellor must provide unbiased counselling to theclients.

- The counsellor must be trained to develop the basic skills essential for
counsalling. The counsellor with the hel p of these skillsmust beableto build
awarm, empathetic, genuine and congruent relationship with the client.

- The counsellor dwaysmaintains confidentiality of theinformation that the
client hasshared.

- Theprofessional counsellor always meetsaclient in aprofessional setting
and chargesafeefor the services provided.

- Theprofessional counsellor doesnot provide asolutionto the client rather the
counsellor worksto help the client find asolution to hisproblems.

There are several reasons as to why a counselee chooses or selects
counselling. Theseincludethefollowing:

- Thecounseleewishesto fedl relieved by sharing hisproblemswith aperson
who can advise him further in solving hisproblems.

- The counselee wants to reduce stress at home, in the workplace or in
relaionships.

- Thecounsel eeneedstoimprove phys cal health by reducing emotiona worries
or stress.

- The counsel ee wantsto establish healthy and efficient ways and techniques
for achieving thegoals.

- The counsel ee wantsto analyse hisown thoughts, feelings and responses.

- The counsel ee wants to speak with a skilled professional about hisfears,
anxietiesand perceptionsof theworld.



- The counselee wantsto feel safe about expressing any personal troublesor Role of Counselling in

private concerns. Education
- The counsel ee wantsto work towards greater self-fulfilment.
Based on the reason for which a counsel ee needs counselling, the type of NOTES

counselling can be selected. Also, the reason for counselling affects the overall
counselling session and the outcomes of the counselling session.

Trainingincounsalling may often be required by the counsellor to know about
the various counselling techniques and how to utilize them. The counsellor also
needsto ensurethat heistrained enough to carry out acounselling sessioninan
effectivemanner. A counsellor must betypically trained in basic skillsof counsdlling,
itsobjective, ethics, and theories, and should al so possessa certified counselling
degree.

Counselling teachingsfor counsellors

Thefollowing are the counselling techniquesthat acounsellor must betrained to
use

- Spheresof influence: Thisisan assessment tool that enablesanindividual
to assesstheareasof lifewhichinfluence him. Themainjob of the counsellor
hereisto ass st the counseleein understanding and analysing which arethe
strong and weak areas of the counselee. The spheres of influence for a
counselee may include himsdlf, immediate family, friends, extended family,
jobor school, community, culture or religion and external influences.

- Clarification: The counsellor must betrained enough to ask for clarification
of whatever the counsel ee hastol d the counsel lor. Thisenabl esthe counsel lor
to avoid misconceptions and al so enabl es them to make assumptions and
thereby provide the correct feedback.

- Client expectations: The counsellor must be trained enough to understand
the expectationsof the counsel ee. The counsellor must assurethe counselee
that he can communicate freely with the counsellor. Thiswill benefit the
counsellor and the counsel ee both, asthey will beabletofind amorepractica
solutionto the problem. Also, the counsellor can guide and direct the counsdlee
in abetter manner when the expectations have been clearly stated.

- Confrontation: Thecounsellor must betrained enough to coercetheclient
to confront himself during counselling. The counsel ee needsto self-examine
himself during the counselling session and the counsellor must be trained
enough to direct the counsel eeinto doing so in the right manner.

- Congruence: The counsellor must be genuine with hisfeedback givento
the counsd ee. The counsellor must betrained to appear authentic and genuinely
concerned about the feeling of the counsel ee so that both can effectively
work together towards solving the problem at hand.

- Coreconditions: The counsellor must betrained in somebasic traitsthat
arerequired for effective counselling. These include exhibiting respect,
empathy, congruence, genuineness, and warmth.
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- Encouraging: Thisisabasi c techniquewhich acounsellor must betrained

so that he can encourage the counsel ee to discuss the problems with the
counsellor in afree manner. Thisfurther helpsto develop arelationship of
mutual respect between the counsellor and the counselee. Encouraging
basically requiresthe counsel eeto focuson hispositivetraitsand strengths.

- Engagement: The counsellor must be trained to maintain agood relation

withthe counselee. The counsellor must betrained enoughto beinfluentially
engaged with the counsel ee so that the counsel ee may be controlled during
difficult sessonsof counsdlling.

- Focusing: Thistechniquebasicaly enablesacounsdllor to focuson the needs

of the counselee. The counsellor must be non-judgementa when solvingthe
problemsof the counsel ee.

- Immediacy: The counsellor must betrained to make use of the technique of

immediacy. In thistechnique, the counsellor talksabout the happeningstaking
place around so that the counsel ee can learn from real-life experiencesand
use thisknowledgein solving the problem faced by him.

- Ligtening kills The counsdllor must betrained to devel op effectivelistening

skillsso that he can listen and interpret the problems of the counselee. The
counsellor needsto be attentive enough when listening to the counsel ee.

- Open-ended questions. The counsellor must be trained to make use of

open-ended questions so that he can extract maximum information fromthe
client. These questions hel p the counsellor to get information on how, why
and what of the client’s problems.

- Paraphrasing: The counsellor must betrained to use paraphrasing so that

the counsel ee knowsthat theinformati on that hasbeen given hasbeen received
and interpreted by the counsellor intheright manner.

- Positiveasset sear ch: The counsellor must betrained in thistechnique so

that he can enabletheclient to focuson hisstrengthsand skills.

- Reflection of feeling: The counsallor must betrained to usethe technique

of reflection of feelings so that he can show to the counsel ee that thefeelings
of the counsel ee have been understood in the right manner.

- Capping: The counsellor must betrained to use thetechnique of cappingin

the counsalling session which often involves changing conversation from an
emotional to cognitive one. Thisisessential when the emotionsof the client
need to be controlled or regul ated.

- Working alliance: The counsellor must work towards collaborating

effectively with the counsd eetofind asol ution to the problem thet the counsdee
faces. The counsellor must be clear about hisrolein the counselling session
and must not try to overpower the counselee or hisviews.

- Proxemics: The counsellor must betrainedin proxemicswhichinvolves

studying the spatial movementsand body coordination of the counseleewhen
he expresses his feelings. The enables the counsellor to judge the mood,
feelingsand emotionsof theclient.



- Hierarchy of needs. Thecounsellor must be efficient enough to identify the
needs of the counsel eeincluding physiological needs, safety needs, need for
love and belonging, self-esteem and self-actualization. This enables the
counsdllor to know when changes need to take placein the counsel ling session.

Example: Certificate coursein counselling, Mumbai, India
Objectives

The certificate coursein counselling offered in Mumbai has been devel oped with
the objective of preparing professional counsellorsand to meet the needs of the
profession. Theideabehind providing thiscourseisthat professional counsellors
must upgradetheir skillsand techniques, so that they can continueto provide better
servicestotheclients.

The emphasi sthroughout the courseis on thefollowing aspects:

- It enablesthe counsellor to bring about achangein hisattitude and habitsthat
arenot in-linewith therequired attitude and skills.

- It encouragesthe counsellor to devel op skillsthat hel p the former to mature
inthe profession and hel p the counsel eesin the best manner.

- It helpthe counsdllor to devel op listening skills.

- |t enablesthe counsallor to learn communication skillsand methodsthat are
most effectively used in providing counsalling.

Syllabus. During thetenure of the course, the counsellorswho undertaketraining
areimparted training on basisof the Robert Carkhuff model  of Persona Counselling,
which is an offshoot of Carl Roger’s Client-Centred Therapy.

Thecourseincludesthefollowing:

- Thefive stagesof the counselling processand to set the goalsto be achieved
at each of these five stages. Training isalso imparted on how the various
goalscan be achieved.

- Trainingisalso given so that the counsallors can acquiretheright evaluation,
attention, responsiveand initiating skills.

- Thecounsellorsarea so provided training in devel oping empathy, genuineness,
respect and confrontation skills.

Method: To provide training to the counsellors, the method adopted is that of
sengitivity training and sharing of information at apersond level. Trainingisimparted
by trained professionals. Thetraineesareinvolved in group discussionsand are
even givenwritten assignments.

5.3.1 Professional Issues in Counselling

Themainam of thecounsellor in counsdllingisto assist the counseleeinidentifying
the underlying causes of the problems the counsel ee faces and bring about the
required adjustmentsor changes so that the problem can beresolved. A counsellor
isaprofessional who offershisservicesto the counselee.
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Likeany other profession, counsalling al so hasaprofessonal code of conduct
and ethicsthat the counsellorsneed to adhereto. Professional ethicsrefer to moral
principlesthat guidethe conduct and behaviour of the counsdlor during the counsdlling
session. The code of conduct to be followed by counsellorsis mentioned asthe
following:

- Vauesarethe standards of behaviour that have been decided and set by the
society. The counsellor needsto keep these valuesin mind when practicing
hisprofession.

- Social values help the counsellor decide what isright and what iswrong.
Thesevaluesare derived from the experiences of the counsellor which he
appliedinhisprofesson.

- Thecounsellor must have basic moral vaueslike genuineness, compassion
and authenticity.

- Religiousvaluesin the counselling professionrequirethe counsellor to offer
counselling to every person without being biased.

The counsellor may devel op hisown system of valuesover aperiod of time
and must ensure that he practices the profession within the limits prescribed by
these values. The counsallor must not beinfluenced by these valuesin any manner
when offering his servicesto any counsel ee.

Thefollowing are some professional issuesthat the counsellor may facewhen
practicing counsalling:

- Consent and abandonment: Consent meansthat the counsellorshavethe
consent of the counsel eeinterms of offering the services and the treatment
meted out to them. The clientshave all theright to know about the various
kinds of treatmentsand the methods of counselling that the counsallor will
make use of . The counsellor cannot hide such factsfrom the counselee. The
counsellor cannot abandon the clients. In other words, the counsellor hasno
right the end the relationship with the client evenif theformer wishesto do
s0. Thisisin contrast, to the fact that the counsel ee can end therel ationship
whenever he feels necessary. When the counsellor feelsthat heistired of
the counsel ee or cannot offer the servicesto the counsel ee, the counsellor
must refer theclient to another counsel lor instead of just ending therelationship
withtheclient.

- Confidentiality issues: In general and under normal circumstances, the
counsdllor isrequired to keep everything that the counsel eetdlshim confidentia
i.e. theinformation shared by the counsel ee must not be passed onto anyone
else other than the counsellor. However, there may be certain times or
conditionswhen the counsallor may berequired to sharetheinformation with
others. Thisistrueespecially in caseswherethe counsdllor identifiesathreat
to acounselee.

- Cultureand bias: Counsellorsalso have personal values but they cannot
let these values overpower their services. Thecultural and social valuesof a
counsellor must not affect the manner in which the counsellor offers his



sarvicestothe counsalee. A counsdllor may sometimes, havemord objections
tothelifestyle of the counsel ee but thismust not affect the manner inwhich
the client is helped in any manner. The counsellor aso cannot impose his
system of valuesand beliefson theclient.

- Financial issues: Counsellorswho offer their servicesdo so for financial
gains. However, intheir practice, the counsellors may come across people
who cannot afford their servicesbut need hel p. In such cases, the counsellors
can offer their servicesyet again they are under no compulsion to do so.

CHEcK Y OUR PROGRESS

3. Statethethreeimportant functionsof counsdlling.
4. Namethethree maintypesof counselling.

5.4 COUNSELLING PROCESS

Counsellingisaprocess of interaction between the counsel ee and the counsellor.
Theaim of the counsdlling processisto help the counsel eeidentify the problemsand
then make the necessary adjustmentsto solvethe problem. Since counsellingisa
process, it involves a sequence of steps which must be carried out one after the
other so that counsalling overall can be effectively provided.

Thevarious stages of the counselling processare asfollows:

- Interview stage: Any type of counselling, whether it isgroup or individual
counselling beginswith theinterview stage. Thisstageisalsoreferredtoas
theintroductory, orientation or familiarization stage. Thestageisimportant as
it setsthe foundation for the counselling processto start off well and to build
agreat relationship between the counsellor and the counselee. During this
stage, the counsellor and the counsel ee meet for thefirst timeand, therefore,
need to establish arapport. At this stage, the counsellor a so makes sure that
the counsel ee feelsrelaxed so that he can talk to the counsellor at ease. The
counsellor asksthe counsel ee about hisupbringing, friends, school, college
and thekind of problemsthat he needsto resolve. However, the counselee
must not feel interrogated at this stage and must readily share hispersonal
information. At thisstage, the counsellor must al so assurethe counsdl eethat
whatever informationisshared will remain confidential. Itisalsoduringthis
stagethat the counsdllor needsto exhibit hisqualitiesof beingagood counsdllor
by listening carefully, showing empathy, treating hisclient with respect, warmth,
irrespective of hisage, sex, race, colour, religion and socio-economic status.

- Working stage: Thisisthe stage, wherethe counsellor compl etely involves
the counseleein discussion. The counsellor explainsto the counseleewhat
will bedoneinthe processof counselling and how it will bedone. On hearing
the problemsof the client, the counsallor will suggest waysand meansusing
which the problem that has been discussed with the client, can be handled or
resolved.
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Itisat thisstagethat the counsallor usesvarioustechniqueslikeresponding,
exploring, restatement, interpretation, confrontati on, unconditional positive
regard, empathy, slenceand cathard sto diagnose the problem. The counsdl lor
and the counsel eetogether set the goal sand obj ectives of counselling at this
stage. Thecounsellor at this stage decidesthe number of counselling sessions
that may berequired. The number of counselling sessionsrequired basically
depends on the problem that the counseleeisfacing. Generally, when the
problemisacomplicated one, the counsellor requires many sessionsto help
the counsel ee bring about the necessary adjustmentsto hisbehaviour so that
the problem can be solved.

- Termination stage: Thetermination stage marksan end to the counselling

relationship between the counsel ee and the counsellor. There are several
reasons asto why the counselling session may be ended by the counsellor.
Thetermination of the relationship can be temporary or apermanent one.
One of the reasons behind the termination of the rel ationship can bethat the
counselling goals have been achieved. The relationship is terminated
temporarily, if the counsellor wants to follow-up and if the counselee’s problem
iscompletely solved, the relationship may be terminated permanently. A
counsallor can terminate the rel ationship temporarily, if the client doesnot
behavein aproper manner. Many times, acounseleeisunresponsive despite
the repeated attempts of the counsellor and the counsellor may, thus, put the
counsd ling sess onson hold requiring the counsd eeto think about hisbehaviour.
The counsalling may beterminated by theclient, if hefeelsthat counsdllingis
no longer needed. Sometimes, the counsellor may not be ableto handle the
problems of the client asthese are beyond his competence. In such cases,
the counsellor may refer the client to another counsellor and, hence, end the
rel ationship. Usudly, the counsdllor refersthe client to an expert or aspecidist.

- Follow-up stage: Thefollow-up stageisofteninitiated by the counsellor

when he wantsto know whether the counsel ee has been ableto effectively
adjust to hisproblemsor not. However, follow-up may not be necessary for
every client or counselee. It isupon the counsellor to decide whether or not
he wants to follow-up the client’s progress.

Example: Interview stage between counsallor and client who isa student
in class X1I with Arts subjects

The student comesto the counsellor to get guidance on the courses which can be
opted for studying at the university.

The student asksto enter the office of the counsallor who permitsthe student

to enter and to make the student comfortabl e triesto converse with the student.

Counsellor — “How are you today? Please sit down.’
Initialy, the client is hesitant but is encouraged by the counsellor to feel

comfortable and free. The counsellor conti nuesthe conversation.

Counsellor — “What is your name and what class are you in?’
Client-*l am Aminain class XII.’



Counsellor —“Can I help you?’ Or *what has brought you to my office?”

Client - ‘I saw a notice on the bulletin board to see the counsellor when we
have problem, so | decided to come.’

Counsellor — “Yes you are right, you are in the right place. What can I do for
you?’

Client - ‘I bought an admission form from a university but do not know which
course | should opt for.”

Counsellor — “What subjects are you currently studying and what do you
wish to learn?’

Client - ‘I am currently pursuing Artsbut want to study Law infuture.”
Counsellor — *“Most Universities offer Law.’

Client — ‘I would rather go to the University in the North because | have
never been to the South or East.”

Counsellor — “There is nothing bad in trying other places since you are from
thenorth. You need to go out, interact with peoplefrom other places, but your choice
isfinal.”

Client— ‘1 will think about it and discuss with my parents because they will be
responsible for my upkeep there. *

Counsellor — “Since you want to pursue Law, you need to be good in matters
related to the government and other Arts subjects. *

Counsellor — “You should come to the office in your free period to fill the
form, so that you can submit it on time.’

Client — “Thank you Sir, for your time and assistance.’

At the next mesting, thecounsdllor and client will exploretheuniverstiesand
theclient will select oneof hischoice.

Thefollowing are the conceptsassociated with the process of counselling:

- Readiness: The counselee must be ready to accept the services of the
counsellor. Counselees are of two types— those who voluntarily seek the
services of the counsellor and those who are referred to the counsellor by
others. The counsel eewhen approaching the counsellor must show readiness
for help or assistance of the counsellor.

- Counterwill: Sometimes, counsel ees hesitate in asking for help fromthe
counsellor. This is because they are reluctant to face consequences of
counselling and fear that they may fail to confront their problems. The
counsel ees often have negative fedingsand may not seek help. Thisisreferred
to ascounterwill.

- Casehistory: Casehistory refersto asystematic collection of factsabout
the counselee and hislife. It isessential for the counsellor to know all the
essential facts about the counsel ee so that he can offer genuine help and
adviceto the counsel ee. When a counsel ee does not share all information
with the counsellor, the counsalling may not be effective enough.
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- Rapport: Rapport isoneof thebasic conceptsof counsealling. Itisessential
that rapport be built between the counsell or and the counsel ee. Rapport smply
refersto mutual understanding and feeling of regard for each other. Whena
counsellor and counsel ee devel op arapport, they can make the counselling
sessions more effective as opposed to when there is no trust and regard
between the two of them.

- Transferenceand counter transference: Transference ssmply meansthat
the counsellor can understand the emotionsor the feeling of the counselee
and handlesthesein atherapeutic manner. Counter transferenceisnegative
incounsdlling. It refersto asituation wherein acounsellor triestoimposehis
feelings, anger or resentment on the counsel ee and forcesthe counseleeto
behavein aspecific manner.

- Resistance: Resstance hasapositive effect on the outcome of counselling.
Resi stancerefersto a situation which ariseswhen the counsel ee opposesthe
counsellor’s moves or steps that are taken to achieve the goals. This can be
done by the counselee by resisting the move altogether or by telling the
counsellor that he has abetter option than what the counsellor issuggesting.

The rel ationship between the counsellor and the counsel eeis, thus, based on
trust and must flourish in amanner to help the counsel ee adjust to the problems
faced by him. The relationshi p between the counsal ee and the counsallor must be of
mutual regard and understanding so that the counsel ee alwaysfed sthat the counsellor
is genuinely concerned about his problems. The relationship must also be a
professional onein the sensethat the counsellor must not be personally moved by
the problemsthat the counsel ee faces. A counsellor in no case must get personally
involved with the counselee at any point of timein thecounselling relationship. This
isagainst the ethics and al so has anegativeimpact on therel ationship between the
client and the counsellor. A trusting rel ati onshi p between the two devel opsunder the
following circumstances:

- Thecounsellor isakind person and iswarm and welcoming.

- Thecounsdlor isaperson who can keep the problemsdiscussed confidential
and does not sharetheinformation with others.

- Thecounsallor isaperson who understandsthefeglingsof theclientandis
not judgmental.

- The counsellor is not a negative person and does not impose his personal
opinionsonthe counselee.

- The counsellor isaperson who feelsthat the problem can be solved with
some help but does not provide asol ution to the problem rather encourages
the counsel eeto find the solution.

Example: How to build rapport with the counselee in the counselling
relationship?

Rapport implies building a close and harmonious rel ation between two or more
persons. It isimportant for acounsellor to build rapport with the counselee. The



rapport between the counsellor and counsel eeisfacilitated by how the counsellor
behaveswith the client and vice versa.

- Tobuild rapport with the client, the counsellor must be prepared to conduct
the session with the counsel ee. The counsellor must put aside his personal
grudges, if any, and must work towards hel ping the counseleein solving his
problems.

- Thecounsellor must devel op asafeand trusting environment for the counsel ee.
The counsellor must make the counsel ee comfortabl e so that the counselee
feelsfreeto discussthe problemswith the counsellor.

- Tobuild arapport, the counsellor must know in detail about the counseleeand
must remember key factsabout the client. Thishelpsthe counsdllor to conduct
the counselling sessionin aproper manner.

- Thecounsellor must empathize with the problemsand i ssuesbeing discussed
by the counselee.

- Thecounsellor must not bejudgemental. The counsdllor must a so show regard
totheclient and follow professional ethicswhen dealingwith theclient.

- The counsdllor must givethe counsel ee sufficient timeto discusshis problems.
The counsellor must not rush to solve the problems of the client and give
enough timeto the client to find solutionsto hisproblems.

- The counsellor must be congruent aswell as honest and must not behave
withtheclientin arude manner.

- When arapport isdevel oped between the counsellor and the counsel ee, the
counsel ee begins to trust the counsellor and the counselee can solve his
problemsin an effective manner with the hel p of the counsellor.

Example: How a counsdlling relationship helped sherry, a single mother
of a teenager

Sherry, a41 year old singlemother with ateenage son, seeksthe help of acounsellor
as she felt exhausted, withdrawn and lost. Sherry was frustrated because of the
demands of the peoplein her life. Shewastired of the demands of the supervisor
who pushed her to work more. Thisresulted in Sherry spending alot of timeinthe
office and taking work homeaswell.

Sherry isalso tired of her friends who rely on her alot and always want
Sherry to be there to listen to their problems and complaints. Sherry’s son is also
complaining demanding moretimefrom her mother. Sherry, therefore, fed sexhausted
and upset and her health has also suffered a lot. Sherry complains a lot about
headaches, coldsand other symptoms.

How counsdling might help

Sherry goesto acounsellor and after attending theinitial session and knowing how
the counsellor will work with her, she startsto analyse her situation and find solution
with the help of the counsellor. Sherry discussed with the counsellor that once her
son had |eft the house to work aone and stay independent, shefelt lost and isolated.
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Sherry realizesthat to avoid thefeeling of loneliness, she spendsalot of time doing
things, going out with friends and spending alot of time onthe Internet.

The counsellor alows Sherry to unfold her life experience at her own pace.
In doing so, Sherry also realizesthe patternsof her life. She also realizesthefact
that she needs someoneto discuss and share her problem with.

Sherry and the counsdll or have devel oped atherapeutic rel ationship that |eads
Sherry to self- discovery. Sherry also feel sthat she has become so accustomed to
saying yesto peoplewho are no longer concerned about her needs and problems
and, therefore, shefeelsalienated and uncomfortableat al times.

The counselling sessionsthat she attends offer her support to deal with her
feelingson her own. With thehelp of the counsell or, Sherry realizeswhat isimportant
for her inlifeand what isnot. Sherry no longer feel sthat she must say yesall the
timeto people. Sherry now enjoysher time surfing onthelnternet and feel senergized
when she spendstime doing things shelikes. She hasnow started doing creative
thingsespecialy painting that shelikesand hasalsolearnt to say no to peoplewhom
shedoesnot want to help or feel sunableto help.

Sherry’s perspective of life has changed and she no longer carried a burden
of resentment as she attendsthe counselling sessions. She has become more aware
of her energy level, needsand wants. Sherry has seen the counselling sessonsasan
opportunity tolead afreelife.

Sherry feel sfreeto express herself and hasno fear of thefact asto how she
will bejudged by others. She now connectswell with othersand easily worksat the
workplace where she has become more assertive. Sherry’s confidence has also
grownwhichisreflected in her body language and isleading abetter personal life.
Sheisnow abletofocuson her own needsand wantsand enjoysspending timewith
her son consequently.

CHEcCK Y OUR PROGRESS

5. What isthefirst stage of the counselling process?
6. What do you understand by the term counter transference?

5.5 PARENTAL COUNSELLING

Parentsdevel op skillsto manage and understand their children over time. They do
thisthrough an on-going process of learning and observing othersaround them. As
children grow up, there are several changesthat are observed by parents. Thereare
different waysin which the children require their parentsto interact with them.
Parents, therefore, are always under pressureto modify their parenting techniques
so that they can cope up with the needsof their children and are ableto maintaina
healthy relationshipwith thechildren.

Therole of the parentsisalways changing in relation to how their children
grow. Parental counselling is basically amethod wherein the parentswork with



counsdllorsto find out whether the changesthat they bring about in themselvesare
beneficia for their children or not. Parental counselling, therefore, helps parentsto
cope up with the ever changing needs and demands of their children. Parental
counselling offers asafe space to parentswhere they can talk about the problems
they faceinraisingtheir children. Parental counselling, therefore, hel ps parentsto
bring up their children in the most effective manner.

Parental counselling may a so beimportant when the parentsand the children
do not seeeye-to-eyeregarding aspecific Stuation. Counselling can help parentsto
discusshow to bring the childrento theright track. Many atimes, parental counselling
isalso required when children move from school to college and the parentsare over
protectiveabout their children and are afraid of sending their childrento college.

A typical parental counselling sessioninvolvesthefollowing steps:

- Thecounsdllor obtainsdetailsabout the current concernsregarding the child
from the parents.

- Thecounsellor a so obtainsbackground information and family history.
- The counsellor discussesthe goal sfor therapy with the parents.

- Thecounsdllor discussesvarious counsel ling approaches and consequently, a
plan of actionisdetermined.

Example: Counsdling the parents of handicapped children

Parents who have handicapped children have to adjust to several emotional and
psychological problemsthat they face because their children are unableto meet
their expectations. Parentsof handicapped children often need counselling, so that
they can ded with such problems. Counsellinginthiscase, isformal processwherein
the counsellor and the parentsfind amanner in which, the handicapped children can
performwell and adjust to their physical limitation. Parentsare often counselled on
how to support the children in amanner wherein their inadequacies do not hamper
their devel opment. In such acase, counselling must be a continuous process that
focuseson the overall growth and devel opment of the children and adjustment of
the children aswell asthe parents.

Example: Indian Institute of Counselling: Counselling for parentsand
children

Children and adolescents go through different behavioural, emotional and
psychological stagesasthey grow. Each stage hasitsown needsand problemsto be
resolved. Parent-child rel ationship can face problemsat any stage of life.

Someof thecommon problemsencountered in child, adol escent and parenting
counsdllingareasfollows:

- Bullying and peer pressurein school/colleges

- Aggress on and violencefrom adol escentsand children

- Unhealthy habitslikeexcessve viewing of televison and phoneusage
- Sibling rivary and unhealthy competition
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- Eatingand deep problems
- Bed wetting and panic attacks
- Poor school performanceand school phobia

- Speechproblems
- Addictive behavioursand substance abuse

- Body imageissuesduring adolescence

- Interpersond relationship problems

- Low self- esteem and lack of assertiveness
- Poor study habits

- Poor concentration and anxiety

- Trauma, abuse and neglect

- Faulty parenting styles
Thisisjust alist of afew problemsand isnot exhaustive. The counsellor
hel psthe child by listening attentively, observing the child and assisting the childin
opening up to share hisexperiences.
Child, adolescent and parenting counsalling includesthefollowing:

- It offersthe child/adol escent an opportunity to discuss problems one-to-one
with the counsellor and gain insight into his/her concerns in a safe and
confidential environment. Discussions are based on the age groups,
developmental levelsand specific concernsof the children and adol escents.

- It ensurethat the child/adolescent feel safeand secure duringthe counselling
session.
- Thecounsellor listens attentively to the grievances of the parents.

- It ensures providing ahealthy parent-child interaction and facilitating good
communication between parent and chil d/adol escent.

Example: Case Studies or Parental counselling

Kateisathirty-two year old mother, who seeksthe hel p of acounsellor to deal with
her four-year old son Jack. Jack according to Kateisvery aggressivetowardshis
little sister. Jack does not listen to Kate and is usually upset. Kate also tellsthe
counsellor that she hastried several thingsto make Jack adjust but everything has
goneinvain ashedoesnot respond to any form of disciplineand doesnot accept the
fact that heiswrong. Jack doesnot listento Kateat all and when shesitswith him
to discuss the problem, he gets up and walks away. Kate says that she does not
believein hitting the child and the counsellor agrees with this statement. When
asked, Kate saysthat Jack started behaving in thismanner soon after the birth of his
sister. Kate also saysthat though Jack wasnot jealous at first, he now refersto the
baby as astupid baby and throws pillows and soft toysat her. The counsellor also
talksto Jack and findsout that heisoften upset and cannot sleep properly because
hissister wakesin the night. While hissister isout to deep by the mother, Jack has
to sleep onhisownwhichisdifficult for him. Since Jack istired of this, heisrude



towardshissster aswell asmother. According to theinstructions of the counsdllor,
when Kate putsthe baby to deep, she a so spendstimewith Jack to put himto deep
which makes him sleep almost immediately. With this, Jack’s behaviour also improves
to agreat extent.

Example

Troubled teen: Parentsof Annewhoisthirteen yearsold have opted for counselling
because of her anger problem. The counsellor discusses Anne’s problem with her

parents. According to her parents, Anne’s behaviour changes from withdrawn and

sullento sarcastic and then talkative. While conducting the sesson with Anneaone,

the counsellor redlizesthat Annefeelssad and lonely but sheisclear about what she
isdiscussing with the counsellor. While conducting the session with the parents, the
counsellor observesthe communi cation patterns of thefamily. Inthe session, the
counsellor finds out that Anne behaves very sweetly and cares for her younger

brother whilethe parents do not spend much timewith Anne. The counsellor points
thisto the parentsand beginscounselling the parents. After two or three months of

counselling, thefamily beginstolive happily.

Example

The parents of ten year old seek the help of a counsellor because the child has
issues settling in school. The child feel sscared to go to school and wantsto go back
to her hometown. The child doesnot like the classmatesandisalovingand caring
child. Shecriesin themorning when sheiswoken up for school. At the sametime,
thesster of the child hasadjusted well tothe school. The child doesnot listentothe
parents and has become stubborn.

The counsellor offersthefollowing action plan:

The parents are advised to understand the situation of the child. The parentsare
also advised to give the child sometimeto settlein school. The parentsalso are
advised to motivate the child to get up in themorning by indul ging the child in some
activity. Theparentsof the child according to the counsellor need to be positiveand
stop comparing the child with her sister and other childrenaswell.

Parent update

Theparentsfelt that their session with the counsellor had been fruitful and it enables
them to tackle the situation in apositive manner. The parents al so said that they
were following the advice of the counsellor and have accepted the child in her
normal way. The parentsal so said that sheishappier now and doesnot fedl frustrated.

5.5.1 Student Counselling—High School

The school life of high school studentsisfull of uncertainty and turmoil. Thisis
because the students are under constant pressure and stressto perform well at the
school and also gear up for their career. The high school studentsare also at an age
where they can be easily influenced by a lot of people and external forces— both
positive and negative. Students, at thisstage, arefull of confusion asthey need to

take several decisionsrelated to their education and career. A common problem
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with most high school studentsisthat they |ook for aplace wherethey belong. High
school studentsoften |ook at the behaviour of their peersasan exampleto emulate
and onewhichisrewarded with apositive outcome. The behaviour of high school
studentsis, thus, often unpredictableand very volatile aswell.

With so many problemsat hand, high school studentsoften need theassitance
of counsellors, sothat they can maketheright decisionsrelated to education, career
and personal life. High school counsellors have atough job at their handsto deal
with and guide high school students. The high school counsellors, therefore, need to
have expertisein student psychology and must also be good at several counselling
techniques so that they can guide the studentsin the right manner.

Student counselling at high school level dea swith hel ping studentsto takethe
right educational and vocational decisons. High school counsellingaimsat enabling
students to adjust to their environment mentally, physically and socially. When
counselling high school students, the counsellor needsto keep in mind curriculum
development aswell. The counsellor must make surethat counsalling takesplacein
such amanner that the students overcometheir barriersto learning at school and
alsolearninginlife. High school counsellors, therefore, hel p studentsto perform
better at academics, take right decisionsrelated to further studies at college and
university level and dsototaketheright career decisions. Thus, high school students
need persondl, vocational aswell aseducational counselling.

High school counsellors devel op and implement high school counselling
programmesto ass st the high school students. A high school counsellor developsa
counsalling programme keeping in mind various needsand areas of counselling.

Classroomguidanceisprovided by the high school counsdllor withthefollowing

objectivesinmind:

- Academic skillssupport

- Organizational , tudy and test-taking skills

- Post-secondary planning and application process

- Career planning

- Educationinunderstanding self and others

- Coping strategies

- Peer relationshipsand effective socia skills

- Communication, problem-solving, decison-making, conflict resol ution and Sudy
«ills

- Substance abuse education
- Multiculturd/diversity awareness

Individual student planning helpsthe high school counsdllor to enablestudents
inthefollowing areas:

- God stting
- Academicplans



- Career plans

- Problem-solving

- Education in understanding self, including one’s strengths and weaknesses

- Trandtionplans

Respons ve sarvicesare offered by the high school counsdllor withthefollowing

objectivesinmind:

- Individua and small-group counsdlling

- Individua/family/school crissintervention

- Peerfacilitation

- Conaultation/collaboration

- Referrals

The high school counsellors may need the help and support of other key
playersaswell when devel oping acounselling plan for high school students. A high
school counsellor may need to interact with the parents, teachers, studentsand so
on.

A high school counsellor may need to interact with the parents due to the
followingreasons.

- Academic planning/support
- Post-secondary planning
- Scholarship/financial search process
- School-to-parent communication
- School-to-work trangition programmes
- One-on-one parent conferencing
- Referral process
Student interaction may berequired for thefollowing reasons:
- Academic support services
- Program planning
- Peer education programme
- Peer mediation programme
- Crigsmanagement
- Trandtion programmes
Teacher interaction may berequired for thefollowing reasons:

- The interaction aims at promoting portfolio development, providing
recommendationsand ass sting sudentswith the post-secondary application
process.

- Theinteractionaimsto provide classroom guidance | essons on post-secondary
planning, study skills, career devel opment and so on.
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- Theinteraction will facilitate school-to-work trangition programmes.

- Theinteraction aimsat providing academic support, |earning style assessment
and education to hel p students succeed in the academic sphere.

Example: Duties and responsibilities of a high school counsellor

Themainaim of the high school counsellor isto ensure that the students perform
well academically. Most adol escentsface problems adjusting to their educational ,
social and behavioural changesthat aretaking placeintheir lives. Thecounsellors
haveto make surethat the students adjust to these changesin an effective manner.
The counsdllorsare responsiblefor preventing student abusein the high school and
must also ensure that the students are able to deal with problemsthat they have at
home. The family problems may sometimes negatively affect the academic
performance of the studentsand the high school counsellorshavework towardsits
prevention.

A high school counsellor must be very knowledgeabl e. The counsellor must
have compl ete knowledge on how to prepare the high school students for their
careersand must provide complete information to the students about the various
career opportunitiesavailableto them. Counsellorsat the high school ofteninvite
peoplefrom different fieldstotalk to the sudentsand provide them with the necessary
information. Thehigh school counsdllor must also preparethe sudentsfor internships.

A high school counsdllor must also providethestudentswith information rel ated
to scholarships. The counsellor must a so carry out school and career guidance for
the high school students. The counsellor may work with individual studentsand
providethem counselling and guidance. The high school counsellor must a so make
surethat the students devel op the necessary skillsto interact with others so that
they can appear for interviews of group discussionsasand whenrequired.

Example: Counsdling needs of higher secondary school students of
Kerala

The present investigation wasdirected towardstheidentification of counselling needs
of the higher secondary school studentsof Keralaas perceived by higher secondary
school teachers by normative survey method. Perceptions of 200 teachers from
selected schoolswere used to assessthe counselling needs. For this, aCounselling
Needsinventory was prepared by the investigator. Resultsof the analysisindicate
that higher secondary school students have strong counselling needs, as perceived
by their teachers. Resultsalso show that thereisno significant difference between
mal e and femal e teacher perception on the counselling needs of higher secondary
school students.

Theagegroup of higher secondary students extendsfrom sixteen to nineteen
years, which span in thelater adol escent period. Adolescenceisconsidered asthe
most tumultuous period of life. Thebasic characteristicsof adolescencein modern
timesareincreased emotional instability, period of unrealism, hero worship, moral
dilemma, faster changesin the physical and biological system, inclination towards
anti-social behaviour, drug and sex abuse and severa other unique characteristics.
Itiswidely accepted that the adol escent students need counselling support when



they face persond, socid, familial and educational issues. The present investigation
isdirected towardstheidentification of perceived counselling needs of the higher
secondary school studentsby their teachers.

The method followed for the present study for assessing the perceived
counsdlling needsof higher secondary pupilsisnormative survey. Initialy, popul ation
samplesfrom fifty higher secondary school swere selected from different districts
of Keralafor the study. A sample of 200 teachers from the sel ected schoolswas
thenidentified to assessthe counselling needs of higher secondary students. Sample
was selected us ng Stratified sampling technique giving due representation to gender,
school |ocal e and type of management of schools.

Instruments: To assessthe counselling needs of higher secondary studentsa
Counselling Needs inventory was prepared by the investigator. The tool was
administered among Teachersof Higher Secondary Schools. Thetool consisted of
Sixty statements, each statement indi cating aneed and to be responded by choosing
any one of the closed ended responsesgiveni.e., very much needed, needed and not
needed. The statements were scored with 3, 2 and 1 respectively for very much
needed, needed and not needed for quantitative analysis. Procedure Investigator
vigtedfifty schoolsof the samplefor collecting data. Theinventory wasadministered
to 200 teachersand the responses were scored on three-point scale. The collected
datawere consolidated using spread sheet and subjected to statitical analysis.

Theresultsshowed that higher secondary school studentsare greatly in need
of counsalling support to tackle behavioural problems, need for understanding, need
for love and belongingness, need for security, need for approval, need to tackle
emotional problems, need for achievement, need for freedom and need for vocation.

5.5.2 Role of Parents, Teachers and Counsellors in the
Guidance Programme

Guidance programmes are prepared keeping in mind the welfare of the students.
Guidance programmes areimplemented at al levelsof education for studentsin
schools, collegesand universities. The main aim of the guidance programmesisto
hel p students devel op positive behaviour and adjust to the persond, educational and
vocational environment. Guidance programmesaim to bring about changesinthe
behaviour of the sudentsso that they can facetheir problems, adjust totheir problems
and also overcometheir problems.

Guidance programmes, however, cannot be implemented in vacuum and
without the hel p of other major key playerslike parents, teachersand counsellors
who play animportant rolein guiding and assisting studentsin their lives. Infact,
parents, teachers and counsellors play an important role in the successful
implementation of the guidance programmes.

Role of parentsin guidance programmes: The main role of parentsin the
implementation of aguidance programmeisthat of cooperation. Parentsneed to be
cooperative enough with the school so that the guidance programme can be
implemented in an effective manner. Thefollowing are the functions of parentsto
hel p intheimplementation of the guidance programmes:
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- Parentsmust provide the required information about the students so that the
guidance program can beeffectively implemented. Informationisasorequired
so that the students can be guided in the right manner.

- Parentsmust encouragetheir children to take help of the guidance services
provided and actively participatein the school guidance programme.

- Parentsmust al so make use of the guidance services provided by the school
whenever they need information about the performance and behaviour of
their children.

- Parents must make sure that the environment that they provide at hometo
the studentsisconduciveto their learning.

- Parentsmust teach their children proper attitudes and behaviour like self-
discipline, self- improvement, dignity of labour, acceptance of responsibility
and honesty.

Roleof teacher sin guidance programmes: The teachers must cooperate with
the guidance service providersfor the effective implementation of the guidance
programmes. Teachers must provide complete cooperation to the guidance
counsdllorsand the guidance service providersto implement the guidance programme.
Theteachers must guide the studentsin devel oping the skillsessential to excel at
academics. Teachers must al so provide guidance to the students so that they can
maketheright decisonsrel ated to education, vocational and socid and persond life.
Thefollowing are the main functionsof teachersin guidance programmes:

- Therole of teachersin guidance programmesisthat they use cumulative
record information.

- Teachersass st intheidentification of exceptional children.

- Teachershelp childreninexploring thework arena.

- Teachersassist childrenin resolving learning and adjustment problems.

- Teachersassist indevel oping special interestsand aptitudes.

- Teachersenable studentsto analysetheir attitudeand feglingstowards others.

According to authors of Organization and Administration of Guidance Services,
Zeran and Riccion, thefollowing are the guidance functions of school teachers:

- The school teacher must know about the basi ¢ principlesthat guide human
behaviour.

- The school teachersmust be able to observe the behaviours of the students
so that they know when the students behavein acertain manner and whether
that behaviour needsto bereported or not.

- The teacher must provide the students with facts so that the students can
work in theenvironment in alogical and reasonable manner.

- Theteacher must guidethe studentstowards emphasison self-understanding
and also understand their responsibilitiesand actions.

- The school teacher must cooperate in the delivery and evaluation of the
guidance services.



- Theteachersmust take part in the devel opment and planning of the guidance
programme.

- The teacher must realize that guidance services can be provided only by
profess onasand so must collaborate with the profess ona sand make students
aware of the same.

- Theschool teacher must provide the necessary information for cumulative
records of the students and even use the informati on when needed.

- The school teacher must devel op home and classroom activity material.

- The school teacher must constantly review the course content so asto bring
the studentsat par with the changing times.

- Theteacher must be responsiblefor the overall development of the student
rather than just excellence at academics.

- The school teacher must participate in workshops, seminars and case
conferences.

- The school teacher must acquire new competencies so as to perform the
guidance activitiesin theright and effective manner.

Role of counsellors in guidance programmes: A school counsellor is a
professional who offers guidance and counselling servicesto the students so that
they can make the required adjustment in their personal, social, vocational and
educational areas. The school counsellorsmust be ableto provide guidance services
to all studentsirrespectiveof their culturesand backgrounds. The school counsellor
must have enough skills and knowledge so that he can handle several types of
problemsthat studentsmay face. The school counsellor must provideawiderange
of servicesto the studentslikeinformation services, remedial services, counselling,
admission and pre-admission services, testing and placement services. The school
counsellor must ensure that the guidance curriculum isimplemented in theright
manner intheschool at al levels.

Zeran and Ricciolist thefollowing functions of the school counsdllor:
- Theschool counsellor must eval uate his strengths and weaknesses.

- The school counsellor must be aware of hisrolesand responsibilitiesand
their importancein the functioning of the school ingtitution asawhole.

- The school counsellor must seek the cooperation of the school staff to offer
guidance and counselling services.

- The school counsellor must focus and emphasi se on the need for built-in
system of evaluationin the guidance programme.

- Theschool counsellor must definethe competenciesand areaswhich need to
be considered when anew staff member hasto be employed.

- Theschool counsallor must assist and partici patein devel oping programmes
where special competenceisneeded.

- The counsellor must encourage teachers to identify students who need
assistance and those who have special talent.
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- Theschool counsellor must identify the potential drop-outsand assist himin
achieving the specific goalsand objectivesrelated to formal education.

- The counsellor must encourage the studentsto take responsibility for their
behaviour and to work to their best potentid.

- Thecounsellor must encourageteachersto providethe necessary information
for the cumulative records of the students and maintain theserecordsin a
professiona manner.

- Theschool counsellor must interact with the parents.

- Theschool counsellor must refer studentswho are beyond their competency
to other counsdllors.

- Thecounsellor must maintain good and healthy rel ationswith the school staff
and the community aswell.

- The counsallor must ensure that the school maintainsinformation related to
educational, social and career needs of the students.

- The counsdllor must hel p theteachersobtain all necessary information about
the counselling programme.

- The counsellor must be ableto demonstrate hisprofessional competency.

Example: Role of parentsin career guidance programme for children

Parentsinfluencethe career growth and devel opment of their children and play a
key rolein the decision-making processes of the children related to their careers.
When children havethe support of their parentsthey feel more confident and perform
better at everything. Parentsalso influence thelevel of knowledge of their children
and the beliefs and attitudes that the children devel op. Parents set examplesfor
their children and provide opportunitiesto their children to learn and devel op the
essentid lifeskills.

How can parentshel p in career development of their children?

- The parentsmust encouragetheir children to receive asmuch knowledge as
possible.
- The parentsmust help the childrento realizetheir talentsand potential .

- Theparentsmust teach their children about gender equality and the diversity
that existsin theworld of work.

- The parentsmust encouragetheir childrento receive the necessary training
for working effectively inthe jobsthat their children want to secure.
Example: Role of a higher education teacher in guidance programme
A high school teacher hasthefollowing dutieswhen guiding students:

- The teacher must help the students to adjust to the life in the university,
polytechnic, or collegeof education.

- Theteacher must guide the studentsto participatein college or university
activitiesso that they can devel op the essential personal and social skills.



- Theteacher must help the student in education, social, persona and vocationa Role of Counselling in

deve opment Education
- Theteacher must help the student to understand himself better and guidethe
student in amanner which enablesthe student to achieve his specific goals NOTES

and objectives.
- Theteacher hel psthe students devel op positive behaviour and attitude.

- Theteacher hel psthe student to get a better understanding of the working
environment by providing practicd training and skills.

- Theteacher helpsthe studentsto plantheir leisuretimewell and utilizeitin
Some constructive manner.

- The teacher helps the students to identify and understand his strengths,
weaknesses, val ues, beliefsand attitudes.

CHECK Y OUR PROGRESS

7. What arethe stepsinvolved in aparental counselling sesson?
8. What istherole of parentsin theimplementation of guidance
programmes?

5.6 SUMMARY

- Counselling asaprofession needsto be conducted as per the code of ethics
prescribed for this profession. A counsellor when practicing hisprofession
must make sure that he does not get into a personal relationship with the
client.

- Counsdllorsmay need towork with psychiatrists, psychotherapists, healthcare
providers, educationa expertsand severa peoplefrom different professions
leading towhat iscalled interprofessonal interaction.

- Based ontheinteraction of the counsellor with professiona sfrom other fields
andwiththeir clients, thereare several typesof counselling approachesthat
the counsellor can make use of when offering counselling to different people.

- Counsdllingisaprocessthat invol ves communication between the counsel lor
and the counsel ee so that the counsel ee can overcomethe problemsfaced by
himwith the ass stance of the counsellor.

- Trainingin counsalling may often berequired by the counsallor to know about
thevarious counselling techniquesand how to utilize them. The counsellor
also needs to ensure that he is trained enough to carry out a counselling
sessionin an effective manner.

- Themain aim of the counsellor in counselling isto assist the counseleein
identifying the underlying causes of the problemsthe counsel ee facesand
bring about the required adjustments or changes so that the problem can be
resolved.
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- Parentsdevel op skillsto manage and understand their children over time.
They do thisthrough an on-going process of learning and observing others
around them.

- Parental counsalling may a so beimportant when the parentsand the children
do not see eye-to-eye regarding a specific situation. Counselling can help
parentsto discuss how to bring the children to theright track.

- Theschool lifeof high school studentsisfull of uncertainty and turmoil. This
is because the students are under constant pressure and stressto perform
well at the school and also gear up for their career.

- Guidance programmes are prepared keeping in mind the welfare of the
students. Guidance programmesareimplemented at all levelsof education
for studentsin schools, collegesand universities.

5.7 KEY TERMS

- Existential counselling: It isa philosophical form of counselling which
addresses the situation of a person’s life and positions the person firmly within
the predi ctable challenges of the human condition.

- Proxemics: Itisthe branch of knowledge that deals with the amount of
spacethat peoplefeel it necessary to set between themselvesand others.

- Counterwill: It isapsychological term that meansinstinctiveresistanceto
any sense of coercion.

- Inter personal: Thisrefersto something involving or taking place among
severa people.

- Self-help counselling: Thiscounselling takes placein small groupswhere
thereare no counsalling leadersand memberstake part in thegroup asequals.

5.8 ANSWERS TO ‘CHECK YOUR PROGRESS’

1. Psychodynamic counselling technique is based on the premise that past
experiences have abearing on experiences and feelingsin the present, and
that important relationships, perhapsfrom early childhood, may bereplayed
with other peoplelaterinlife.

2. Thevariouscounselling approachesused in counsalling areasfollows:

Psychodynamic counselling
Client-centred counsdlling

Transpersonal counsdlling

Transactiona analysiscounsdlling
Exigentia counsdlling

Rational-emotive behavioura counsdlling
Cognitive-behavioural counsdling



Interpersonal therapy
Counsdlling psychology

3. Thethreeimportant functionsof counselling are asfollows:
Adjustment functions
Orienta functions
Developmental functions

4. Thethreemaintypesof counselling areasfollows:
Individual counsdlling
Group counsdlling
Sdf-help counsdling
5. Interview stageisthefirst stage of the counselling process. The stage is

important asit setsthe foundation for the counselling processto start off well
and to build agreat rel ationship between the counsellor and the counsel ee.

6. Counter transferencerefersto astuation whereinacounsellor triestoimpose
hisfeelings, anger or resentment on the counsel ee and forcesthe counselee
to behavein aspecific manner.

7. Thestepsinvolved inaparental counselling session areasfollows:

The counsellor obtains detail s about the current concernsregarding the
child fromthe parents.

The counsallor also obtainsbackground information and family history.
The counsellor discussesthe goalsfor therapy with the parents.
Thecounsdllor discussesvarious counselling approachesand consequently,
aplan of action isdetermined.

8. Themainroleof parentsin theimplementation of aguidance programmeis
that of cooperation. Parents need to be cooperative enough with the school
so that the guidance programme can beimplemented i n an effective manner.

5.9 QUESTIONS AND EXERCISES

Short-Answer Questions

1. Giveexamplesto depict the application of collaboration between classroom
teachersand school counsellors.

2. What arethe essential skillsof agood counsellor?

3. What arethe counsdlling techniquesthat acounsellor must betrained to use?
4. Briefly discussthe professional issuesin counselling.

5. Writeashort note on parental counselling.

Long-Answer Questions

1. Discussinterprofessional interactionincounsglling.
2. Describethe various stagesof the counselling process.
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3. Explain the concepts associ ated with the process of counselling.
4. Analysetheimportance of student counselling at high school level.

5. Discusstheroleof counsallorsand parentsin theimplementation of guidance
programmes.
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