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ABSTRACT 

The purpose of this investigation was to study how all of 
the public high school guidance counselors within a seventy-five 
mile radius of Twin Bridges, Montana, spend their time in var¬ 
ious guidance related activities, such as counseling students, 
clerical work, administrative duties and others. Specifically, 
the study was directed to determination of how much time is spent 
in work of a clerical nature. 

Interviews were held with the thirteen counselors for the 
purpose of obtaining a breakdown of the time they have allotted 
for guidance and counseling activities. These figures were then 
used to compute a ratio of total counseling hours spent in 
clerical duties, and comparisons were drawn between counselor and 
secretarial wages to show the monetary aspects of counselors 
doing clerical work. These thirteen counselors were also 
asked to give their comments and suggestions pertaining to 
the time they spent in clerical work. The questions used in the 
interview were determined through consultation with professors 
at Montana State University concerned with counselor education. 

Each of the questions asked of the counselors was analyzed 
separately and percentages were computed on the basis of their 
respjonses. Means were calculated for each counseling-related 
activity and these means were then used to indicate how these 
counselors used their time. 

Four conclusions were drawn as a result of this study. 
These were: (1) most of the counselors felt that far too 
much of their time was spent in clerical work; (2) having 
counselors overly engaged in clerical work was concluded as 
being educationally and financially unsound; (3) student 
secretarial help could be of some use on a restricted basis; 
(4) full or part-time secretarial assistance was desired by 

most of the counselors. 

Recommendations made were that (1) a closer look be taken 
at the duties of the counselor by people concerned with 
education, (2) student secretarial help could be used by coun¬ 
selors where applicable, and (3) counselors should be pjrovided 
with secretarial help if they are to fulfill their professional 
obligations and expected contributions. 



CHAPTER I 

BACKGROUND OF THE PROBLEM 

The need for development of guidance and counseling services 

has grown in American education to help it accomplish some of its 

most important purposes in a society of increasing complexity. 

The idea of guidance and counseling is becoming more and more in 

public focus, because of the ever increasing need to provide 

services which will meet complex needs related to growth and de¬ 

velopment of our young people. 

Due to the rapid growth in the field of guidance and coun¬ 

seling, the development of an effective role for the counselor 

has been often over-looked to meet the demands of the time and 

perhaps not the demands of the student. It appears that the 

guidance counselor has become overly involved in clerical pro¬ 

cedures to an extent that he is becoming unable to realize his po¬ 

tential contribution, thus becoming of less and less service to 

his pupxlls. There has been much controversy over the activities 

to be demanded of counselors, but new and better roles must be 

developed to help counselors meet the needs of society. 

A few short years ago only educational and vocational coun¬ 

seling was seen as acceptable in our secondary schools, and even 

this was on a quite restricted basis. The counselor was respons¬ 

ible for so many additional administrative and technical duties 

that his chances of serving the distinctive functions of a coun¬ 

selor were remote. Hopefully this old order is changing. 
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Traditionally, the school counselor has been more involved 

in either the informational service or testing and has had little 

time to work with students who are in need of counseling assistance. 

The counselor has become the possessor of many superficial skills 

but has often lacked the time to master any one of them. The one 

skill which he should have the time to develop and use is that of 

counseling. It is well established among leaders in the field 

that the major proportion of a counselor's day should be spent 

in direct counseling relationships with students. Instead, he 

often finds himself performing general advisory tasks; administer¬ 

ing, scoring and recording tests; and a variety of other non-coun¬ 

seling activities. The students who are in need of counseling 

help, meanwhile, are often not receiving it. 

The stand professionals in the field of counseling take on 

the over-burdening of a counselor with clerical activities is 

very well exemplified by Boy and Pine (2): 

"In order to insure the development of a meaningful 
role concept of the professional school counselor in the 
minds of students which is clear and not contradictory, 
and in order to have time to perform the professional 
counseling and other guidance services for which he is 
trained, the school counselor should not be responsible 
for clerical duties. Obviously, he will be involved in 
some of these activities from time to time, but his in¬ 
volvement will always be as a counselor and never as an 
administrator or a clerk." 

Contemporary writers in this area classify the following duties 

of a counselor as detrimental to an effective guidance and counsel¬ 

ing program: Administrative duties, such as providing parents with 

academic reports; issuing failure reports to parents; arranging 

for bus transportation; planning and establishing honor rolls and 
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the routine interviews of students who are failing in their academic 

studies. They also state that a counselor should not be required 

to do any clerical tasks which prevent him from devoting his full 

effort to professional activities, tasks such as screening in¬ 

coming phone calls, recording routine forms, filing and registering 

new students. He should also have little to do with the scheduling 

of classes or the arrangement of academic programs. 

Barry and Wolf (1) explain that far too many of our guidance 

personnel workers are forced to ’’spread themselves too thin” and 

”do nothing thoroughly". They state that, with this present 

proliferation of specialities, counselors are becoming "unpro¬ 

fessional generalists". 

A study was conducted by Gold (4) to learn how much of a 

counselor’s total time allotted to counseling was used in clerical- 

type activities. All data consisted of records of Gold's own 

activities over a one-month period. The limitations are obvious 

with this extremely restricted sample, but Gold felt that his 

results were quite indicative of many present counseling situations. 

His study revealed that forty-six percent of his counseling time 

was spent in clerical-type duties, and that this work cost the 

local school system two to four times more money, was less accur¬ 

ate, and significantly decreased the time available for actual 

counseling. 

Increased emphasis placed upon guidance and counseling, as 

exemplified by the Conant studies and the National Defense Education 
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Act of 1958, makes it apparent that a closer look should be taken 

at the duties of a counselor. It is generally recognized that 

tasks assigned to the counselor are not always those most appro¬ 

priate to his training and expected contributation. 

The problem investigated in this study was to analyze how all 

of the public high school guidance counselors within a seventy- 

five mile radius of Twin Bridges, Montana, spent their time in 

various guidance related activities such as counseling students, 

clerical work, administrative duties and others to determine how 

much time is spent in work of clerical nature. 



CHAPTER II 

METHODS 

The purpose of this investigation, as developed in the 

previous chapter, was to study how all of the public high school 

guidance counselors within a seventy-five mile radius of Twin 

Bridges, Montana, spent their time in various guidance related 

activities such as counseling students, clerical work, adminis¬ 

trative duties and others to determine how much time is spent 

in work of a clerical nature. 

Interviews were held with the counselors in the ten 

South Western Montana high schools for the purpose of obtaining 

figures necessary to compute a ratio of total counseling hours 

spent in clerical duties and to acquire counselors’ opinions 

and comments pertaining to the time they spent in clerical work. 

An inquiry was sent to the Montana State Department to get 

the mean-counselor and secretarial wage for the state. 

Interview Sample 

The guidance counselors in all of the ten public high schools 

within a seventy-five mile radius of Twin Bridges, Montana, were 

contacted by means of personal interviews, and structured-inter- 

view forms were filled out by the investigator. The ten high 

schools within this area-Boulder, Butte, Dillon, Ennis, Harrison, 

Lima, Sheridan, Three Forks, Twin Bridges, and Whitehall-were 
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chosen because of their relative nearness to the investigator, 

the cross section they afforded as far as school size is concerned, 

and the interest of the investigator in the functions of the guidance 

departments in his working area. 

Thirteen counselors were employed in the ten schools con¬ 

tacted. Butte, the only school with more than one counselor, 

had four, one of whom was a female. Thirty-eight percent devoted 

full time to counseling activities, thirty-eight percent were 

employed approximately half time, and the remaining twenty-three 

percent designated less than two hours per day as guidance and 

counseling time. Of those who were not employed full time, five 

were also employed as teachers while three were employed as admin is- 

trators. The amount of professional training ranged from 

fifteen quarter hours of credit to a maximum of eighty-seven quarter 

credits with the mean falling at forty two. A table of infor¬ 

mation pertaining to the population sample can be found in Appendix 

A. 

Construction of the Structured-Interview Form 

A personal interview utilizing a structured-interview 

form was used in the gathering of the data (see Appendix B). The 

interview form was constructed through consultation with pro¬ 

fessors at Montana State University concerned with counselor educa¬ 

tion. 

The thirteen counselors were asked, after the initial data 

was provided on professional training and time allotted to guidance 

and counseling activities, to break down their allotted time in 
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percentages into the following eight areas: time spent in 

actual student counseling relationships, conferences with parents, 

teachers and other authorities, recording information on cumulative 

records, administering and scoring tests, preparing transcript forms 

filing, typing and the last category was classified as ‘'other" in 

which they were to specify any other counseling related activity 

in which they spent a significant amount of time. The counselors 

were then asked if they felt that the clerical activities they en¬ 

gaged in significantly influenced the effectiveness of their 

program and they then were asked to make comments on this in a 

last open-ended question. 

A trial interview form was adminis tered to a group of counselor 

trainees enrolled in graduate school at Montana State University in 

an effort to eliminate any ambiguity that might exist in the 

wording of the questions. A copy of the interview form is shown 

in Appendix B. 

Administration of the Structured-Interview Form 

Because the population resided within easy driving distance 

from the investigator's home, a personal interview utilizing a 

structured-interview form was used in the gathering of the data. 

The thirteen counselors were interviewed by the investigator in 

their respective high schools during school hours. They were 

asked specific questions and were then asked to give their own com¬ 

ments and opinions relating to school time spent in clerical work. 

All of these comments were noted and recorded by the investigator. 



- 8 - 

Analysis of the Data 

The central problem of this study was to determine how all 

of the public high school guidance counselors within a seventy- 

five mile radius of Twin Bridges, Montana, spent their time in 

guidance-related activities and to determine specifically how much 

time was spent in clerical type work. 

Each of the questions asked of the counselors was analyzed 

separately and percentages were computed on the basis of their 

responses. In all cases the percentages reported in the chapter 

which follows were rounded to the nearest whole number. 

The data indicated the proportion of the counselor’s time 

that was spent in various counseling related activities. A 

ratio was then computed of the total counseling time to the time 

the counselors spent in clerical duties. Ratios were also figured 

for the seven separate varieties of noncounseling tasks listed 

in the interview form to determine the proportion of time spent 

in each. From these figures it was determined how much these 

counselors were paid for their clerical duties as compared to the 

mean-secretarial wage in Montana. This comparison was figured 

on a cost per day basis and cost per year basis. 

Comments and opinions of the counselors relating to their 

counseling time taken up with clerical duties was treated in a 

different manner. These comments were grouped into four general 

categories: excess clerical work did not effect the guidance pro¬ 

gram, clerical work enhanced the program, clerical work was detri¬ 

mental, and suggestions on how to overcome the burdens of excess 

clerical work 
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The results of the study are presented in the following 

chapter. 



CHAPTER III 

RESULTS 

Counselor responses, reported during the personal interviews, 

were evaluated according to the following areas: time spent in 

counseling and all counseling related activities, the effectiveness 

of their guidance programs with respect to excess clerical work 

and comments and suggestions relating to their school time spent 

doing clerical work. 

Out of a total of thirteen counselors participating in this 

study, nine spent half or more of their total allotted time on 

actual student counseling, as shown in Table I. 

Table I. 

Mean Percentages of Time Spent in Various Counseling Related 
Activities. 

Activities 
Mean 
Percentages 

Student Counseling 50 
Conferences with Teachers, Etc. 11 
Recording Information on Cumulative Files 9 
Administering and Scoring Tests 8 
Preparing Transcript Forms 6 
Filing 7 
Typing 5 
Other 3 

The remaining four counselors spent from twenty-five percent to 

forty percent of their time counseling students. The thirteen 

counselors spent an average of fifty percent of their time in 
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student counseling relationships and eleven percent of their time 

in conferences with parents, teachers and other authorities. 

Percentage of time spent in such conferences ranged from a high of 

twenty percent to a low of five percent. Recording of information 

on cumulative folders was found to encompass an average of nine 

percent of the counselors* time. One counselor used as much as 

twenty percent of his time for this purpose while the least used 

was one percent. Administering and scoring tests took up an 

average of eight percent of their time. The counselor in one 

school reported that thirty percent of his time was spent on this 

task while the low reported was two percent. A mean of six per¬ 

cent was arrived at for time spent in preparing transcripts. 

These figures ranged from fifteen percent to one percent for the 

thirteen counselors studies. The majority of the counselors 

reported that more than five percent of their time was spent in 

filing with a mean of seven percent. The mechanical duty of 

typing took an average of five percent of the counselors’ days. 

One counselor reported as much as fifteen percent while four 

stated they did no typing. The last question in this series was 

presented to the counselors as "Any other clerical type duties in 

which you spent a significant amount of time." These duties 

included such things as maintaining their occupational files, 

up-dating bulletin boards and taking care of attendance records. 

An average of three percent of their time was spent in these duties, 

ranging from a high of ten percent to four counselors who reported 

they spent no time in work of this nature. 
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A ccanplete presentation of data for each of the ten high schools 

studied is shown in Appendix C. 

An inquiry was sent to the State of Montana Department of 

Public Instruction in an effort to acquire a mean figure for 

counselors1 wages in Montana. An estimate of approximately 

$6800.00 was arrived at on the basis of full time counselors 

in the state. This is $756.00 per month, figured on a nine 

month basis. An inquiry was also sent to the Montana State 

Employment Service to receive the mean secretarial wage in 

Montana. Taking preparation and experience into account, approx¬ 

imately $300.00 per month was the mean salary for this occupation 

in Montana. From these figures it was computed that the average 

high school counselor in Montana receives over two and one-half 

times as much salary as the average secretary. To have a counselor 

doing work that a secretary is qualified to do can cost a school 

as much as $23.00 per day, as this is their mean daily salary 

difference, or over a school year of 180 days, it can cost a 

school $4100.00 to have a qualified counselor engaged in clerical 

work. In the ten high schools studied, fifty percent of the coun¬ 

selors ’ allotted guidance and counseling time was spent in non¬ 

counseling situations. This indicated that each of these schools 

could be paying, to each of their counselors, an average of 

$2050.00 per year, over and above what a secretary would have cost, 

for doing clerical work. These figures would be proportionately 

less for the schools employing counselors less than full time. 
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The counselors were asked to state whether or not clerical 

activities significantly influenced the effectiveness of their 

guidance program and then were asked to give comments and sugges¬ 

tions relating to time taken up with these clerical duties. 

Nine of the thirteen answered with a definite yes when asked 

if their clerical work adversely affected their guidance and 

counseling program. Three counselors stated that their clerical 

duties in no way affected their guidance and counseling activities. 

Two of these three reported that they had student secretarial 

help and all of them took the clerical work they had to do as a 

matter of course. The one remaining counselor stated that clerical 

work enhanced his program. He stated the belief that the clerical 

duties, evolved from a counseling situation, gave him a better look 

at the student, thus making him better able to help the student. 

It may be noted that three out of the four counselors that re¬ 

sponded negatively to this question were also involved in an 

administrative capacity. 

The nine counselors who stated that clerical work was a prob¬ 

lem to them were unanimous in that they all wanted a secretary or 

part-time secretary to release them for more individual work with 

their students. The remaining four counselors made no suggestion 

about the necessity for more clerical help. All of the counselors 

shared the opinion that student secretarial help could be of some 

use in lessening the burden of clerical work, but this help should 
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be restricted to duties of a mechanical nature. 

Conclusions and recommendations suggested by the results of 

this study are reported in the final chapter which follows. 



CHAPTER IV 

SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS 

Summary 

The purpose of this investigation was to study how all of 

the public high school guidance counselors within a seventy- 

five mile radius of Twin Bridges, Montana, spend their time in 

various guidance related activities such as counseling students, 

clerical work, administrative duties, and others to determine 

how much time is spent in work of a clerical nature. 

Interviews were held with the thirteen counselors for the 

purpose of obtaining a breakdown of the time they have allotted 

for guidance and counseling activities. These figures were then 

used to compute a ratio of total counseling hours spent in 

clerical duties, and comparisons were drawn between counselor 

and secretarial wages to show the monetary aspects of counselors 

doing clerical work. These thirteen counselors were also asked 

to give their comments and suggestions pertaining to the time 

they spent in clerical work. The questions used in the inter¬ 

views were determined through consultation with professors at 

Montana State University concerned with counselor education. 

The interviews were conducted by the investigator in each 

of the ten high schools during school hours. 

The majority of the questions asked of the counselors were 

examined separately and percentages computed on how they spent 

their time on counseling related activities. These results were 

reported in Chapter III. 
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The fact that some of the counselors interviewed were so 

engrossed in clerical work that they appeared bitter about these 

duties may have influenced some of their replies. Another thing 

that should be noted was that the three administrator-counselors 

inferred that they did not use all of their allotted guidance 

and counseling time for duties of this nature, although they 

wanted the interview form filled out on the assumption that they 

did, legitimately, use all of their counseling time. This may 

have in some way affected some of the mean percentages drawn 

from the total sample. There is also a possibility that the 

investigator may inadvertently have influenced the counselors or 

colored some of their responses. 

Conclusions 

Several conclusions seemed warranted from the results of 

this study. 

1. The majority of the counselors were basically dissatis¬ 

fied with the way that they had to spend much of their guidance 

and counseling time. Most of them felt that far too much of their 

day was spent in clerical work that could be accomplished by a 

competent secretary. 

2. It was concluded that it is not educationally sound, 

and in the best interests of students that the counselors serve, 

for the high school counselor to be overly engaged in clerical work, 



- 17 - 

3* It was found, after comparing counselor and secretarial 

wages, that it is not financially expedient to have professionally 

trained counselors do all of their own clerical work. Fifty per¬ 

cent of counselors’ time, as noted in Chapter III, was spent in 

non-counseling activities. These schools could have saved a total 

of $626.00 per day or $112,680.00 per year by having secretaries, 

instead of counselors, do much of this work. 

4. Student secretarial help could be of some use in freeing 

counselors to do non-clerical guidance work, but this help would 

only partially cut down on the clerical work. Much of the coun¬ 

selors’ clerical procedures are confidential; thus, student help 

was recommended only as a partial solution. 

5. Careful evaluation, according to many of the counselors, 

should be made of the conditions that force counselors to spend 

their time the way they do. Suggestions were made to find methods 

of acquiring secretarial help for the counselor. 

Recommendations 

The following recommendations, generated out of results of 

this study, are made for counselors. 

It is recommended that counselors, administrators, and school 

trustees take a closer look at the duties of the counselor in re¬ 

lation to how he spends his time and the function he is to serve 

in the school. The counselor should be freed to counsel students, 

the function for which he is trained, and this requires him to be 
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released from the majority of his clerical duties. Full or part- 

time secretarial help is recommended for all counselors. While 

the monetary aspects of having counselors do work that a secretary 

could do are of great significance and can be shown to present a 

quite dramatic case, more important, the counselor, if freed from 

much of his clerical work, would be able to spend his time, un¬ 

interrupted, in work that will be of greatest value to the students 

of his school. The majority of the counselors involved in this 

study felt, as do many professional writers in this field, that 

this function could best be served by having counselors counsel. 

Secretarial help from students within the school might be 

considered for meeting the needs of releasing the counselor from 

his clerical duties, but only on a restricted basis, as confi¬ 

dentiality plays an important role here. 

It is recommended that counselors keep accurate records 

on how they spend their allotted guidance and counseling time. 

They may present this information to administrators and school 

boards in an attempt to enlighten them on the role and function 

of the counselor, thus, perhaps, initiating action to free the 

counselor to engage in activities which will allow him to 

realize his potential contribution and be of more service to his 

pupils. 

Similar studies should be conducted from time to time in an 

effort to bring about a more realistic use of counselors' time. 
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APPENDIX A 

Information Pertaining to the Population Sample 

Sex 

Professional Daily Time 
Training Allotted 
(quarter credits) (hours) 

School Obligations 
Other than Guidance 
and Counseling 

Whitehall M 57 4 Teaching 

Sheridan M 15 Is Administration 

Boulder M 44 3 Teaching 

Harrison M 18 2 Administration 

Ennis M 75 3 Teaching 

Three Forks M 25 3i Teaching 

Lima- M 40 Administration 

Dillon M 18 7 None 

Twin Bridges M 54 3 Teaching 

Butte M 87 7 None 

Butte M 40 7 None 

Butte F 30 7 None 

Butte M 42 7 None 

MEAN 42 44 
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APPENDIX B 

RESEARCH INTERVIEW FORM FOR A GUIDANCE AND 
COUNSELING TIME ANALYSIS STUDY IN TEN SOUTH 
WESTERN MONTANA HIGH SCHOOLS 

Town 

Date 

1* How many quarter hours of professional training do you have 
in guidance and counseling?  

2, How many hours per day do you have allotted to guidance and 
counseling activities?  

3. Of the total hours, approximately how many are spent in the 
following activities: 

A. Student counseling   

B. Conferences with parents, teachers, and author¬ 
ities   

C. Recording information on cumulative records   

D. Administering and scoring tests   

E. Preparing transcript forms   

F. Filing    

G. Typing    

(specify) 

A. Do you feel that the clerical activities you engage in sig¬ 
nificantly influence the effectiveness of your guidance 
program?  

5. What are your comments and opinions relating to your school 
time spent doing clerial work? 
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APPENDIX C 

Percentages of Time Spent in Various Counseling Related 
Activities 
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Whitehall 60 15 5 15 1 1 3 0 

Sheridan 75 10 3 5 2 1 1 3 

Boulder 25 10 10 10 15 10 15 5 

Harrison 20 20 10 10 10 10 10 10 

Ennis 60 8 5 5 2 5 15 0 

Three Forks 80 5 1 2 2 2 5 3 

Lima 25 10 20 30 5 5 5 5 

Dillon 40 10 10 5 10 20 0 5 

Twin Bridges 50 15 8 5 5 5 7 5 

Butte 60 15 5 5 5 10 0 0 

Butte 60 15 5 5 5 10 0 0 

Butte 50 10 20 5 7 7 0 1 

Butte 50 10 20 5 7 7 0 1 

50 1198675 3 AVERAGES 
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