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iv. 

S U M M A R Y 

A framework for vocational counselling within the organisational 
context is presented. The aims and procedures of this counselling 
Are �elated to those.of client-centered vocational counselling and 
to some extent to those of personnel placement. The approach and 
pitfalls pertaining to vocational counselling within the 
organisational context are discussed. 

The opinions and conclusions generated at a workshop held by the 
NIPR on this issue are presented. 

0 P S O M M I N G 

'n RaanMerk vir beroepsvoorligting in organisasieverband word 
aangebied. Die doelstellings en prosedures wat hierby ter sprake 
kom, is verwant aan di� van klientgesentreerde beroepsvoorligting en 
in 'n mate ook aan di� van personeelplasing. Die benadering en 
probleme eie aan beroepsvoorligting in organisasieverband wor� bespreek. 

Menings en gevolgtrekkings word verskaf wat uit 'n besprekingsessie, 
gehou deur die NIPN, na vore gekom het. 
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1. 

1. INTRODUCTION 

1.1 Aims 

This report is aimed at 

1.2 

(a) describing the procedure followed in handling the general 
counselling cases referred by employers to the NI PR, and 

{b) to describe op1n1ons expressed and conclusions drawn at 
a workshop held by the NI PR in October 1978 on careers 
counselling by outside consultants in cases where the 
employer wants to use the results as well, 

Background 

The NI PR has worked in personnel selection and vocational counselling for 
more than thirty years. The Institute's first selection tasks were carried 
out on request by the South African Air Force after the second world war. 
The vocational counselling service was developed initially in the early 
1950 1 s. Procedures for these two services have been developed, investigated 
and modified over the years. The range of the selection tasks carried out 
for the CSIR and client organisations as well as formal selection research 
studies is large. The educational level of applicants ranges from 
illiterate to post-graduate. The scope of the vocational counselling 
service has also expanded over the years, From having initially only 
focussed on White school leavers at the Matric level the service now 
includes counselling for all those experiencing vocational difficulties. 

In the last couple of years, requests have been made by the public for a 
new kind of service. Organisations that have wanted to gain additional 
knowledge about an employee's intellectual potential and special 
aptitudes have sent them for vocational counselling at the I nstitute. 
The fact that these counselling clients had not initiated the contact 
with the Institute but were sent by their employers often only became 
apparent during the interview. As the vocational counselling initiated 
by a private individual differs from employee counselling requested by an 
organisation, the Institute saw the need to explore the possibility of develop ... 
ing a new kind of counselling service. It appears that employee counselling 
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may become much more important in the future. As a research institution 

the NIPR is mainly interested in establishing the relevant procedures, 

irrespective of whether a service is to be rendered on a regular basis by 

the Institute directly. 

In order to make clear the distinctions between the different functions 

as seen by the Institute in the fields of selection and counselling, these 

functions are described separately: 

1.3 Personnel selection 

The objective of personnel selection is to assess the applicant's 

suitability for the position applied foro This task often entails 

determining who the most suitable candidate is out of a number of 

candidates for the position under consideration. 

The procedure for this assessment at the NIPR is as follows: 

When the client organisation or CSIR institute. makes the appointment 

a detailed job description is requested by the NIPR which we have to 

receive prior to the assessment of applicants. It is the organisation's 

task to inform the candidate what he can expect as regards the amount of 

time spent dn the teitroom and with the interviewer at the Institute. 

The tests to be included in the test battery administered to the candidate 

as well as the areas covered in the interview are determined on the basis 

of an analysis of the job description and other salient information given 

by the client organisation. The tests included in the battery will 

obviously vary, but usually include, at matric level, at least a 

biographical questionnaire, tests of reasoning ability, tests of verbal 

abilities, tests of specific aptitudes and abilities as well as one or 

several personality tests. 

Feedback is not usually given to the candidate on his test results. A 

selection report is sent to the client organisation within two weeks after 

the assessment. It contains information and the interviewer's comments 

on the candidate's test results, education, work experience, personality, 

motivation, aspirations and finally a recommendation regarding his 

suitability for the position under consideration. 
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l.4 Client centered vocational counselling 

The aim of this procedure is to aid the client in making a satisfactory 
career choice. As stated by Visser: "An attempt is made to provide 
clients whether they are at the point of entry into the labour market 
or at some crossroad in their working lives, with information about 
themselves and about particular study or work environmentso By learning 
to recognise and accept the limitations, assets, motivation, personality 
characteristics and attitudes - especially to work and careers - clients 
... �r�helped to develop the insight necessary to solve or at least 
alleviate their occupational difficulties. An evaluation is made of the 
client's potential and vocational maturity ... and guidelines and possible 
solutions or alternatives are ... fpresented

°

'l. The service at the NIPR 
=-- ,,.J 

is essentially a one-stop procedure. r'in this respect counselling services 
If-.. 

at educational institutions are in the advantageous position of developing 
an ongoing relationship with clientiJ. All clients are, however, invited 

iby the NIPRlto return should they require more information or further 
discussion" (1977, p.8). 

When the client has made an appointment, he is sent information about the 
aims of and procedure for vocational counselling. He is requested td 
complete a biographical questionnaire and to submit this to the Institute 
on the date of testing. 

The tests of special aptitudes included in the battery are determined on 
the basis of the client's measured interestso The battery will usually 
also include tests of verbal and non-verbal reasoning, tests of language 
abilities, personality tests and interest questionnaireso The areas 
covered in the interview will depend on the client's unique pattern of 
aptitudes, abilities, interests, vocational needs and present financial, 
employment and domestic situation. 

Feedback is given to the client on all his test results. A report is sent 
to the client within two weeks of the assessment. It includes information 
as well as comments and suggestions on the areas discussed above. 
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2. THE NATURE OF  VOCATIONAL COUNSELLING WITHIN THE 
ORGANISATIONAL CONTEXT 

2.1 The aim of vocational counselling within the organisational 
context 

The aim of vocational counselling initiated by an organisation for an 
employee, is to link th.e manpower utilization needs of the organisation 
to the career needs of the particular employee. 

Many of the requests for counselling employees by organisations can be 
dealt with successfully within the framework of existing services at the 
Institute. The objective of and procedure for internal selection need 
not differ markedly from that of the selection of candidates who wish 
to join the organisation. The difference would mainly be that information 
would be available on the candidate 1 s standard of work performance in his 
present position. 

An organisation that would be prepared to sponsor an employee who is 
experiencing occupational difficulties or personal problems in seeking 
vocational guidance (or any other professional service) at the Institute 
would be welcome to do soo The organisation would normally not receive 
any feedback on such an assessment and interview, but might well benefit 
from this service indirectly, in that the employee could be helped in 
resolving or alleviating personal or occupational difficulties that 
usually have an adverse effect on his work performance. 

The selection interviewers and counsellors at the Institute explored how 
the requests for a new and different kind of vocational counselling could 
be best satisfied in a professional and an ethically accep�ble way. An 
experimental procedure for such a counselling service was introduced in 
September 1978. An information sheet and questionnaires pertaining to 
both the organisation and the employee were drawn up and the format for 
the counsellor's report was finalized (See Appendices 1, 2, 3 and 4). 
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2.2 The scope of NIPR's vocational counselling within the 
organisational context 

The main objectives for the NIPR's vocational counselling within the 
organisational context are: 

(a) to assist the organisation by increasing their knowledge of 
their employees' special aptitudes and abilities, as well as 
the employees' major fields of interest and vocational needs, 

(b) to assist the employee in clarifying vocational needs, aspirations 
and career goals, to give him increased self-knowledge and self� 
insight through feedback on, and discussion of, his test results 
and profile of measured interests. 

Vocational counselling of this kind can only be carried out in collaboration 
with a well-functioning personnel department. Neither the organisation 
nor the personnel department need be large, but there must be satisfactory 
policies and procedures for recruitment and selection, induction and 
training, performance appraisal and a personnel record system. The personnel 
record system should contain information on the employee 1 s work experience, 
education and special skills. The information assessed through vocational 
counselling is useless to the organisation if it cannot be related to the 
organisation's specific plans for manpower utilization and development. 

Problems related to the non-existence or inadequacy of certain personnel 
functions cannot be solve� by counselling the employees. The Institute 
or other outside professional consultants cannot 11deal 11 with employees 
who are considered by their organisations as 1

1being 11 problems. 
Organisations on the other hand might experience problems with employees 
that are placed in the wrong position, lack adequate training and 
experience to carry out their jobs, or are demotivated for some other 
reasons. A psychologist can in such a case assist an organisation by 
assessing the employee's intellectual abilities for purposes of counselling 
or selection, but she cannot make management decisions for an organisation 
as regards transfers, promotions or disengagements. 

The Institute does not object to g1v1ng vocational counselling sponsored 
by the organisation to an employee as part of a "golden handshake", 
after the disengagement has taken place. It does object to counselling 



an employee when the organisation is contemplating disengagement, but has 
not yet informed the employee of this possibility, especially where the 
counselling appears to be assisting management in effecting the dis
engagement. 

The scope for vocational counselling within the organisational context 
does not include remedial counselling or psychotherapy. Alcoholism, 
drug abuse, depression, marriage or family problems cannot be dealt with 
in this context. Counsellors may, however, assist the counsellee in 
identifying such problems and motivate the counsellee for treatment by a 
doctor, clinical psychologist or counsellor working in the field of 
marriage guidance. 

It can be argued that there are both advantages and disadvantages in 
bringing in a counsellor to give vocational counselling to the employees 
of an organisation. One important disadvantage is that however well the 
counsellor gets to know the organisation's structure and functions, she 
can never be fully aware of the organisational climate or internal politics. 
The foremost advantage is her unbiased and unprejudiced relationship to 
both employer and employee. 

2.3 Career development and personal development 

A person's career development and personal development have to be seen as 
parts of an integrated whole. The career stage reached by a counsellee 
must therefore be related to the life-stage he is in. If not, the 
counsellor cannot assist in alleviating conflicts that might arise 
between career and personal development, nor can he or she fully assist 
the counsellee in clarifying present vocational needs or motivationo 

The conflict between career and personal life is particularly apparent 
among professional women. A research study on working women in the 
professional sphere is presently being carried out by the Institute. 
Reports on this subject can be expected during 1980 (van Rooyen). 

A longitudinal study on the career adjustment and needs of aging research 
workers of both sexes is also being carried out (Skawran). 
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2.4 Midcareer counselling 

An employee who appears to make no progress in his job and whose work 
performance tends to decline, may be experiencing a midcareer crisis. 
The employee facing such a crisis may be helped through counselling 
to verbalise his feelings of dissatisfaction and to clarify in what 
way his vocational and personal needs have changed since his initial 
entry into the career. 

Raubenheimer (1979) has carried out case studies and follow-up research 
on midcareer counselling cases seen by the Institute. 

2.5 Counselling of managers 

Changes in a career can take place through moving to a job in another 
company, or through movfng on to something else in the same company. 
When a professional worker is unexpectedly transferred to a managerial 
position he may experience a crisis in his career c From a task or 
production orientated job he must change his orientation to the manage

ment of other peo�e, which will invariably make new demands on him. 
The ability to integrate company resources to achieve managerial objectives 
is not acquired overnight. The changes that the trainee manager has to 
make relate to personal aspirations and demand that he acquires insight 
into his weaknesses and special skills, learns to live with a certain 
degree of ambiguity and is able to maintain a sufficient confidence level 
to function effectivelyo 

The feasibility of developing tailor-made training courses, to facilitate 
the entry of professional workers into managerial positions has been 
exp 1 ored by Segil ( report in press) o 

3. WORKSHOP ON COUNSELLING IN THE ORGANISATIONAL CONTEXT 

3.1 An outline of the workshop 

A discussion orientated workshop, on vocational counselling within the 
organisational context, was held at a symposium on vocational counselling 
and career development convened by the Institute at the CS IR Conference 
Centre in Pretoria (Latti, 1978). 
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The NIPR's policies and procedures for this kind of counselling were 
presented to the participants. A number of aspects relating to these 
policies and procedures were discussed o 

The size of the workshop group was limited to 45, so as to give all the 
participants the opportunity of joining in the discussion if they so 
wished. 

Some participants stated that they would have preferred more examples 
of practical application (Latti, 1978), but most of them did, however, 
show a great deal of enthusiasm and willingness to put forward opinions 
in the discussion. 

3.2 The participants 

The majority of the workshop participants are involved, one way or the 
other, with the development of manpower in South Africa (See Table 1 
be 1 ow). 

TABLE 1 

DISTRIBUTION OF O CCUPATIONS AMONG WORKSHOP PARTICIPANTS N = 34 

Personnel Training 
!l Manpower 
develop

lment 

i Uni vers it- l .,Psycho logi s t,i 
I ies and l counsellor 

1 

co 11 eges I an� I Other 

15 6 1 4 

l gu, dance l 
i officer I 
I I 

! f . ' 
I ; 

6 2 

Some of the participants spoke from the point of view of personnel 
management whereas others, who by nature of their jobs, were mainly 
concerned with the counsellee, stressed the employee's vulnerable position 
when offered counselling within the organisational context. The different 
viewpoints gave rise to a lively and stimulating discussion. 
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3.3 The workshop questionnaire 

A copy of the workshop questionnaire (see Appendix 5) was handed out 
to all the participants after the discussion. It contains the same 
questions that were presented in the workshop and which were handled 
in the form of slide projection during the discussion. The participants 
were requested to summarise their viewpoints in this questionnaire. They 
were told that this would enable the NIPR, in turn, to summarise and 
take into account the views held by the participants of the workshop, and 
to provide appropriate feedback to the participants. The responses to 
the questions discussed in the workship have been categorised and are 
presented in Tables 2· to 9. 

3.3.1 The position of the counsellor 

A counsellor who is on the staff of an organisation has the advantage of 
being well acquainted with the organisational structure and functions as 
well as the relevant organisational climate and internal politics. The 
possible danger inherent in any management-directed counselling programme 
is, however, according to Mi 11 er ( 197 4) 11 that ... �h ii) approach may appear 
to abridge individual freedoms or to create greater dependency�n the 
organisation!. The training of managers might be construed as setting 
up conditions where it would appear that the manager rather than the 
individual is responsible for careers ... This is much less healthy than 
creating the freedom and support for the employee to manage his own 
career" (p. 347). 

The participants were asked if they saw a need within their organisations 
for bringing in a counsellor from outside to test and interview an employee 
within a career planning context, i.e. the planning of a logical sequence 
of training, jobs held, and other work related experiences that will 
enhance the employee's career development. 
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TABLE 2 

ATTITUDES TOWARDS OCCASIONALLY BRING ING IN AN EXTERNAL 
COUNSELLOR : N = 34 

In favour 
of doing 
this oc-
casionally'. 

16 

In favour ofj 
doing this :: 
but with 
certain re
servations 

4 

Not in 
favour of 
doing this 

10 

Undecided 

4 

The majority of the group members thought that there was a need for 
bringing in an external counsellor. Quite a number of respondents prefer 
this function to be carried out by experts within the organisation. Six 
of the ten participants who did not think that there was such a need 
within their organisations, added that the organisation had its own 
facilities for testing and counselling their employeeso 

3. 3.2  The employees' attitudes towards career planning 

The attitude of the employee in an organisation towards career planning 
(in general or systematic efforts of management) will obviously influence 
the usefulness of any outcome of the discussion held between employer and 
employee, or between counsellor and employee regarding his future career. 

The participants in the workshop were asked what they thought the attitude 
of the employees within their organisation would be towards participating 
in a career planning exercise and receiving vocational counselling (see 
Table 3). 
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TABLE 3 

VIEWS ON HOW THE EMPLOYEES WOULD REACT TO AN OFFER OF 
RECEIVING VOCATIONAL COUNSELLING: N = 32 

Would i Attitude 
welcome it/ would de

I pend on 

14 

i way offer 
i presented 
t 

4 

Attitude 1 Attitude 
j would varyl would be 
1 l negative 

6 5 

No need 
for this 

3 

A majority of the participants thought that the employees in their 
organisations would welcome such a service, but it was stressed that 
their attitude would to a very large extent depend on how this would 
be put across by management. 

3. 3. 3 The questionnaire sent to the organisation 

A questionnaire is sent to the organisation by the NIPR (see Appendix 2) 
prior to performing the counselling. The questions pertain to the 
personnel policies and procedures adhered to by the organisation as well 
as to such aspects as the economic sector the organisation belongs to, 
its size and whether there is any qualified psychologist or psycho
technician on the staff. 

The participants were asked whether they thought any of these questions 
could be considered by the organisation as being an intrusion on the 
confidentiality of certain information pertaining to the organisation 
(see Table 4). 
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TABLE 4 

VI EWS ON THE QUESTIONNAI RE SENT TO THE ORGANI SATION N = 32 

Not 
intrusive 

25 

�o
t
nsid�red ! Will de

1
pen

k
dj Some . j 

,n rus 1 ve on out oo , quest, ons ! 
l wi 1 1  not be j 

3 2 

! answered 1 
I ' ; honestly J 
! .! 

I ! 

1 

, 
I ntrusive if ! 
the NI PR is I 
appointed by i 

the employeei 
in the first; 
place 

1 

• l 

Only three of the participants thought that the questions could be considered 
intrusive. The necessity of giving the counsellor background information 
about the organisation was stressed in the discussion. Some participants 
suggested that these questions were comparatively meager in terms of the 
confidential nature of the information requested from the employee. 

3. 3.4 The options for a career outside the organisation 

The options for a career outside the organisation are often discussed by 
the counsellor and the employee in the interview. The counsellor does not 
make any recommendations regarding employment at any particular organisation, 
but aids the employee in exploring the various career fields in which the 
employee's interests might be satisfied, and where he might successfully 
apply his education, experience, skills, abilities and aptitudes. 

The participants were asked whether they thought that the discussion of 
the options for a career outside the organisation (held between counsellor 
and employee) is fair to the organisation (see Table 5). 
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TABLE 5 

VIEWS ON THE FAIRNESS OF THE COUNSELLOR AND EMPLOYEE 
DISCUSSING ALTERNATI VE CAREER OPTIONS OUTSIDE THE 
ORGANISATION : N = 34 

Fair 

17 

Fair if the Depends on 
company purpose of 
agrees interview 

12 2 

Not fair 

3 

---------------------- ---------

The majority of the participants thought that it was fair to the 
organisation if the counsellor also discussed the options for a career 
outside the organisation with the employee. It was, however, stressed 
that the organisation should be informed about this possibility before 
arrangements are made for an interviewc 

3.3. 5 The content of the reports sent to the organisation and 
to the employee 

All information pertaining to a counselling client that has been assessed 
through testing and the counselling interview is always treated with a 
high degree of confidentiality. 

However, if the information yielded by these test results and the 
psychologist's recommendations regarding the counselling client's future 
career are restricted to the client alone, it is not possible for those 
who direct or manage his career within the organisation to use this 
information in his interest in planning his future careerc 

There are various ways in which to achieve a balance between the demands 
of confidentiality and the need for utilizing the information contained 
in the report" The NI PR has chosen to give copies of the same report to 
both the counselling client and the client organisation. In  this way 
the counselling client knows exactly what information has been given to 
the organisation o 
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The participants were asked if they agreed with this policy or if they 
thought the report should differ in some respects (see Table 6). 

TABLE 6 

V IEWS ON WHETHER THE EMPLOYEE AND THE ORGAN ISAT ION SHOULD RECEIVE 
IDENTICAL REPORTS : N = 30 

l Content 6hould be 
l the same 

1 The organisation should! Personal aspects not I 
l decide what information\ related to the job 
I the employee is given I should not be disclosed I 

f ! I in the report 

27 1 2 

Most of the participants thought that the organisation and the employee 
should receive copies of the same report. Some of these respondents 
did not offer their reasons for supporting such an approachc Many 
suggested that the employee should decide on the extent of revelation 
of confidential information. It was further suggested that if certain 
aspects of the interview were not referred to in the report, the em
ployee's needs would be satisfied without the company gaining undue 
insight into aspects of the individual's personal development which are 
not related to his career within the company. 

3.3.6 Access to information contained in the report 

When deciding who within the organisation should have access to the 
information contained in the report it is useful to consider: 

Who is directly concerned with the career development of the employee? 

- Who is able to put this information within its relevant context? 

And last but not least: 

- Who is able to keep this information confidential? 

The participants were asked who they thought should have access to any 
part of this information, in the organisation (see Table 7). 



TABLE 7 

VIEWS ON WHO SHOULD HAVE ACCESS TO THE INFORMATION CONTAINED IN  THE COUNSELLING REPORT 

'. 
i 

I 

N = 32 

iNouone but a 
:representa
\U ve of the 
jpersonne l 
!department 
land the 
!employee 

No one ! Only people Only This is a I Only people Only !The senior I The 
without the I who are certain de- matter of I concerned management lmanager re- I supervisor 
employee's ( fully tails should agreement I with the !responsible ! 

! 

permission l trained in be passed on between the ! employee's ,for making j 
l the inter- to the partners 1 career "1·cteci s i ans I I pretation supervisor before the I planning and the 1 j of such at the dis- exercise is 1 'supervisor ! '1• i �forma- cret ion of carried out I should be I t1on the person 11: given l 
; responsible relevant : 

I 

in the 

.�! 
. 

!information 'j
i 

personnel . . 
.1 a 

departmen� j I 
l 

. ' ! 

6 1 3 10 2 

! I i 

I I 

I . 
3 11 1 . I 4 2 

I-' 
u, 
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The views varied as regards who should have access to the information 
contained in the report. The diversity of suggestions for how to cope 
with this particular question suggests that there is indeed a fine 
balance between the possible use and misuse of information when a copy 
of the report is given to the organisation. If the information is kept 
completely confidential the usefulness of the entire exercise will be 
limited to gained self-insight by the employee. It stands to 
reason that some information regarding the employee' s aptitudes, 
abilities and measured interests must at least be given by the personnel 
department to those in management position who take the final decisions 
on placements and transfers. Otherwise the employee's legitimate 
expectations. that his particular interests and abilities should be taken 
into account when deciding on his future career within the organisation, 
will be frustrated. 

3.3.7 The joint discussion 

The option for a joint discussion between the counsellor, the counselling 
client, a representative of the personnel department and the employee's 
immediate superior, taking place after copies of the report has been 
received, is outlined in the information sheet given to the counselling 
client and the client organisation prior to the psychological assessment 
(the psychological testing and interview) (see Appendix 1). 

This joint discussion serves a dual purpose: 

(a) The counsellor is given the opportun ity of clarifying any of 
the interpretations or recommendations contained in the report 
that might prove unclear or ambiguous to the counselling client 
or client organisation. 

(b) There are indications that those organisations who intend using 
the information contained in the report for other purposes than 
career planning, tend to hesitate in confirming the appointment 
for the psychological assessment, when faced ·with the prospect 
of participating in a joint discussion with the employee and 
the counsellor. 

The participants were asked if they thought such a joint discussion would 
be useful (Table 8). 



TABLE 8 

VIEWS ON THE USEFULNESS OF THE JOINT DISCUSSION BETWEEN EMPLOYEE, COUNSELLOR, A PERSONNEL OFFICER AND 
THE EMPLOYEE'S IMMEDIATE SUPERIOR : N = 34 
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!supervisor 
G 
I 
! 

I 6 

i���nsellor I 
I I 

I I 
I i 
I I 

5 I 
! 

1 

I 

I 4 ! 

of the 
.employee is 
entirely 
between him 
and his 
I emp 1 oyer 
l 
I 
I 

1 

1
supervisor 
should be 

I excluded 

l 
I 
! 

I 
' 1 : 1 

...... 
-....J 



18. 

The majority of the participants were in favour of such a discussiono 
Some expressed the view that the feasibility of such a discussion would 
depend on the organisational climate as well as on the specific situation 
at hand. It was suggested by some that higher level management (who 
usually make decisions regarding the employee 1 s future career development) 
should also be included. Whether the supervisor should be included or 
not would depend on his competence in managing people. It was stressed 
that such a discussion would need careful handling and demand a high 
degree of professionalism from the counsellor. 

3.3. 8 Avoiding misuse of the report 

All managers, be they general managers or personnel managers, do not have 
a thorough understanding of the purposes and the limitations of 
psychological testing and vocational counselling. The responsibility 
for ensuring that the contents of the counselling report given to the 
organisation is not misused must therefore lie with the counsellor. 

The participants were asked how they thought misuse of the report could 
best be avoided (see Table 9). 



TABLE 9 

SUGGESTIONS AS TO HOW MISUSE OF THE COUNSELLING REPORT CAN BE AVOI DED: N = 25 
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Many of the participants stressed the importance of clarifying the 
purpose of the testing and the counselling interview beforehand. Some 
stressed the importance of following the whole procedure through to 
the joint discussion ( see ,.3.7). One participant suggested that a 
written release from the employee should be made necessary before 
anyone within the company could have access to the report. Other 
suggestions included setting performance standards to be met by the 
employee by a certain date, in the case of a poor performer . The idea 
was that an employee could thus not be fired for achieving badly on 
aptitude tests, only for poor work performance . I t  was not made quite 
clear who was to set these standards although it appears obvious that 
management would set them and might negotiate with the employee if it 
so chooses. Some parti cipants felt that the counsellor cannot stop 
the company from firing an employee and that it was in fact the company's 
privilege to do so, just as it is the employee's privilege to leave the 
company if he so wishes. 

4 .  CONCLUSIONS AND IMPLICATIONS FOR FUTURE RESEARCH 

4 .1. Conclusions 

Taking into consideration the smaller organisations in particular, with 
regard to their inability to carry the costs of employing a psychologist 
on a full-time basis, as well as the advantages of bringing in a 
counsellor from outside the organisation in general, it is envi saged that 
the requests for the NIPR and other professional consultants to undertake 
counselling for organisations on an ad hoc basis will continue . 

A counsellor undertaking such a task needs to have a fairly broad 
experience within the field of industrial psychoi ogy or personnel 
management. He or she should also be prepared to handle a multitude 
of different kinds of counselling cases and be able to lead the joint 
discussion, referred to in this report, effectively. 

The co-operation between counsellor and personnel management is essential 
to ensure that the information obtained through the psychological 
assessment is not misused, and that satisfactory follow-up and application 
of results occurs. 
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4 .2 Implications for future research 

The findings emerging from research carried out on client-centered 
counselling for various groups experiencing occupational difficulties 
can also be interpreted within the organisational context. It is 
therefore suggested that future research in this field should not concern 
itself unduly with the technicalities of counselling various groups, but 
should rather focus on exploring how the relationship between employer 
and employee can be improved to enhance a better understanding of each 
other's needs and to increase the compatibility of organisatdonal and 
vocational goals. 

The Institute will continue to offer vocational counselling services to 
organisations that request this, given that they fulfil the requirements 
as outlined in this report. The counselling clients' files, containing 
their test results, the counselling report as well as the notes taken 
by the counsellor during the joint discussion, will be kept by the NIPR . 
Follow-up research on these cases will be carried out when a suff icient 
number have been collected . This research will concentrate in itially on 
satisfying both employer and employee regarding the benefits of such a 
service o 
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APPENDIX 1 

P O  Box 10319, Johannesburg, 2000 South Africa • Telex 3-360 SA Telegram, Navorapers Tef. (01 1 )  39-,,iM51 

VOCAT IONAL COUNSELL I NG W I THI N AN ORGAN I ZATI ONAL CONTEXT 

THE OBJECT I VE 

The primary objecti ve of the career plann i ng exerci se i s  to li nk the needs of 
the employee for career development and personal growth wi th the company ' s  
( or organi zati on ' s) need for best manpower util i zat ion . Thi s  can be partly 
achi eved by means of establi shi ng the level of qual i fi cati on and employment 
at which the employee i s  most li kely to succeed and to fi nd sati sfacti on i n  
tenns of hi s/her cogni t i ve strengths and weaknesses , i nterest pattern , 
personali ty ,  moti vation , level of aspi rati on and vocati onal needs . 

THE REPORT 

A wri tten report i s  submitted to the employee as well as to the company after 
the psychologi cal assessment at the N IPR . Thi s report contains a surrmary of 
test results , an i nterest profile ,  and cor1111ents and suggestions relating to 
the cl i ent ' s  career based on the biographical i nformati on , test results and 
hi s/her relati onshi p to academi c  achi evements , work experience and lei sure 
acti vi t ies as well as personali ty ,  moti vati on and level of aspi ration. 
Reference i s  made to tra i n i ng and study courses which seem to be most relevant 
to the employee ' s  future development and growth . 

However ,  i t must be stressed that the N IPR does not make any deci sions for the 
employee or for the company . The plans for the future career development of 
the employee should be worked by hi m/her i n  conjunction wi th a representati ve 
of the personnel department and hi s/her il'111ledi ate superi or .  

PROCEDURE 

Pri or to the psychologi cal assessment at the N IPR, the company i s  requested to 
fi ll i n  and subm it  a questi onnai re pertai n i ng to the organ i zati on as well as 
to the empl oyee concerned . 

Please address correspondence to the o;rector, National Institute for Personnel Research 
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The employee i s  requested to fi ll i n  a bi ographi cal fonn and to send thi s 
fonn to the N I PR i n  t i me for i t  to reach the N IPR before the day of test i ng .  

The testi ng may take a full day , from 8 a m  unt i l  4 pm depend i ng on how many 
tests are gi ven ; tea and a hot lunch a re prov i ded.  The personal i ntervi ew 
may take place on the same day , but i s  often held on the next day or some 
other t i me to su i t  both the employee and counsellor . The report follows two 
or three weeks after the i ntervi ew .  

The counsellor ' s  parti ci pati on i n  a jo i nt 60- 90 mi nute d i scussi on between the 
emp 1 oyee , a representat i ve· ·of the company ' s  personne 1 department and the 
employee ' s  illlTiedi a te superior i s  i ncluded i n  the fee . The venue for thi s 
joi nt di scussi on w ill depend on the location of the company . 

People whose home language i s  ne i ther Engl i sh nor Afri kaans ,  and who are not 
fa i rly profi c i ent i n  one of these languages , w ill experi ence di fficulty wi th 
the tests and i naccurate results can be expected. 

FEES AND BOOKI NGS 

Bookings ( Telephone the N IPR , Johannesburg ,  39-445 1 ) should be made approxi ma tely 
a month i n  advance , to allow t i me for the exchange of i nformation ,  and the fee 
of R60 , 00 should reach the Institute before the testing date . Cheques and 
postal orders should be crossed and made payable to the Nati onal Insti tute for 
Personnel Research . Correspondence should be addressed to the Di rector . 

The Inst i tute i s  situated on the corner of Empi re Road and Jan Smuts Avenue , 
north of the Wi twatersrand Uni versi ty playi ng fi elds . 

Cl i ents should wa i t  i n  the recepti on area on the fi rst floor.  

Please do not hesi tate to contact one of the counsellors in  the Personnel Selecti on 
and Vocat ional Gu i dance D i vi si on should you have any queri es regardi ng the a i m  
of or the procedure for the career planni ng exerci se .  
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N A T I ON A L  IN ST I T U T E 

APPENDIX 2 

F OR P ER SONN E L  R E S E AR C H  

QUEST I ONNAIRE FOR COMPANIE S  AND ORGANISATIONS 
R EQUESTING PSYCHOLOGICAL ASSESSMENT OF THEIR 

EMPLOYEE ($) IN A CAREER PLANNING CONT EXT . 

1 .  Name of  company or o rgan i sation --------- - - --------------- - --- - --- - --

2. To which indust rial sector does  your company or  organisation belong ? 

3 .  Approximately how many employees does the company have ? _ _ _ __ _ _ _ _ _ _ _ _  _ 

4 .  Doe s  your company or  organ i sat i on have a Pe rsonnel Depa rtment ? _ _ _ _ _ 

5. Is the re a (a) Indust rial Psycholog i st 

(b) Psycho technician 
o r  

(c) A staff membe r holdin9 a degree with 
Psychology as a maj o r  subj ect 

on your staff? 

6 . (a ) Are pe rformance appraisals carried out on a regular  basis 
in  your company ? 

Not at all 

Once a year 

Tw ice a yea r  

r 1ore than tw i ce a yea r 

D 

D 

D 

D 

D 

D 
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6 .  ( b )  Are all your staff appraised on a re9ul ar basis ? 
Yes D 

I f  not p l ease speci fy those who are not - - - - - - - - - - - - - - - - - - - - - - - - - -

7. Please descri be briefly the internal and/or external tra i ni n9 pro9rammes 
carri ed out on a regular basi s i n  your company or organisation. 

8 .  How is the initial select i on and placement of your s taff  carri ed out? 

9 .  Does your company have a structured plan for the utilisation and 
devel opment of manpower ( please elaborate ) ? - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Please s ubmi t  the foll owing informat i on on the employee you wi sh t o  be 
assessed a t  the N I PR : 

1 .  Name 

2 .  Age - - - - - - - - - - - - - �- -- -- -- - - �- - - - - - - - - - - - � - - - - -� - - - -

3 .  Qua l ifi cations - - - - - - -- -- - - -- -- - - - - -- - - - - - - - - - - -- - - -

4 .  Positi on held at present - - -- - - - - - - - - - - - - - - - - - - - �- - -

5. Number of years with company _ _ _ _ __ _ _ _ _ _ _ __ _ _ _ _ __ ___ _ 
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6. Please li s �  chronolo0 i cally the jobs t hat the employee has held w i th the 

company , p l ac i n� the pre sent  posi t i on l as t . 

J ob T i t l e  Length of Serv i ce 

From To 

7 .  Pl ease elaborate on any plans your company or organ i sat i on mi �ht  have 

for the employee concerned , reqardi ng wh i ch pos i t i on he or she can be 

offered 

( i ) Irmtedi ately _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ 

( i i ) After an adequate peri od of t ra i n i ng or exper i ence ( please be 

speci f i c ) - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

( i i i )  I n  the future ( eg .  i n  a h i 0her leve l o r  mana�eri al pos i t i on )  

- - - - - - - - - - - - - - - - - -- -- -- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
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P 1 ea se  s ubm i t c op i es o f  the f o 1 1  ow i ng documen b tonether  w i t h  t h i s 

q ues t i onn a i re to the  N I PR :  

{ a ) The j ob des c r i pt i on for  the pos i t i on p resen t l y  he l d  by the  emp l oyee . 

{ b } Job descr i pt i on for the  pos i t i on to wh i c h the employee can be 

t rans ferred or promoted , now or  i n  the  future . 

{ c ) Those  pa rts of  your organ i s at i onal cha rt that  perta i n  to the j ob 

descr i pt i on. 

{ d ) A s ulllTlary of any s t ren9ths  or  weakne s s es eme r0 i ng from the  

employees lates t  performance appra i s a l . 

The conte n t of  t he se  above li s ted documents  may be d i s c u s s ed i n  t he  i n te rv i ew 

betwee n  the  counsell or  and the  employee i f  i t  i s  fe l t  t h a t  t h i s  wou l d  be 

helpful i n  clari fy i ng the i s s ues  i n volved . 

ADDRESS: NAT I ONAL INST I TUTE FOR PE RSONNEL  RES EARCH 
P O BOX 10319 
JOHANNESBURr, , 2000. 

For Attent i on : D i v i s i on for Pe rsonnel Select i on and  Vocat i onal Gu i da nce 
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C O U N C I L  F O R  S C I E N T I F I C  A ND I N D U S T R I A L RES EA RCH 

N A T I O N A L  I N S T I T U T E  F O R  P E R S O N N E L  R E S E A R C H  

SURNAME 

F I RST NAMES 

DATE OF B I RTH 

HOME LANGUAGE 

NA T I  ONAL I TY 

MARITAL STATUS 

TELEPHONE NO 

HOME ADDRESS 

REL I G I OUS AFF I L I AT ION 

LANGUAGE : 

Language 

Engli sh 

Afri kaans 

Other ( speci fy )  

B I OGRAPH I CAL I NVENTORY 

( Career Counselling ) 

- - - - -- - - - - - - -- - -- - - - - - - � - - -- - - - - - - - - - --� - - - - - - - - - -
- - � - - - - - - - - - - - - - - - - - - - - - -� - - - - - - - - - - - - - - - - - - - - -- - -
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- ------ - - - - - - - -
�-- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - -- - - - -

Home _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  Bus i nes s - - - - - - - - - - - - - - - - - - - - -

I n  the table below indica te your proficiency as  

1 .  Good 2 .  Average 3. Below a verage 

Read i ng Writing Speaking 

I f  you ha ve ever done any apti tude or personnel sel ect i on tests  before , 

gi ve da te , place and reason for test i ng 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - ·� - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - - - -
- - � - - - - - - - - - - - - - - - - - - � - - - - - - - - - - - - - - - � - - - - - - - - - - - - � � - - - - - - - - - - - - - - - - - - - -

CONFIDEN TIA L Th i s  fo rm m u s t n o t b q  s ho w n  t o  u n a u t h o ri s e d  

p e rs o n a ,  o r  u s e d  e xcep t w i t h  t he p e rm i s s i o n  

o f  t h e Na t i o n a l I n s t i t u t e  fo r Pe r s o n n e l Re s e a c h  
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EDUCAT I ON AND TRA I NI NG 

1 .  I n  the table below f i l l  i n  the names  of  all  the schoo l s you have a ttended 

2. 

3. 

Name of school Town or  Date (year )  Standa rd Language 
d i s tr i c t  F rom To 

pa s sed med i um 

How d i d you l i ke your  schoo l i ng? 

Wh i ch subject  did you l i ke mos t ?  

- - - � - - - - - - - - - - - �� - - - - - - � - - - - � � - - � - � - · - - -

Why? - - - - - - - - - - - - - - - - - - - - · - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - -

4. Wh i ch subject  d i d  you l i ke l ea s t ? - - � - - - - - - - - - - - - � - - - � � - · - - -� � - - - - · - - - - - - �  
Why? 

5 .  Were )OU a prefec t ? - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

6 .  

cla s s  capta i n ? 

Wh i ch s tandard ( s )  d i d you fa i l  a t  s chool ? 

Which d i d  you repea t ?  

7 .  I f  you have ma tr i c u l ated , g i ve the fo l l ow i ng i nformat i on : 

a )  Da te of  ma tr i cu lat i on _ - -- � - - - - - - - - - - -� - � - - �- - - - - - � - -� � - · -- -- - - - - -
b )  

C )  

Un i vers i ty pa s s  o r  Schoo l Cert i f i cate ( A  o r B s tream ) _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ 

Name of Exam i ning Board ( eg T E D ; N S  C ;  J M B ; etc )  _ _ _ _ _ _ _ _ _ _ _ _ _ _  _ 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - · - - - - - - - - - - - � - - - - - - - - - - - - - - � - - � - - -
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8 .  Please complete the follow i ng table 

Symbol obta i ned i n  end of year examinati on 
Grade 

Std 8 Std 9 Matr1cu1 at1 on or 
Subject (Hi gher 1 a st .exam resu l t 

or F i rst If  F i rst  I f  Fi rst I f  Standard ) attempt repeated attempt repeated attempt rei,eated 

-

' 
I 
! 

--l 

! 

� 
I 
I 
i 

-l 
I 

1 

--i 

l 
! ·--i 

»�---� 

, J  

9. L i st  any other qual i fi cat i ons you have obta i ned ( eg .  speech, mus i c , ballet ) 

- - � - - - - - - - -- - - - - - - � � - - · - - - - - - - - - - - - - - - - - - - - - --- - ·- - - - - - - -- -- - - -- -- - - -- -- ---
- -- ·- - - - - - - - - - - - - - - - -� - · - - - · - - - -- -- - - - - � - - - -- -- - - - - -- - - -- - - - - - - - -- � -- - - � - --
�- - - - - - - � � - - � - - - � - - -- - - - - - - - - � - -� - - - - - - - � - - - � - - - - -- - - - � - - � -- - - - - - - · -- - -- - � -
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10 . If you have completed a degree or diploma fill in the following table 
(Mark part-time or sandwich courses with an asteris k*) : 

Degree or 
Diploma Name of Institution Major Subjects Other Subjects 

11 a) If you are busy with, or if you started but did not complete, a 
degree or diploma course, fill in the following table. (Mark 
part-time or sandwich courses with an asterisk*. ) 

Degree of 
Di ploma 

Name of 
Institution ··1, Year of j Subject and Course! Passedj Fa i 1 ed ! Repeated '. 

. study i : i :· 
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1 1  b )  Descr i be a ny plans you have to i mprove your qual if i cat i on s  

- - - - -- - - -------------- ---- - - - - - � ------ - - - - - - - - - -------- -----------

1 2 .  L i st a ny educati ona l awards (pr i zes ,  bursari e s, schola rsh i ps, etc ) 
you may have won duri ng your hi gh school or post-school academi c  career 

--�-------- -- - --��-------------------- - - -- - - �-� - - - - - - -- - - -- -- - -------
------ -��----�-�-�--------------··-- - - - � - - �� - - - - � - - - - -��--�----- ----· 
--- ------ --- ------ --------- - -- - - - - -- -- - - - - - ----------------- ---------

1 3 .  NATI ONAL SERVICE 

a )  Have you completed your Nat ional Serv i ce? 
b )  O r  a re ypu -serv i ng a t  present? 

I n  e i ther ca se , g i ve 

( Ye s  / No ) 
( Yes / No ) 

dates ( month and yea r )  From _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ ____ to ________ _ _ ______  _ 

un i t· - - - - - --------------------- --------- - - - - - - - - -- - -- - -- - - - - - - - - - - - - -

rank  ----- --------------- ------------ - - - - - � � - � - - ------�-�-- ---- ----- -
capac i ty -- - - - ------------------------ - - - - - - - - - - ------- -- -- - - --------

c )  Are �ou due to do Nati ona l Serv i ce ( Yes  / No ) 

I f  so , when?  (month· and yea r ) - ----- - - - - - - - - - - - - - - - - - � - -- - - - - - - - -- 

i n  what un i t? 

for how l ong ? ( 1 2, 1 8  or 24 months ) · -- - --------- - ---�--------
d }: Are you exempt?_·- - - - - - - - - - --------------- - - - - - - - - --- - - - - -- -----------

On wha t grounds ? _ _ _________________ _____________________ ____________  _ 

e )  Have you appli ed for defennent? · --------- - - - - - - - - - - - - - - - - - - - - - - ------

On  what grounds ? ___ _ __ � - - ---- - - - - ----- - - - - - - - - -- -- - - - - - - - - - - - - - - -----

1 4 .  OCCUPAT I ONAL HI STORY 

a )  What ca reer d i d  you i ntend fol l owi ng when you l eft full -t ime school ? 

---------- - -----��-- - -------- --- --------- --- - - - - - -------�----------
- - � -- - ------- ----- ---------- ·--- ----- ------- -------------� - --------

b )  Wha t a l ternati ve ca reers have youseri ously cons i dered/ a re you st i l l 
ser ious l y  cons i der i ng ? 

�-� - - - - - - � - -------��- - - - - - - - � - - - - - -- - - � -- -- - �---- ---- - - - - - - - --------
----- - - -- ---- ---- - - - - - - - - - - - - - - - - - - - - - - - - - ------- - - --------- --------
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1 4  c )  List chronol ogical l y  the jobs you have hel d  over the l ast 1 0  yea rs ,  
pl acing your present position l ast . 

Job Titl e 

1 5 . HOME BACKGROUND 

Name of firm Length of service Reason for 
From To l eaving 

1 .  I n  the tabl e bel ow , fi l l  in detail s of your pa rents, brothers, si sters 
and yourself.  I f  marri ed, incl ude wi fe/husband and ch ildren . 
Under " Rel ationship" use the fol l owi ng abbreviations : 

F = Father SF = Stepfather w = Wi fe 
M = Mother SM = Stepmother H = Husband 
B = Brother SB = Step Brother C ::; Chi l dren 
s = Sister ss = Step Sister 
X = Yoursel f 

I nd i cate deceased members by D in the "Age" col umn, foll owed by age 
at, and year of, death (eg B 0 (2, 1 963) 
I n  the co l umn headed " Marital Status" indicate whether married, 
sing l e, divorced , etc. 

Rel ati on- Mari ta 1 School Post-school Occupation Presentl y  
ship ( eg . Age status Standard training (eg motor empl oyed as 

M X ) ( eg St X) ( eg NTC I I I ) mechanic ) (eg garage 
propri etor) 
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2 .  Whe re applicable, give your age when 

your parents were divorced 

your father died 

your mother died 

your father remarried 

your mother remarried 

APPENDIX 3 

________ _  years 

_________  years 

_________ years 

_________  years 

_________ years 

3. If you were brought up by someone other than your parents , give detail� . 

16. HEALTH. 

1. If any member of your family (including yourself) is in poor health, 
give details. 

2. What illnesses or operations have caused you to be away from school or 
work for a period of more than a week? 

3. Are there things which do not agree with you e a g o  food, climatic 
conditions, travelling, noise, etc? 

4 .  Have you undergone any unpleasant experience? If so, describe o 
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5. Give details of any accident in which you have been involved . (Inc l ude 
accidents at home, at school, at work, during sport, and traffic 
accidents including those accidents which caused no injury . ) 

6 .  Most people are subject, at times , to minor upsets. In the list below, 
a number of the most common of these upsets is given. In the brackets 
after each complaint, write 

0 - if you never experience it 

1 - if you experience it occasionally 

2 - if you often suffer from it 

Colds 

Stomach pains 

Constipation 

Diarrhoea 

Breathlessness 

Sleeplessness 

Bilious attacks 

Muscular pains 

Motion sickness 

A 1 1  ergi es 

Asthma 

Other (specify) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

) 

( ) 

Hayfever 

Sweating hands 

Fainting 

Dizziness 

Muscular trembling 

Tiredness 

Nightmares 

Headaches 

Migraine 

Nail-biting 

Stuttering 

( ) 

( ) 

( 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 
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17 . LE I S URE . 

1. Do you actively participate in sport? (Yes or No) ----------------

2. Name (a) the games at which you are best 

(b) the games you enjoy most 

3. List any teams that you have played for recently, and any other 
sporting distinctions (medals, cups, prizes, championships, 
team captaincies etc.) . 

4. What have been your hobbies or other spare-time activities? _______  _ 

5 .  How do you spend your free time at present? _________ _ _____________  _ 

6. What else would you like to do if you had the time/facilfties? _____  _ 

7. How much do you read, including books, magazines and newspapers? 
�tate hours per week.) 

8. Give the names of a few books that you have read recently 

1. 

2 .  

3 .  

9. Write down the names of newspapers and magazines which you read 
regularly. 

10. Do/did you belong to any societies or clubs? If you serve (d) on a 
committee, give details. ----------------------------------- .--- . --
- -- ----- -- ----·-.. -- ---- -------- --- -- ---- -- --- - -- -- -- ----- - -- -- ---- -
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18 . CAREER 

1 tlhat career do you bel i eve your father woul d l i ke/have l iked you to fol l ow? 

- - - - - - - - - - - - - - - - - · - - - - - - - - - - - - - - - - - - � - - - - - - - - � - - - - - - � -- - - - - - � - - - - - - - - - - # · -

2 .  What career do you bel i eve your mother woul d l i ke/have l i ked you to fol l ow? 

------ -- - - - - - --- -- - - - --- -- � - � - - � -- �-�- ---�-- --��-- --- - -- -- ----------- ---- -
3 .  l s  there anyth i ng wh i ch mi ght prevent you from enteri ng the career of your 

choi ce? 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - � - - - - - - - � - - - - - - - - - - - - - - - - - - - - - - - - - � � - - -

- - - -- - - - ---· - - - - -- · - - - - - -
-- - - - · - - - - - - - ---- - - -- -- - - -- -- - - - - - - - - -- - - · -- ----------- ---- ------ ------ - - -
- - - - - - - - - - - - - � - - � - - - - - - � - - - - - - - - - - - - - - - - - - - - - - - - - � - - - - - - - - - - - - - - - - - - - · - - · ·  

- -- - ------- - -- ----- - - - - - - - - - - - --- -- - - - - - - -� � � - �- � -- � --�-- - - -- -- -- -- - · - · · � -
S .  Be l ow  are l i sted 1 2  poss i b l e  reasons for choosi ng a career . Enc i rc l e fo r 

each i tem A ,  B or C to i nd i cate how i mportant that i tem woul d be for you 
1 n sel ect i on a part i cu l ar  occupati on. 

A = Very i mportant 
B • Somewhat i mportant 
C • Not i mportant 

1 s hou l d  l i ke to enter a career wh i ch w i l l  
a l l ow  me to use by bes t ab i l i t i es and apt i tudes 

prov i de me wi th the opportun i ty of earn i ng a 
great dea l of money 

permi t me to be or i g i na l and creat i ve 

�, ve me soc i a l  status and p resti ge 

enab l e  me to work w i th 1 deas and theor i es 

a l l ow me to be phys i cal l y  act i ve 

assure me a s tab l e and secure future 

enab l e  me to work w i th peop l e  rather than wi th 
·th i n<1s 

l eave me f r"ee from s upe r'V , s ,  on by others 

g i ve me a chance to exerc i se l eadersh i p  

prov i de me wi th adventure and exc i tement 

g i ve me an opportun i ty to be hel pfu l to others 

A B C 

A 8 C 

A B C 

A B C 

A B C 

A 8 C 

A B C 

A 8 C 

A B C 

A B C 

A B C 

A 8 C 

Now go bac k and rank , n  order of thei r i mportance to you , those 
1 tems wh i ch you have marked ' A '  ( Very, lmportant ) .  Opposi te the 
i tem wh i ch i s  HOST i mportant to you , put the fi gure 1. P l ace a 
2 opposi te the next most i mportant , then a 3 ,  and so on . 
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PRI VATE AND CONF I DENTIAL 

CAREER PLANN I NG REPORT 

Surname : F i rst names : 

Age :  Sex : 

Date of Test i ng :  Referred by : 

Hi ghest quali fi cati on at ti me of testi ng :  

Present Posi t i on / Occupati on :  

This report contai ns a summary of biograph i cal i nformat i on ,  test resul ts, an i nterest 
profi l e ,  and comments and suggesti ons relati ng to the cli ent ' s  career based on 
these resul ts and thei r relati on to academi c ach i evements , work exoeri ences and 
lei sure acti v i ti es ,  as well as personali ty ,  moti vati on and level of aspi rati on. 

An attempt i s  made to establi sh the level of quali fi cati on and employment at 
whi ch success · and sati sfacti on are most li kely to be achi eved . Reference i s  made 
to tra in ing and study courses whi ch seem to be most relevant to the client ' s  
future development and growth. However i t  must be stressed that the N I PR does 
not want to make any dec i si ons for the cli ent or the company/organisati on. The 
plans for the future career development of the cli ent should be worked out by 
hi m/her i n  conjuncti on wi th hi s/her personnel manager and. i nmedi ate supervi sor. 



EDUCATIONAL BACKGROUND 

Schooling: 

Name of Sch ool Subjects taken 

Terti ary Tra i ning: 

Ncme of  Ins t i tute 
and Course Subjects taken 
Taken ( eg. BA , CIS) 

W O R K  EXPE R I E N CE 

Job T i tle Name of firm 

40 . 

Symbol or % 
i n  final year 

Symbol or % 
in final year 

Length of 
From 

APPENDIX 4 

Certificate Date 
obtai ned obtai ned 

Degree, Date Diploma or obtai ned cred i ts 
obtained 

service Reason for leaving To 
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TEST R ESULT� - The test results are compared with those of others with a similar level of education. (See 
Comparison Group, below.) Relevant group is underlined. 
The graph provide1 a guide to the level of education and occupational achievement likely to be attained, 11 well as an 
Indication of relative strengths and weaknesaes. 
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TIST IA1TIIIY 

lt1111tpretadon of T .ca 
Teat 

Metric 

, .. y.., 
Univ. Stud. 

Std 8-9 
Matrlculation (Whltlt/8 lack) 
ht  Yur Univ. Studenta !White) 
�--�·�··'� . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. . .  . 

Sid 7-9 
Metric 

8ledl tat Yur Unlwtalty Students 

INTERMEDIATE lb thoN wllh 9- 1 1  yeal'I of education) 
HIGH LEVEL lfor dlON wtth 12 yun of education o, men) 

The tnt measures 
ability to draw logical conclusions from non-verbal data (Not related to formal IChoollng) 
ablllty to apply previously gained knowledge to new situations (General Intelligence) 
ability to deal effectively with problems Involving arithmetical reaaoning (Not mathematical abll tty) 
ability to do routine numerical calculations 
verbal skills 

ablllty to apply knowledge of general physical and mechanical principles to problems of a practical nature 
ability to recognise visual-spatial relations 
speed and accuracy In a routine task 

COMMENTS ON TEST RESULTS 

Cort111ents on how the c l i ent has app l i ed h i mse l f i n  the past i n  tenns of  h i s  
apt it udes and ab i l i t i es .  

,_ 
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42 

40 

38 
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32 
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I NTEREST PROf l·LE (Kuder Preference Record) 
Thia Interest profile is baaed on a questionnaire, and measures preferences for various types of aclttvttea. The higher the 
measured Interest, the greate: the likeffhood that a career in this field will prove satisfying. However. the realism of the 
lnt.,..at should be examined - It may be relevant to recreation rather than to a career choice. Thia ia parttcularty true of 
the outdoor, artistic, musical and literary categories. 
Remember that this represents the pattern at the moment and that lntereata change. 
NB It la Important not to confuse lntereat with ability� ...... """'· 
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FIELD 

OUTdoor 
MEChenlcel 
COMputetlonal 
SCI� 
PERSuniw 
AESTHetlc 
UTerary 
MUSical 
SOClel SERVlce 
ClfRk:al 

Occupations which involve 

working outdoors with plants and animals. sporting activities etc. 
ualng tools. machinery. equipment 
working with flgurH 
dlecoverlng new facts: solving probloms 
mHtlng and dealing with people;  managing or organising; promoting projects; -,1mg 
b•lng creative: designing; dacoratlng 
readln1,1. writing. deeling with wordt 
playing or listening to music 
woridng with people in a helpful or supportive capacity 
doing routine office work requir ing precision and accuracy 

INTEREST PROFILE - Rothwel l -M i l ler I nterest B lank -
Thia profile is based on an interest inventory which measures preferences for various types of occupation. The higher the 
measured interest, the greater the likelihood that a career in this field wil l prove satisfying. However, the realiam of the 
Interest should be examined - it may be relevant to recreation rather than to a career choice. This la particularly true of 
the putdoor, aesthetic, musical and literary categories. 
Remember that this represents the pattern at the · moment and that interests change. 
NB ft la Important not to confuse interest with ability. 
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working outdoors with plantl and animals, ,porting activities etc. 
using tools. machinery. equipment 
working with figures 
discovering new facts:"'IOlvlng problems 
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doing routille office wort.; requiring precision and accuracy 
doing taau requiring manual Skill but little theoretical knowledge 
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COMMENTS ON INTEREST PATTERN 

Comments on i nterest pattern and the career f i elds i n  wh i ch he/she i s  mo s t  

li kely to f ind sat i sfact i on. 

PERSONALI TY 

Comments regardi ng personali ty, trai ts relevant to i nterpersonal rel at i onsh i ps ,  

general adjustment, level of aspi rati on and mot i vat i on. 

RECOMMENDATIONS 

Comments on the cli ent ' s  s ui tabi li ty for the career fi eld and level of 

qual i fi cat i on cons i dered at present or for the future i n  terms of h i s  or her : 

educati onal background, work experi ence, test results, level of appl i cat i on 

ach i eved, i nteres t pattern, personali ty trai ts  relevant to i nterpersonal 

re l at i ons h i ps, 0eneral adj ustment, l evel of aspi rat i on and mot i vat i on .  

A f i rs t choi ce, second choi ce, alternat i ves, i n-company or ex-company a re 

di scussed . 

COUNSELLORS SI GNATURE . 
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WORKSHOP QUESTIONNAIRE 

P l ease try to answer a l l the quest i ons put to you in this quest i onnaire o 

Do not answer mere ly  with a 1 1Yes 1 1  or with a 1
1No 1 1  but give your reasons .  

It is not necessary for you to give us a l l the information requested 

bel ow (though this wou l d  be highl y  appreciated !), but p l ease indicate 

the size of your organisation in terms of number of employees and to 

which sector of industry your company be l ongs o 

Your name 

Your designation --------------------------------------------

Number of emp l oyees in your company 

Industrial sector to which your 
company be l ongs 

1. Do you see a need in your company for occasional l y bringing 

a consu l tant from outside the company to test and interview 

an emp l oyee within a career-p lanning context? 
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2 .  What do you think the attitude towards participating in such a 

career planning exercise would be among the employees in your company? 

3 .  Do you think that any of the questions in the questionnaire that 

is sent to the company could be considered as an intrusion? 

4 .  The options for a career outside the company are also often 

d i scu s s ed w i th the empl oyee in the interv i ew .  Do you th i nk 

this is  fair to the company? 
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5(a). Do you think the company and the employee should receive 

copies of the same report or should these reports di ffer 

in some respect? How? 

5 (b). Who shou ld  have access to the information (or any part of the 

information) contained in the report apart from a representati ve 

of the personnel department and the employee? 

6. Do you think a joint discussion regarding the future career 

development of the emp l oyee, between the employee concerned, 

a representative of the personnel department, the emp l oyee ' s  

immediate superior and the counsellor after the psycholog ica l  

assessment would be a useful exercise? 



i ' 

7. 

-._ - , . l 

/ 
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How do you suggest that the counsellor can avoi d that her 
assessment and report be used for any other purposes than 
they are i ntended eg. as a false reason for fi r i ng the 
employee? 

8 .  Addi ti onal comments regardi ng the method presentl y empl oyed 
by the NIPR when undertaki ng a career planni ng case or on 
the ethi cal or practi cal probl ems i nvolved : 






