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Abstract  
The paper examine the 

concept of guidance 

service, organization 

and administration of 

guidance services in 

schools, Fiscal budget 

for guidance services, 

facilities required for 

guidance services, 

public support for 

guidance services and  

importance of 

budgeting, proper 

accountability, current 

expenditureand debt 

services. Major 

facilities required for 
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INTRODUCTION  

Guidance and 

counselling is an 

essential students 

personal issues that 

should be organized 

for schools, in other 

words, guidance 

should be a 

continuous process 

throughout the school 

career of a student. 

The development and 

management of an 

effective guidance 

programme should 

extend to all levels of 

education. Guidance 

shouldbe viewed as 

an integral part of the 

total educational 

programme 

throughout the social 

life of the students. 

This is because it 

helps them to meet 

their increasing and 

divergent 

developmental needs, 

problems and  
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guidance services and 

physical budget 

include psychological 

tools, career library, 

supporting staff and 

office accommodation 

which without these 

resources guidance 

services will be 

ineffective. The paper 

also discusses 

conclusion, 

recommendation and 

coordinating and 

integrating the 

guidance programmes 

in the school form part 

of the presentation. 

 

oncerns. Guidance and counselling programmes are specialized 

psychological activities which are offered to normal people in order 

to enhance their productive capacity to the subnormal such as, the 

mentally retarded in order to make them self reliant and productive. 

 

THE CONCEPT OF GUIDANCE SERVICE: 

The concept of guidance service has been defined by many scholars in the 

field of guidance and counselling, the variation in the definition depends on 

the time and the view of the proponent, for instance, when guidance was 

new in United States of America, was seen as related to occupation and 

placement for younger ones into jobs based on their abilities Lannap 

(2009). 

However, Denga (1983) in Lannap (2009) defined guidance service as a 

cluster of services that aim at helping a person to understand “self and to 

take appropriate steps in educational, occupational and life planning 

generally”. 

Kolo (1992) defines guidance services as the formalized and organized 

actions taken by the guidance personnel to make guidance operational or 

real to the clients. It is this reason that the guidance programme supports 

mission of pupils, students by assisting each to become a fully functioning 

person that is capable of maintaining healthy social relationship and 

performing as a responsible citizen of the community. 

In this regard, guidance services are said to be the professional services 

given to an individual or group of individuals in order to help them 

understand themselves and their problems so as to make a right choice that 

will help them find solutions to the problems. 

Shetzer and stone (2011) identified various services offered in guidance 

services in the school environment such as; orientation service, appraisal 

c 
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service, counselling service, information service, placement service, 

referral service, followup service and evaluation service. 

 

ORGANIZATION AND ADMINISTRATION OF GUIDANCE SERVICE. 

The concept of organization has been seen in two ways, one as a concept, 

the other way as a process. Organization as a concept refers to an 

institution or functional group while as a process, it means the way in 

which work is arranged and allocated among the member of the 

organization for the achievement of organizational goals (Elaigwu, 2005). 

Administration has been seen by Elaigwu in Johnson (1975) as the area of 

management that is concern with interpretation of policies and translating 

them into effective executive action. Elaigwu in Mbti (1974) defined 

administration as the functionalized system that intends to control, 

supervise, plan and make decision on the various activities of an 

organization on the basis of established authority. Guidance as a 

supportive service in the school setting, its proper and successful provision 

could only be achieved through proper organization and administration, 

which involves various things such as fiscal budget to finance the program, 

physical facilities to accommodate it and support from the public. 

For the school administrator to manage and administer the school 

efficiently and effectively, he or she must provide organizational leadership 

in the school. The administrator is responsible for planning, coordinating, 

supervising and directing the staffs and students, managing school 

buildings and facilities. He must provide conducive environment for 

teaching and learning to be effective. Egbule (2008) 

The school administrator is expected to implement the school curriculum 

in accordance with the laid down rules and regulations, discuss and 

emerging theories and syllabus in education and current development in 

secondary schools with his staff and encouraging resourcefulness in 

teaching methods among his staff. Encourage teachers and students to use 

the available teaching facilities effectively, supervising the instructional 

activities of teachers, establishing methods of evaluation, examination and 

reporting students progress in school. 

 

FISCAL BUDGET FOR GUIDANCE SERVICES: 

No organization can survive and achieve its goals without adequate 

financial resources at its disposal Folayan (2012). Therefore, guidance 
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services as one of the services offered in school environment requires 

finance for its effective and efficient running. Budgeting in guidance 

services refers to the financial plans through which the goals and 

objectives of guidance services are achieved. Budget needs the preparation 

of financial details of every bit of what is involve to run the guidance 

program in the school, therefore, counsellor should be very catious in 

planning the guidance budget so as to avoid running in the organization 

and administration of guidance services in the school. 

 

ACCOUNTABILITY: 

For proper accountability, the expenses in guidance service have certain 

principles and items are employed in planning the guidance budgets which 

according to Sambo (2012) are divided into three categories such as;  

Current expenditure, capital expenditure and debt services. 

Similarly, Udoh and Akpa (2004) saw budgeting as the components of the 

following; 

 

RECURRENT EXPENDITURE: These are expenses on non-consumables 

such as buildings, tables, computers etc. 

IMPREST: This refers to plan for expenditure that may come and need 

urgent attention. 

ALLOCATION: In Fiscal budgeting for guidance service, counsellors should 

always find a way of allocating money to each every item of expenditure 

require to run the guidance programme. 

 

FACILITIES REQUIRED FOR GUIDANCE SERVICES: 

Egbule (2013) emphasized that for effective and efficient running of 

guidance services in the school, the following physical facilities are needed; 

1. Office accommodation: Guidance services involve interpersonal 

relationship that requires privacy and confidentiality, therefore, the 

need for befitting office accommodation is very essential. The office 

accommodation should be located in a strategic and a secured place 

that would be free from clients to visit and documented record of the 

client would be safe. The counselling office should be well equipped 

with tables, chairs, files, file cabinet, notice board, suggestion box, 

tape recorders, radio set, and telephone. 
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2. Supporting staff: Supportive staffs that will help the counsellor in 

running errands, sorting clients’ files, booking for interview and 

typing are needed to run an effective guidance service in the school 

which includes messengers, typists, clerical assistants etc. 

3. Career library: This is the store of all the relevant information that 

are related to various occupations, educational opportunities and 

personal social that the counsellor will catalogue for use of students, 

teachers and parents.  

4. Psychological tools: Psychological testing tools are very essential for 

guidance service in the school, they are used for prediction, 

selection, classification, evaluation, diagnosis purposes, therefore, to 

ensure having a successful guidance service, these tools are 

mandatory. 

 

PUBLIC SUPPORT FOR GUIDANCE SERVICES: 

According to Sambo (2013) public support for guidance services involves 

moral and financial support that the guidance service is receiving from the 

stake holders, within and outside school environment, just like parents, 

teachers, counsellors, community leaders, principals and even students 

have various roles to play in the organization and administration of 

guidance service in the school which include the below; 

(1)The Counsellor: 

- Plan and develop the guidance services to suit the needs of the 

clients. 

- Helping the clients to understand themselves, accept their 

condition, develop decision making process and resolve social 

problems. 

- Service as a leader and consultant to guidance service in the 

school. 

- Collect and disseminate information to clients, parents, teachers 

and the community at large. 

- Carryout research and report it for the benefit of the client, 

school and community. 

(2)The Principal: 

- Provide financial support. 

- Introduce the counsellor to the school and the community. 
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- Work in team with the counsellor in organizing and 

administering guidance service in school. 

- Coordinating and integrating the guidance programme into the 

school programmes. 

(3)Teachers: 

- Pick out the students that need the guidance service and refer 

them to the counsellor. 

- Provide students’ records to the counsellor. 

- Take part in the educational, vocational planning and placement 

of students. 

- Provide auxiliary guidance service in as much as they acquire 

training. 

(4)Parents: 

- Provide necessary and relevant information for the organization 

and administration of guidance in the school. 

- Serve as a link between the guidance service committee and 

community. 

- Provide detail information on their wishes and that of the student 

for the intervention of guidance service partner in treating anti-

social behaviour in students. 

- Provide financial support to the guidance services in the school. 

(5)Community: 

- Financial aid from philanthropic organizations and agencies 

(Governmental and Non-Governmental). 

- Provide referral avenues. 

- Provide vacancies for placement. 

- Provide social need support. 

 

IMPORTANCE OF BUDGETING IN SCHOOLS 

Below are some of the importance or benefits of school budgeting 

according to Folaya (2014). 

(1)It brings positive change in status  

(2)Improvement in financial depositions i.e administrative allowance, 

etc. 

(3)It brings respect from all the stake holders i.e the parents, the 

community etc. 

(4)Sense of fulfillment and opportunity to influence decision. 
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(5)The position prepares for a higher position. 

(6)It leads to successes. 

(7)It reduces over expenses and duplication in one sector. 

(8)It leads to accurate and reliable data collection in terms of pupils 

statistics. 

 

Conclusion  

In conclusion, provision of budgetary allocation, fiscal facilities and public 

support is necessary for the smooth running of guidance services in the 

school, therefore, it is paramount to give all the necessary from within and 

outside the school setting so as to achieve the goal of guidance program. 

Also, all efforts put to discharge their responsibilities are likely to be well 

compensated in that teaching and learning environment is likely to 

improve and conducive. 

 

Recommendations 

The following recommendations would be found useful on the importance 

of budgeting, facilities and public support in guidance services among 

secondary school students in Bauchi state. 

1. There is need for up – to – date records are essential for the 

effectiveness of any programme. 

2. Annual appraisal of the school guidance and counselling programme 

will help in identifying its strong aspects as well as its weaknesses. 

3. There is need for coordinating and integrating the guidance 

programmes in the school. 

4. There is need for funds by local, state and federal government to 

support the programme become effective.  

5. There is need for adequate facilities and equipments to keep the 

programme alive in schools. 

6. Financial aid from philanthropic organizations and agencies (NGOs) 
is needed to run the programme. 
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