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workers could not be obtained,

The teachers of the commercial department and the seniors of the
nchool as well as a number of employers of commercial workers as-
sisted in conducting the survey. It is to those firms and institu-
tions who cooperated with me to help make this study possible that I

exhibited by the teachers of the commeroial -w.--ﬂr. an,
the prineipal, and the seniors of Crispus Attuocks High Sohool, I am
doubly appreciative. :

Special acknowledgement is made to those educators whose cor-

respondence contributed much. To Dr, Amos Be Carlile T am indebbted
for his timely assistance and pjuidance throughout this study.
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EDUCATIONAL PROGRAM FOR NEGRO STUDENTS

CHAPTER I

INTRODUCTION TO THE STUDY

The Problem

Rapid changes in business procedures due to new type office equip-
ment, short-cuts in production, keemer competition, recent labor laws,
and the need for greater mcouracy in record keeping, give rise to many
new problems in the content and administration of the commercial ourri-
culum and demands the need for a study of the training and guidance of
commercial students.

The problem with which this study is concermed is to determine the
adequacy in which the commercial educeational program meets these rapid
changes. The problem may be stated in six questions:

(1) What is the nature of the needs of the local employers?

(2) How much training do the employers require of their em=
ployees?

(3) Does the presemt ourriculum provide for these needs?

(4) What are the causes of failure to meet the needs of lo=
ecal employers?

(1)



(5) What phases of commercial education should be
emphasi=ed more?

(6) Should the sochool reorganize its program to
meet these demands?

These guestions ocan be anewered only by a critical enalysis of
the needs of the local smployers and the commercial curriculum,.

Heed for the Study

(1) Investigation has shown that no immediate study hae been
made of the occupaticnal cpportunities in Indianapolis, Indiana for
Negro salee and office workers since 1939 at which time the writer
attempted to make a partial survey. The records of this survey were
destroyed during the change in adainistrators of the school.

(2) The writer also vieited or phone' the Chamber of Ccmmerce,
newspaper offices, and employmsnt agencies to obtein s list of
businesses employing Negro office and seles workers but no such list
was available. Neither was a reliable directory of lNegro businesses
obtainable, therefore, it was necessary to work out an organized
plan for visiting each business to obtain the dasired information.

(3) It is essential to know the demand for certain products
in order to supply these products in the right proportions. Withe
out this knowledge an over-supply or under-supply would be a waste
of time and mcney. The schools must know the kind of training the
high school student needs in order to fit in the available positions
in the community.

(4) The greateet need for this study is to know if there eaist



enough business positions to justify the reorganization of the com=
meroial currioula to meet the demands of the local employers eand the
expenditure of lurge sums of money for business equipment.

(5) Heretofore, the complaints of edministrative executors, and
tax-payers concerning the amount of money spemnt for business subjects,
and the small number of business opportunities compared to the number
of graduates trained for business positions huve never been substantie

ated by proven facts.

The Purpose of the Study

The purpose of this study is to make a critical analysis of the
needs of local employersj to beoome acquainted with the kind of posi-
tions for which the Indisnapolis school should train Negro students;
the iymes of office equipment used; to compare these results with the
present cammercial program in order to determine whether or not this
progran meets the needs of local employers, and to bring about a
closer co=gperation betwewen employers end the schools

Seope of the Study
The study is limited to the businesses and institutions employ-
ing Negro office and sales workers in Indienapolis, Indiana. There
ﬁulymhmmm“pﬁn‘hmn school for Negro
students in this oity, therefore the study of the commereial ourri-
culum is limited to the Crispus Attucks High School because of the
availability of acourate records.
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Sources of Data

The sources of data for this study are as follows:

(1) Personal intsrviews and oonferemces of business
exsoutives, the employers of the State House,
Court Houss, and City Hall employees.

(2) Questiomnaires cnawsrod by smployeos.

(8) Two hundred snd eighteen check lists of occoupa=
tional cholces filled out the 19359=-1940
seniors of Crispus Attuoks School.

(4) Thompson "General Business Practice Test,”
Form A, given to the same group of seniors.

(5) School records of the gradustes and the commer-
ciel currioculumne.

(8) Previous surveys made of oscupational opportue

nities and all available litersature in this
field of study.

The Procedure

The proocedure of collecting these data involved two steps: (1)
The gathering of data obtained by the survey of oceupstional opportu-
nities, testing, and checking the list of ocoupational choloes of
seniors, the oritiecal analysis of this datas (2) The selection of a
suitable criteria for the evaluation of the curriculum,

Survey of Business Opportunitiesi==(a) An intsrview sheet was
prepared for the employer and a questiomnaire card for the employee.
First, & number of recent occupational surveys were reviewed in order
to find e suitable questiomnaire which would give the desired informa-
tlon required in this~“study. The questiommaires reviewed did not suit
this purpose because of the limitation of ocoupational opportunities
due to racial difficulties.
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Finally, the interview shest for the employer was composed of gques=
tions commonly asked on application blanks, together with a partial in-
ventory of office equipment and job requirements. The questiomnaire
card for employees was composed of & few items that commonly appear on
follow=-up questiomnaires sent to the alumi by the schools.

In order that the study might be based on mctual conditions in the
fields of commerce, & personal door=to=door canvass was made and person=
al interviews were solicited. The employee was told that he may omit
his name because of the personal nature of a few questions, but the names
of the business was written on the back of the card for identification.
lany employees refused to fill out cards because of the persomal ques-
tions of ege, salary, and training.

(b) Cheok lists of Ocoupatiomal Choices:==To find out the nature of

the ocoupations the seniors preferred, how many had prepared themselves
or intended toc further their study in the commercial fleld, and the actu-
al experiences of the graduates, & cheok list was prepared and each
senior was asked to cheok the verious items. (See Appendix I)

(c) General Business Practice Testi==Letters, asking for a reliable

test that would cover the gemeral business informstion whieh each grad-
uate should have whether or not he intends to enter the business field,
were sent to the various firms that specialized in tests: The unanimous
answor was "Thompson Test on General Business Practice~Form A." After
e carsful emalysis, this test was seleocted snd administered to all
seniorse. ’

(d) Nelated Literatures=--All recent studies of occupstional surveys

were reviewed and several unpublished theses were secured with the aid
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the librariece. ZLetters were also sent to those who had conduoted the
survoys roviewsd and much valuable informetion wes received.

(2) The Criteriai-=Seventeen oriteria wore selocted by the come
msrcial teacheras of the Crispus Attucks High School from a list of
twenty~-one constructed by Hiss Helen Reymolds, secretary for the Nae
tional Cownoil of Business Eduontion for the purpcese of evaluating tha
business-educstion curriculums The list of seventeen eriteria was
sent to ‘wenty=five educators, who sre specialists in thoe fileld of cdme
moroe, to be checkedwaccording to their opiniom-in the order of their
iqm.s Ecch oriteriom was welghed sccording to the frsquemcy of
its position cheoksd,
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CHAPTER II

KINDS OF BUSINESSES, POSITIONS, AND DUTIES
OF EMPLOYEES DEFINED

Clessification of Businesces

In recent years, thore have been Negro office and sales workers
employed in almost every kind of business and they have held positions
requiring superior ability and skill. For the purpose of this study,
the kinds of businesses are classified under six specific headings ne-
cording to the type of business performed and include only those whioch
employ Negroes.

The kinds of businessesz which will be referred to later in this

disocussion arse:

Professional
Retail
Wholesale
Service
Goverznmental
Manufacturing
Finonoial
Others

Professional inoludes doctors, lawyers, and dentists.

Retail includes food, auto, general merchandise, furniture,
apparel, and other similar groups.
{7)
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Wholesale includes groceries, accessories, and various other types
of businesses who sell on a large scale.

Service inoludes dairy, gas stations, coal, lce, eta.

Governmentel includes all government agenmcies such as olty govern-

ment, board of education, court clerks, Indiana State Employment Eureau,
Pe We Asy Housing Project, Ne Y. A+, oto.

Manufacturing includes various types of businesses that produoe
products for distribution to the retailer.

Financial includes businesses such as banks, insurance companies,
and building end loan companies.

Others inolude those types of businesses where only one or two of
the seme types are mentioned and does not justify placing them under
specific headings.

Positions Held Ey Office and Snles Workers

The twe divisions of business workers with which this study ia
concerned are the office and sules workers. Due to the many phases of
office work, it is necessary to break up these divieions into their
several parts but first, there should be a clear understanding and
meaning of the word "office" snd its purpose. "An office is that part
of an enterprise devoted to the direotion and co=ordination of its
various sotivities. It is characterized by gathering, classification,
and preservation of data of ell sorts; the meking, using, and preser-
vation of all kinds of records; the analysis and utilization of these

data in planning, executing, and determining the results of operation,



lasuing, and preservation of instructions and ordersj and the composi~
tion, oopying, and filing of written messagos."l

The Nature of the Worki~=Modern somveniences, the opportwmity to
meet influential people, and clean gurroundings fownd in most offices
today sot as magnets in drawing those who muat work for a livelihood
to this type of work. Positions in large firms require that a definite
emount of time be piven to & specisl part of the office work end the em=
ployees nrs seldom asked to leave the offise for other duties, while po=
sitioms with small firms require the performance of all clerical duties
and errands. The nature of sales work is that of trevelling in most
cases.

Skilled and Semi-skilled Workerss=-Workers ars divided into two
groups according to the length of time in treining end the kind of train-
ings Skilled workers are those who have specielized in the manipulation

of machines and the performing of certain clericel duties. Semieskilled
workers are those who take ocare of detailed office duties of & business
end whose training requires a shorter length of time to prepars for this
type of works The following list of workers are olassed as skilled worke
ers.

Typiste are those who operate typewriters independent of shorthend
imowledge.

Adding machine operators list and compile figures for tabulation
purposess

Yi111am Henry L.mngn:.;, A Textbook of Office Manspement, MoGrew

Hill. I.ﬂﬂo. Yew tﬂfk‘ 1932, po
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Bookkeeping mashine operstors are thoss who have the fundemental
Imowledge of bookkeeping and the manipwlstion of the adding mschine.

Diotation mechine operators ers those who type from recordings on
waxed cylinders in the place of shorthand distatiom,

Duplicating machine operators are those who have & knowledge of
typing and methods of reproducing a mumber of copies from an original
or stenoll on the Ditto, Mimeograph, end other similar meschines,

Addressing machine operstors are those who address envelopes by
the use of metal plates.

Stenoctypists are those who take dictation by means of = small
maohine which has a keyboard similar to that of a typewriter.

Stenographers are those who take distation bv means of spsoial
types of signs.

Retail seles workers nre thoae who sell merchandise over the
ocounters

Trevelling sales workers are those who solicit orders outside
the office and are assigned to certain territories. These workera gen-
orelly contact firms for orders on a large scale.

Canvass or door=to-door sales workers are those who solicit
orders on a small soale and penerally sell to housswives end families.
Pay is on a commission basis.

Although there are numervus other positioms held by both skilled
and semieskilled workers but for the purpose of this study, the above
lists will suffices



Duties Performed by Office and Sales Workers

These duties of commerce workers vary according to the size and
kind of businesas« A small firm may require an office worker to pere
form a greater variety of duties than a large firm due to the neces=-
sity of eoonomizing or that the business does not require more than
one office or sales workers In contrast to the small firm, the large
firm must have special departments and special workers to concentrate
on a particular part of a particular job.

The work of the typist may vury from that of typing letters or
other material when the amount of typing in that partioular business
does not call for sole concuntration on that particular type of work.
Some of the other duties performed by the typist are the answoring of
the telephone, greeting callers, receiving end sorting incoming mail,
eutting stencils, filing reports, and many other aimilar duties.

The duties of the bookkeeper are not so easy to describe sirce
there are so many branches of thls particular type of position. As
has been stated before, the duties performed depend upon the business.
The duties generally performed by a bookkeeper are ihe recording of
transactions, churges, money on mecounts, cash selss, orders, and ex-
penditures; make up bank deposits; put all in a permanent recordj check
bills payable; write checks to pay bills; send out statements; close
books at the end of the month and make trisl balance; total ledger
every monthj keep stock records.l

'Robert K. Salyers and Frank Ds Petcrsom, Clerical Oscupations,
National Youth Administration for Nentucky, 1957, ps 26«
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The stenographer, in addition to the taking of dietation and
transoribing, may be required to take care of routine office corre-
spondence, cutting stencils, using the mimeograph machine and receive
ing visitors.

The duties of a secretary may be classed under several headings
such as mall, dioctation, transoription, typewriting from notes, tele=-
phone and telegrams, editorisl duties, meeting and handling people,
financial, clerical, and socials. The secretary is a person employed
by another to help him in his correspondence, literary or other work
and act generally for him in a oonfidential capacity.

The general clerk usually performs suoh duties as answering the
telephone, sorting the mail, greeting people, running errands, keep-
ing simple records, operating simple office mmohines, and such typing
as addressing cards and envelopes.

The duties performed by the business office workers just men-
tioned are by no moans complete. A list prepared from a survey made
of secretarial duties and traits of 715 experiemced workers by W. W.
Charters and Isodore Whitley revealed that 871 duties were listed by
the 715 mrkoru-l The nine ranking duties performed by the office
workers worei

Typowriting letters
Answering the telephone
Diotation of letters

4. W. Charters and Isodore Whitley, ‘%iﬁ“ of Sesretarial
Duties and Traits, Williams & Wilkins Co., Ba » s De 7De




Transoription of lotters

Use of telephone (lccal)

Addressing envelopes, paclkages, eto.

Inserting letters

Fold lotters

Order suppliea of various kinds

It ia hoped that ths wariter has made clear the kind of busie

nesses, business positions, and the duties commonly performed by
office and sales workers to such an extent that when used in the
following chapter, theoy will not be confusings Chapter III will be
devoted to the discussion of the needs of the loosl employers as
ovidenced by the information found on the interview sheet for the
employer and questionnaire caurd for the employee.

13



CHAPT:R IIX

ANALYSIS OF THE NEEDS OF LOCAL
EMPLOYERS OF OFFICE AND SALES WCRKERS

Under the stress of the present economic conditions, the school
must do more than simply train students in the so-galled business
skills and upon gradustion, dump them on the alresady enormous heap
of the unemployed. They must shars the responsibility of securing
jobs for those showing ability to do the work by having a first hand
knowledge of the needs of the employers. To do this it is necessary
to have the co-operation as well as the confidence cf the employers
and find out what they expect of the high schocl commercial graduate,
the types of potential positions most in demand, and the subjects most
used in these fields of work.

Proper vocational guldance plays a major part in helping the student
choose an oeccupation. This type of guidance should be administered by
well qualified teachers or counselors who are well acquainted with the
various industries, the risks, compensations, and the training regquired
for each type of position. MacNaughton, president of the First National
Bank of Portland, Oregon, says that "If teachers could give them (Commer-
ecial students) some vocational guidance, and in sddition some knowledge
of what industry has to offer them, what they might expect to earn, and
what the ehances for advancement are, they might be saved some of the

(14)
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heartbrosks and diseppointments thut they will meet when they pet out
into bmi.nau.l It has been shown that mn occasional survey of occupa=-
tional opportunities will be of yreat pguidance value to those whose duty
it is to gulde and train the potential commercial workers. The writer,
feeling the nesd for such a study concerning Negro commereial students,
has attempted such a survey in Indianapolis, Indiana.

The task of eonducting a survey to determine the needs of local eme
ployers is by no means an easy one. There must be full co-operation on
the part of the business men, employees, and the schools It was found,
while conducting this study, that a lmok of co-operation on the part of
many employers and employees made it very difficult to obtain the desired
‘informations The "Monday Lumcheon Club", en organization of business men,
was consulted in order to promote a better understanding of the project
and solioit the aid of the members in appealing to other business men to
co~operate more fully in pranting interviews. In view of the difficul-
tios encountered in this survey, it is hoped that further study will be
made covering important phases of ooccupational needs that have been omitted
at this time.

The Interview Sheet

The interview sheet for the employers contained only items of an
impersonal nature with the exoeption of the salaries paid the employees.
The purpose of thess sheets was to have uniformity in the questions asked

Es Be MaoNaughton, "What does the Business Man Look for in the High

School Commercial Graduate,” The National Business Education erhr%.
Vols V, Nos 1, Baltimore: De 88 Education, s Po 15
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and to facilitate the tadbulation of the answers. The questions were
divided into five groups which eare explained as follows:

Group It==The five items listed in this group are the kind of
business, mmber of employees, sex, salaries paid employees, and the
duties performed by employeess The purpose of this information was
to find out the types and number of businesses that employed Negro
sales and office workers, the compensation for each type of position,
end tie activities in w 1ok these workers were expected to engage.

Group Il:==The second group of questions was for the purpose of
seouring informatiom as to the various requirements for holding cer=
tain types of positions.

Grovp IITt==The third group of questions was for the purpose of
determining the deficiencies {ound in the employees, whether or not
more emphasis should be placed on the development of personal traits,
business skills, or general educations The possibility of promotions
within the business was also asked in this group of questions.

Group IVi==The fourth group was comcerned with the kind of ma=
chines, makes, and the number of each kind most commonly used in busi-
nesses. This was to determine the kind of machine practisce that
should be emphasized end the type of equipment upon which this train=-
ing should be given.

Group Vi==The information desired from this group of questions was
to detormine the most cormon medium through which employers selected

their employees.
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Classificstion of Businesses Visited
As previously stated in Chapter II, firms and instituions were
grouped into classes according to the type of business performed. A
list of this classification, together with the number actually visited
and arranged according to their frenuency, is contained in Table I.

TABLE I. CLASSIFICATICN OF FIRMS AND INSTITUTIONS VISITED
WHO EMPLOY NEGRO OFFICE AND SALES WORKERS

Kind of Business Rumber Visited

Retile Qlalhiig sditoe « B o« 24 37
Professional, & @« & s o o 20
SBervice o+ & & .. . ¢ ¢ L 10
Governmental y willa &l e m 8
Figanplel ¢« & o 4 0 = e @ 2
RGNS o5 44 9 #] ¢ = 2
Manufacturing . . . . . . . 1
ORNPE. 5 & ¢ + & I % 10

Total 90

This table should be read =s Tollows: "Of the total number of
businesses viasited, 37 were retail" etc.

According to the data presented in Table 1, the largest number
of businesses visited were of the retail type, the second largest,
that of the professional type, the third largest number was of the
service type and the fourth largest number, waa that of the govern-

mental type. Only one wholesale business was visited.
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TABLE II, DISTRIBUTION OF FIRMS ACCORDING TO TYPE OF

BUSINESS
Classificetion Units Group Division
Totals Totals
Retail
Food Croup
T UrOeefPe e ® & & 20 20
.Mo . . L] a . B g
1

0o
s

By
Men's Clothing + =«

. Mplepetlesaioms |

Eloctrloal Appliance . 1 2

R o ¢ ) )
%0 Store . L ® 1

Variety . . . . 1 2 37

Professional

Levwr ors . . * . . 8

Flysioians L] . . : |

Dentists o » . . . 5 20 20
Service

Gar Stations . . . ® &

Coal and Ioe % & 8 <

Dairy « 3 . ® . . 1 10 10
Covermental

City Government « 3

Hational Youth Mnlnhtntion 2

Board of Eduoation. . 1

Works Progress Mninhtntim 1

Farm Credit Bureau . « 1 8 8



http:Denti.ta

19

TABLE II. DISTRIBUTION OF FIRMS ACCORDING TO TYPE OF
BUSINESS (CONTINUED)

ot R G s = 2 T . : ;
Classification Tnits Group Division
1 Totals Totals
Wholesale
lebing S\Jppli.l . . . . 2
Bottling Works . . . 2 2
Finaneial
Insurance . . . s . 2 Z 2
Henufasturing
Glove Factory s + + & 1 i 3
Others
Hortioian . . . -~ % 4
Cleaners . o . # i 3
Reor=zation . . % . a 2
Newspaper +» + =+« =« & 1 10 10
Total . . » . . 20 . 80 g0

This table should be read as follows: "Of the businesses visited,
in the retail group, 20 of them were proceries, ete.,”

Under the profeselonsl group; the largest number of professional
types of business visited were lawyers and the seocond largest number
were physiciens.

Out of the ten service t:pes of businsse visited, five of them
were leased gas stations and four of the tsn were privately owned
coal yards.




There were throe city governmental institutions visited whioh
consisted of the State-house, City Hall, end Courte=house. It was
impoasible to sover all depariments in each imstitution eand inter-
turnsd.

Those businosses inoluded under the hoading of "others" were
ingufficient in mumber to olass under speoial division headss Ine
eluded under this heading were morticlans, nswspaper plant, recreso=
tion esiablislments, and cleaners.

Data presented in Table III, the occupational distribution of
Hegro office and sunles employees, shows that the largest group of
business positions are held by sales workers, mainly employed by
the finmneial branch of business; the scoond largest group to hold
business positions are gemeral olerks who are employed by all types
of business employers, and the third largest group held positions ns
general clerks. Those ocoupations listed under "others" inelude
eiroulation olerks, superintendents, and editors in the newspaper
offices Tablo III also shows that only 246 per oent of the 268 worke
ers are secrotaries, 2.2 per omt are typists and 2.2 per cent are
bookkeepers, positions which require training inm *he skill subjects.

The mumber of skilled workers oontacted In this study reprssents
sbout 1/10 of the workers in this fileld. As explained in Chapter I,
the gemeral foeling of employers townrd giving informetion at this
time was not favorables
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TABLE III. OCCUPATIONAL DISTRIBUTION OF MEGRO OFFICE
AND SALES RMPLOYEES

Name of Ocoupations Number of Employees Per Cent

Sales Workers: s« s« 100 37.3%
Sales Clerks +« +« o 80 184 7%
Gemeral Clerk « .+ & s2 11.9%
Menagors s« s+ & 12 4.TH
Stemographer « « & & | 1 4.1%
Assistants «» + =« | 1 4.1%
Ciroulation Clerks .« 8 2.9%
Advertising Clerk . . 7 2.6%
Supervisor .« & o« & | 7 2.6%
Seoretary « o+ o+ T 2.6%
Typist « o o o o | 6 2,2%
Bookkeeper « + s » 6 2.2%
R " 3 TV S 2 1 .8%
Cashier: « o o o 1 4%
Others s o o o | 2,9%

Total « « « 268 1007

This table should be read "Of the 268 office and sales workers 100
or 373 per cent of the total number are sales workers."
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Comparing the data in Table II with similar surveys of white office
and sales workers made in Quiney, Illinn;ll—.lﬁvmn:llll, Inﬁum_..z and
Louisville, mﬁ: the number of firms and institutions co-operating
constitute & reasonable mumber for this study.

The various branches end the units contalned in sach kind of busi-
ness are given under their specifie headings in Teble 11« The largest
numbor of businesses listed under "Retail® was the food groip eonsist-
ing of private and chaln grocery stores.

This group employed a greater mumber of sales and general clerks
than any other type of businesa. It was also found that these workers
were in line for higher promotions than any other type of positions
held by Negr> commereial workers except that of Tnsurance salesmen.
"Promotion to manager" was given as the highest promotion by the retail
business employers while those of the financial branch of business re-
maried there was no linit to promotion. From the information given re-
garding employees of financial firms, the position of superintendent
seemsd to be the highest position obtainable.

The drugstoress were the segond largest mumber of retail type of
business. Seven of the eight drugstores visited were privately owned,

ane,; & chain stors.

- ; -t
Lewis, Rs Toll, Comparison of the liseds of Employers with the
Commercial Educetional Program of Quinoy, Illinois, 1986 (original copy)

2

Spears, Harold, "Making d Job-Survey of the Commmity,™ eriences
in Euild%x_:g a Curriculums UNew York: The Maemillion Company, 1937. ;
Chupter V. b At

3

Sayler, Robert E. end Pattersom, F. D¢ Clerioal Ooccupation. A
study made by N. Y. A. for Fentucky, Division of Fducational Ald.
Louisville, 1937.
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Table IV shows there is a majority of 64 male employees holding
business positions« The female employees out number the male eme
ployees as stenographers, acsistants, secretaries and typists and the
male employees excel in all other types of occupations.

The term "sales workers" msans e sales person working in the
office directly or outside either on commission or salary. This group
constitutes 37.5 per cent of the total number of office and sales
workers contacteds Table IV further shows that the only position
not held by the female worker is that of manager.

TABLE IV, OCCUPATIONAL DISTRIEBUTION OF NEGRO OFFICE AND
SALES EMPLOYEES ACCORDING TO SEX

lale Par Female Per
liams of Onoupations Employees Cent Employees | Cent
Sales Worlkers. . . B 70 42 cax 30 29. 4%
Sales Clerks + « & 35 21.1% 15 14.7%
General Clerks + o« & 24 144.5% g 7.8%
Managers N . . 2 12 Te3% - -
Stenographer « « & ~ - Lozl i s 10.7%
Aogistants « « o+ 3 1.9% 8 T+8%
Circulation Clerks o+ 5 3.0 3 2.9%
Mvartiling Clerks » (] 4 355% | 219%
Supervisor s+ &« & s 4 245% 3 2.9%
Secretary . ° ® a i «TH 6] 548%
Typist ' R B . - - 6 548%
Boom.pﬁr . a . ° 2 1.3% 4 5.8%
Fild Clerks + + & = - - 2 1.9%
Cashier $ 5 & @ - - 1 9%
Othlrl . . ° . . 8 5 .Qg 3 2 - Bﬁ
Total .« . v » 166 100.0% 102 10000%

Table IV should be read: "Of the 288 office and sales workers,
70 or 42,2 per cent of the sales workers are male and 30 or 29.4 per
cent are female."



The question of sularies paid employees appeared too personsl to
be snswoered by the majority of employers. The data gathered from those
snswering this apecific guestion are shewn in Teble V.

TABLE V. SALARIES PALD NEGRO OFFICE AND SALES WORKERS

Monthly
Ocoupations Penge of Selaries
linle Fomale

Typiathet T Ve § - 30=110
Bales Clorks « « & 40- GO 40- 60
Stenographers + .« « - 50-110
Bookkeepers « « 60=100 40=- 60
Secretaries e e 90=100 40=- 80
Sales Workers i 40-160 20=100
General Clerks « « & 60-115 40=-100
Asgistants . o+ & 76-100 24- 08
Menagors « « & » 100=200 -

Table V should be read as follows: "The range of the monthly
salarieos of typlsts is $30.00 to #110 for female workers."”

The data presented im Teble V also shows that mamagers receive
$2P0 per month, the highest selary paid male employses, and that
$110 per month is the highest selary paid to the female workers as
typlsts and stenographers. The mmallest salary peid mele employoes
is $40 monthly, while the smallest monthly selary psid the female
employees as nseistents is {24.



The duty performed by the largest number of workers was "answer-
ing the telephone." Table VI shows that 64 of the 268 employees pere
form this duty« Of the 268 employees 44 must keep rocords, and 35 of
the total sell merchandise. There is also evidence that the secre=
taries perform a greater variet; of duties than any other business em=
ployee but it must not be interpreted to mesn that all seeretaries
perform all duties listed.

If all the duties concermed with typewriting were combined, this
phase of duties performed would closely follow "answoring the tele-
phone" as the duty performed by the next largest mumber of employees.

Typing labels and making out payrolls were the two duties reporte
od by the smallest number of employers. Those workers who type labels
are employed in drugstores and those who make out payrolls are employed
in the manufacturing end reereation firms.

Ordering and delivering merchandise are duties performed by those
employees who work in groceries, and keeping records is porformed by
employees in almost all kinds of businesses represented.

Table VI should be read es follows: "Of the 268 office and sales
employees, 7 secretaries, 3 typists, 17 general clerks, 2 assistants,
1 chief elerk, 16 sales clerks, G stenographers, 3 managers, 1 sales
worker, and 2 cashiers, a total of 64, perform the duty of answering
the telephone," and so on through the table reading from left to right.


http:amployod.in
http:1ro~k.ra

TABLE VI, DUTIEE PFERFORMED PY OFFICE AND SALES WORKERS

Oooupational ITotal
w [V}
Dutios g bm (b PEpE 484 - |8
] Elejle g |e =% b
E w i %' 5 [ &30 G £ i 1I:° i'-’-
4 £ [ P S v B o o
elal.ldlalslelale|e]s
S{B g1 lEE (Ao lE 9|8
o = L (a8} © L3 o = w £
Answer telephons 718 hr|e|2(1]18|8 |83]1]|2|e6s
Keep records 4 |4 |8 |1 ]|~ |=|13]6 |2 |2 |2 |44
3ell merchandise 1l=j10]l1]|~-|=~]18]=]=]2]2]| 35
Oversee businssa S |=|8|=|=]|]=]112|2 |3 |=]|=]26
Hnke out reports SR OETERE iR S|]5|18]|]2]|2] 28
Keep books s |1]-|e]|=]12 Bl 5]1]=]|=1]24
Type letters 7{85|2|=|«{1] =j22]|=-]=]=]24
Order merchandise 2]l =|4]|=-|=|1]14] 5| =] =] =] 24
Feceive people sl 81351313711 12| 2]1] 1] 25
File letters 4l 2]1l]=~-]|=1]1 |9 ]| =] =] =117

Take care of stock = |=| 4] =]=]1]11] =| =] =| =| 16
Dellver morchandise | « | = | 8 | « | = | « | 11| = | - | 2| - | 16
Type legal papers ll 22| «|=]= -l 8| =] =] =] 13
Take dictation ¢l =-|1f{=-]=1]1 | 8] =] =] =] 12

Take oare of cor-

respondence 2l B E; e ) -l 8| =] =] |11
Type inventories S| == 2l X - & | =] =| = 8
Address letters 11313l =]=]|1 - 2| =] =] = 8
Make sut payrollas =111 =]|=1]1 =l 1| =|=11 5

Type labels 1ll1]|2]=|=|-= o = =] =] 1 5
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Seventy of the ninety firms visited gave their opinions on the
phases of educational training that should be emphasized. The total
number of employers, i. e., the seventy who answered this part of the
interview, stated personal traits should be emphasized in preference
to general education and business skillss Since this question is sub-
Jeotive rather than objective, allowance must be made for the disposi-
tion of the persons expressing these opinions.

The data in Table VII also shows that the second phase of educa-
tional training should be in gemeral education and the third, in busi-
ness skillss The largest number of employers chesking the personal
traits were the grocers, with the doctors following as the second
largests The grocers also constitued the largest number of employers
who checked business skills and general education.

The one manufacturing firm, represented in this survey, reported
only business skills should be emphasiseds This is due %o the %ype of
clerical work dome by the bookkeeper and the office machines in use
such as the comptometer and the caloulator.

Table VII should be read as follows: "Of the 90 firms visited,
14 grocers stated that business skills should be emphasized in prepara-
tion for business jobs, 15 groocers stated that persomal traits should
be emphasiszed, and 10 stated that general education should be stressed.”
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TABLE VII. PHASES OF TRAINING THAT SHOULD BE EMPHASIZED
IN PREPARATION FOR BUSINESS JOBS

Type of Business Business Personal General
Skills Traits Education

l. Grocery. & M i 14 15 10
2. Recreational . . - 2 2
3. Electrical . . . 1 1 1
4. Cleaners e 3 3 3
5. Morticians . . . - 2 2
6. Coal Co. . . 4 E 4
7. Doctors . . . 3 7 6
8. Drugstore . . & G 6
9. Dentists . - 2 B | 5
10, Gas Statiocns . . - a | 5
11, Plumbing . . . 2 2 1
12, liusic Store . . 1 1 -
13, Lawyers 2 . F 2 | 8 6
14. Dry Goods F s ‘2 2 2
15. Men's Clothing . . 2 2 2
16, Glove Mfg. . . 1 - -
17. Newspaper . . 8 ;o 1 1
18, Insurance . . 2 2 2
19, Government . . . - 2 2
Totals 45 70 60




Asgording %o the data presented in Table VIXI of the 90 firms
represented ia this study who employ the 268 office and sales
eaployees, 20 of them require experienced workers and 41 do not
roquire any experiences There are 32 of the 50 firmsg who reguire a
high school education, 9 who require a business school eduoation and
23 who made no educational requirementse Although 23 emplayers made
no requirements they expressed the desire for high school pradustes
in praference %o those with an elementary school cdusatiocae

Table VIII further shows that grocers hire a larger number of
eployees with no experience and lave less educational requirememts
than the other employers contacteds The electrical appliancw firms
make less demands eoncerning experience and educational requirements
than any other fim, One drug fim stated that it required i%s
employoss %o have a ogllege education.

Table VIII should be read ss fellows: "Of the total muber of
employers, the grocers esploying 355 male and 15 female amployees, 9
of the employers require experience and 11 no experience, 8 re-
quire a high sohoel education, 1 requires s business school education,
and 1, ne edusational requirements.
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TABLE VIII. EXPERIENCE AND EDUCATICNAL REQUIREMENTS EXPRESSED
BY THE EMPLOYERS (OF (YFICE ARD SALES WCORKERS

m
Number Experience Educational
Kind of Business Employed Required Requirements
| | Bus.| |
MJ F.| Total Yes | No n.sl col.! Col.| HNone
Insurance 49 | 17 66 2 1 1
Groceries 351 15 50 9 -t a8 - 11
Recreational 24 | 17 41 1 8 & - i 2
Drug Stores 18 4 22 2 It & : 4 | B
Covernmental 12| 9 el 2 1 T 1
Newspaper 12| 8 20 | 1
Lawyersa 8 8 1 2 1 2 1
Physicians 7 T 1 5 3 2
Morticians 3 2 L] B 1
Men's Clothing + 4 1 4
Music o 4 1 3
Coal Companies Bl S 4 4 2 1 %
Dentists s 3 1 3 3 1
Gas Stations 3 s 2 2
Dry CGoods 3 3 p 3 1 1
Electrical Appliance 2 2 1 1
Cleaners i T 2 1 1 2
Plumbing 2 2 2 1 1
Glove ¥fg. Co. 1 1 1
I
! i
Total 166 Qo2 | 268 20 |41 s2 | 9 | 1 |2




Ingbend of sdking the caployers to check & ligt of deficienciee
comsenly found in cemnerce workers, they were acked 1f thyy lud obe
served any undesirable traits or deficlencles iz their workerse Those
whe smeswered the question otated that they found moet of the defioliene
ciee which they observed were in personality tralitss The fellewing liet
ig e eompilabion of whe deflelenoles nautioned by the exployerse
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The sbove lish of deflclancios found Ly the mplayers sontsins enly
three subjeots im which these deficiencies arc foumds Inglish and
letbar compoaltion may be cowumbed as Bmplish propers Deficiency in
metheratics mnd selling teclmiques were found in the sales workers
and gemersl sales clorke wiw ar wmployed la groveriess Jhere is
evidemee the® nore avtendion dwuld e glven %o thove pimses of
business treining whioh inelude the devolepmant ol porconsl traits snd
job=intellizenoes
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In the training of bueiness workers, 1% is cssemtial %o know the
Kind of machines that they will come in econtact with or wse whem they
socure & Luslness position. Feor this reason, on attempt was nmade to
take an invemtory of the machines used im the firms omploying these
workers.

Table IX should be read: "Of the 118 maohines, thare are 22
Burrough adding meohines, 19 Allem sud Wales, 12 R.Ce Allen, O
Vietor, 1 Remingbon and 20 other waricus males of sadding machines,

e total of 80, used hy the businesses represented,”

The most frequently used machines listed in the order of mmbar
in uee by the 90 businesses are the adding nachines, dupliceting
maohines, caloulator, bockicesping machines, shaenographic machines,
chack protestors, and addressing machiness The 116 machines vsed
eengtituie & number worthy of considerstion bty the schools when
construcking their program for business tralning.

The 9 calculators are used by the newspaper mnd governmental
firms, and the only one reperting a stenographic machise was a
newspaper firme The duplicating machines were usually distribubed
among the various businesses.

The question that prompted the survey of methods used Ly
employers in seleeting employces was "Is there a definite nced for a
placement bureau in the school?" the employers interviewed stated
that no effort had been made by the school to secure positions for
their business graduates and that they had little or no Imowledge
of the qualification of the graduates. Five of the firms asked that
a list of competent stemographers be sent them.
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TABLE IX. DISTRIBUTION OF CFFICE MACHINES

Halke Number Total

Adding Machines

B‘lrroughﬂ ® . a . . . . - 22
Allen and Wales: + .« .+ . & 18
R. €. Allen . " . . . - - 12
Yictor . . . . . . . . &
Remington . a > . - a . 1
Ot.har! - . . - . . 20 80

Standarde. . 5 ¥ . . . 4 e
Mimeograph . . . . . . . 7
othars . - . » L] L - » 10 19
Caleulating
Comptometer . . % . . - i 1
Burroughs . » . . . . . 2
Others & . . . . - . 6 9
Bookkeeping Machines
Burrcughs. . . . . » . . 2 2
Stenocgraphic Mechines
Di L+ ] tﬂph one . . . " . . . l 1
|
f
Qthers
Addreessing ¥achines . . ¥ & . 2
Checic Protectcrs . . # = . - 5
Total 116

Typewriters are not included in this table.



The tabulated results of the methods used in the selection of
hiring office and sales workers reveal that closer co=~operation is
needed between the business men and the schools, and there is a
great need to aocguaint them with the fact that the schools recommend
only competent commerce workers.

It was found that the majority of the employers hire those workers
who are recommended by somsone and nearly as many more hire those seek=-
ing works 8ince the school does not provide for the plasing of their
business graduates in the various business ocoupations, these grade
nates must seek work themselvess. The data presented in Table X show
that only 64 of the 90 businesses mentioned the method of hiring
employees. Only one employer stated that he had no perticular method
of seleoting his help.

TABLE X, METHODS OF SELECTING EMPLOYEES

liethod Freguency

Recommended by someomes + . . O R . . 28
Hire those seeking work s« &« & & & o & @ 21
Application and other mothods « +« &« ¢« « & & 5
School placement bureau . . . . . . . B
&:ploymant bureau . . - - . . - . . . 2
Hmplper ads a . . - - Kl . . . . 2
No pnrtieul&r method . . . . » . ® L] 1

Total 64

Table X should be read as follows: "Of the 64 employers eanswering this
question, 28 employ office and sales workers recommended by someons."



The Questiomnaire Card for the Employes

The small number of questionnaire cards filled out by the office and
sales workers make it impractical to construct tables from those received.
Nevertheless, the seventy cards received, the fifty male and twenty
female, enabled the writer to determine, in a small measure, some of the

The ages of the male employees range from 17 to 27 years, and
the ages of the female employees range from 18 to 22 years, The male
employees seemed to be more willing to give the information concerning
their ages than the female employees. The length of time employed
ranged from six months to three years for the male employees and from
one month %o five years for the female.

The employees who filled out the cards stated that they had little
use for shorthand and typing but the majority of them stated that they
used the adding machines.

In answering the question "How many years of commercial training have
yout", only two employses stated that they had a specific amount of
commeroial training but failed to mention the nume of the subjeocts.

Only four of the seventy employees stated that they had received addi-
tional training, BEnglish, shorthand, typewriting, and mathematics
were the subjects named as the most helpful subjects in thelr work.

The employees were asked if they would return to high school for
additional training in their work if provisions were made. All
seventh answered in the affirmative. The time between graduation and
employment ranged from one week to one year for both male and female

employees.


http:employ.ea

There is evidence that students are employed shortly after leaving
high school and secure jobs on their own initiatives The data presented
also shows there is little justification for the large mmber of
students who take shorthand and typewriting.

The desire to return to high school for additional training ex-
pressed by all employees shows that there is desire for further
traininge The employees stated that unless the high school offered
this kind of training, they could not obtain it in any business
school in Indianapolise This statement seems to show that limited
provisions for additional business training may be the cause of the
small number who reported they had not received any advanced training.

The last question asked the employees was "Did the school help
you get a job?" Two of the male employces stated that the school hed
helped them secure a job but the female employees stated that the
school had not aided them in any way to secure works



CHAPTER IV
ANALYSIS OF THE PRESENT COMMERCIAL CURRICULIM
The Administration of the Commercial Currioulum

An analysis of the commercial currioulum of Cs A+ Hes 8+ shows
that eight different types of b:uinou subjeets are offersd to those
enrollad in the commeroial department. Typewriting, shorthand, boolk=
keeping, and pemmanship end spelling are the oldest subjecte included
in the commercial curriculum; selesmanshlp, production, junior business
training, business law, oleriocal training, snd filing ere the most re-
cent, being ndded to the currioulum in the order listed above.

Business arithmetic, taught in the mathematics department snd
discontinued at present, was offered to those students majoring in come
merce along with typewriting, bookkeeping, and shorthands Penmanship
and spelling were discontinued at the time junior business training
was introduced. Business English, an eleotive, is under the supervi=-
sion of the English department, Although there is a demand for addie
tlonal commercial subjectse=office practice and advanced selesmanshipe=
there heve never been sufficiont data to juetify these additions.

Table XI shows the subjects now being offered in the commeroial

curriculum and the number of semesters each subject is offered.

(87)



TABLE XI, BUSINESS SUBJECTS OFFERED IN THE COMMERCIAL CURRICULUM
OF CRISPUS ATTUCKS NIGH SCHOOL

6
B
4
Produetion * s s e s e e s s = s = = &
Junior Business Training « o o o o o o ¢ « & 2
Salommanshdp ¢« ¢ ¢ & & o+ o o & @0 e @ e = 1
Buginess Law o« o« ¢ o o o o o o & & o o 1
Clerdcal Training o« o« « o« o o o o o o o 1

The above table should be read as follows: "Bookeeping is
offered in the commercial curriculum for six semesters, typewriting for
five semesters,” eto.

Majors and Minors
Two majors and two minors are required of all graduates. This means
that each graduate must make six eredits in a partioular subjeet for a
major and four eredits for a minor, The majors and minors are set up in
the various departments of the school by the administrators and are so
grouped as to meet the requirements for speeial positions, the background
for further study in specialized figlds, and initial entry imbo the



various industries. Table XII is a list of commerciel majors and

minors comstructed to meet the nesds of those electing to use busie

ness training as a vocation.

TABLE XII. COMMERCIAL MAJORS AND HINORS-C. A. H. S,

Bookkeeping:
I, Dookkeeping T<VI
Busisess Engiish (VIB)

ils Bookieeping I-IV
Salesmenship
Dusiness Lew
Business English (VIB)

Stenographic
I. Shorthand I-IV
Typing 1-IV
Business English (VID)
Sects Tr. (Eleots)

II. Shorthend I-II
Typing I-IV
Businers Lsar
Business English (VIB)
Filing

General Clerioal
I+ Bookkeeping -1l
Shorthand I=-II
Typing I-II
Business English (VIB)
Secretarlal Training

Ils Bookkeeping I=II
Salesmanship
Business Law
Typing I-IX
Business English (VIB)
Filing

b e

Bookkeeping:
1. Bookkeeping I-IV
Fillng (Blective)

II, Bookkeeping I-II
Salesmanship
Business Law
Filing (Eleotive)

Stenogrephio

I+ Typing I-II
Shorthand
Seote Tre (Ell‘!ﬂﬁi)

IT. Typing I-II
Shorthand I-II
Business Law or
Salesmanship
Filing (Fleetive)

General Clerioal
I« Typing I=II
Bookkeeping I«II
Salosmanship or Law
Filing (Blsctive)

1I. Typing I-IV
Clarieal Training

- ca
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Although Teble XII shows more than six credits for & major and
more then four credits for a minor, it should be underatood that those
subjects checked as electives are not required to complete a major or
minor. Business English may be elected by commercisl students in the
place of the English VI. Credit for this subjeot is counted in the six
credits of English required by the state as a major for graduation.

The Content of the Commereial Curriculum

The subjects considered as basiec subjeets in the cormercial ourri-
culum are shorthand, typing, and bookkeeping which are also called the
"skill" subjects.

The subjects of the commercial curriculum may be broken down in
order to clarify the various names 'mder whioh the wvarious courses may
be ligted:

Bookkeeping includes courses in cost accounting and soeinl secu-
rity which is commonly ocalled bookkeeping V and VI.

Shorthand also includes courses known as stenography, transerip-
tion, and seoretarial practice. Stenography is used interchangeably
with shorthand, while transeription consists of rapid reading from
shorthand notes and the latter, of rapid dictstion and typing from
shorthand notes or from machine recordings such as the Ediphone .

Salesmanship may be divided into courses imown as "Hetail Selling,”
"Consumer Eduoation,” und "Store Prectice.”

Segretarial Training, also called office practice, inoludes ma=

chine operatioa, filing and general clerical training.
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Typewriting is dividsd Into thres classes, begimning or slementary,

Production, a relatad sourss in typewriting, is dssigned for the
primary purpose of imtegrating typewriting with sll other departmental
cCoUrses.

All subjects effered in the mommoreial eurrioulum, their ocontent
and the oredit given in esmch, are as follows:

JUNIOR BUSIMEEZ TRAINING I-9Bt=eRExploratory courss. Opem to 9B
‘students only. Prepare for junior offlne poritions and as & basis for
genior commercial worke BEntering the business world, travel, transpor=
tation, banking, filing, keeping reccrdis, insursnce, junior pcsitions
such as, mail, payroll, fils, stook snd sales olerke, messengers, and

office boys. One credit,
JUNIOR PUS. TR. IT=9Ai==i sontinuation of Jr. Bus. Training I,
One oredit.

SHORTHAND I=10Bi-=This oourse is not open to 9th grade students.
Shorthand must be sccomcanied by typewriting unless the student has
elready received credit in ¢typing. To receive oredit, the attainment
mugt ve followed: 50 words per minute--exactly ss dictateds Threee
fourth oredits

SHORTHAND II-10At==f comtinuation of Shorthamd I. Dictation of
simple business letters and mon-technlcel business matter, transoribe
ing letters and articles from spesial texts. To receive oredit, the
attainment must be as follows: Gowﬂ-pww‘blyu dic=
tateds Three-fourth cradit.



SHORTHAND I1IellBs==Review of the principles learmed in Shorthamd
I1~II with timed diotation covering these principles, rapid dioctation,
and trangoriptions Speeial sttention given to spelling and voecabulary
bullding covering various fields of oocupationse Speed 100 words per
minute., Three-fourth eredit.

SHORTHAND IV-liAi=-=Secretarial dictation, reporting for Commereial
Club, audiftorium exercises, se:ving as seoretary to principal and faoulty,
taking speeches and lectures. Speed requirement 100 words per minute
on new matters Three-fourth eredit.

TYPING I-10B3e= Not open te ninth grade students Keyboard, parts of
machine, development of muscular co-ordination of hands and fingers,
arrangement and appearance of simple business letters. Required speed
25 to 356 net words per mimute. No oredit will be given umless followed
by Typing II. Three-fourth credit.

TYPING IlwlOAtewContinuation of Typing Ie DBusiness letters, tabue
lations, arrangement of such business forms as bills, bank and financial
statements, speoifications, and legal paperse Three-fourth credit,

TYPING Ill=llBse=loview of letter arrangement, tabulating, typing
of manuseripts, cutting steneils, use of mimeograph, etes Speed required
80=60 net words per minutes Workbook of printed formse. Three-fourth
credit.

TYPING IVellAieeArrangement problems in billing, financial statements,
and legal papers, Compiling material in book form as projects. Worke
book of printed forms used, Speed 50-70 words per minute, Three-fourth
oredit.



BOOEEEEFING V-12H:-=Cost Accounting, Manufacturing Acoounts,
Menufacturing Statements, Manufecturing Processes and methods of keep-
ing records, Expense allooations snd distributions. DBank Accounting
=ay be substituted for Cost Accounting. One oredit.

BOOKNEEFING VI-124:--Intensive eourses in Soelal Seeurity projects,

ao-wmm with actual experience in this fisld. One eredit.
BUSIRESS LAW-12B snd 18A1-~Open to first and second semester sen-
iors only or by speoial pormission to post graduatas. HNegotiable in-
struments, sctual use and prectice of legal forms as making up deeds,
lesses, wills, eto. Visits to eourt, lsw offices, abstractor's offioce,

mock trials, debates, open forum with local lawyers presiding ete. One
semaster ocourse. One credit.
BALESMANSHIP-11A, 125, and 12A:=--Open to second semester juniors,

first and second semester seniors. Salesman's personality; physieal,
mental, and moral gualities; abllity to reasom; buying motives; secur-
ing prospects; securing interviewa; attruoting attentiom; oreating in-
terest and desire; demonstrations selling through suggestion; service
and ethies of selling, Actual selling of some commodity by each student,
talks bj businsss men, and participating in the selling of tickets for
school project. One semester ocourses Ome credit..

CLERICAL TRAINING-11B, 114, 128, and 12A1--Units covering the ve-
rious systems of filing, inorecsed skill in the manipulation of office
machines, mimeogrephing, transcription, application of bookkeeping
knowledge to practical office precedure, and the development of addi-

tional off'ice skills such as handling mail, telephons oalls, ete.
One semester course. One credit.
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TYPING V-128;~=General clerical work on school.paper, club paper
otoc. Supplementary material according to kind of position seleoted,

such as "Legal Practioce” for those who intend to seel work with a law
firms Three-fourth credit.
FRODUCTION-12A:--Preraquisite--one yesar of shorthand and typing

or their equivalent. General offiece work for mdministrators, olubs,
faculty, and school office. Outside work by special permission. Ome
semester course. One-half credit.

BOOKKEEPING I~10Bs--Open to students sbove the ninth grade. This

course must be followed by Pookkesping II before credit is piven. (en-
| eral emphasls on the Esokkeeping Cycle and the forman statements as
aids to business munagement. Personal, social, and vocational phases
stresses. One credit.
BOOKKEEPING II-10A;--Continuation of Bookkeeping I. (eneral em-

phasis on business papers and their uses. Extraneous Profit and Loss,
Fixed Assots, Depreciation reserves, Acerusls and deferred items.
Pructice set required. Ome u":‘-tdit. LY

BOOKEEEPING IIlellB;--Controlling Accounts, Consigmments, Petty

Cash, Colummsr Journals. Praoctice set required. Ome credit.
BOOKEEEPING IV-l1lAt==Corporate Organiration, Corporate Wesords,

Stooks, Eonds, Intangible Asseis, The Voucher System, Sinking Funds
and Feserves, CGeneral prectice in handling transsetions and sccounts
peculiar to Corporations. Ome eredit.




The Comperative Enrollment of Commercial Students, 1935-1940
mojors and minors is the taking of subjects in their sequential order.
Conflicts with required subjoots for graduntion, over-arowded classes,
end 1imited facilities are the major obstacles, This is espeoially
true in the typewriting classes and the more sdvanced courses such as
low, solesuanship, advanoced bookkeeping, and sdvenoced stenography.
Students earolled in the beginning typewriting clesses may be required to
walt two semestors before taking the scoond semestor of typewriting.

The Teble XTIT shows how those subjects fluctuste in numbers from
yemr to year, The data were seoured from the promotion rolls for a
period of five yoars, Scptembor 1986 to Jume 1940. The subjects in
which the boys show the grestest interest ares

Junior Business Traianing
Typewriting
Business Law
Salesmanship

There has also been = docided imerease in the enrollment of boys in
the bookkeeping clesses in the past five years, the largest enrolliment
osourring in the school yeer, 1930-1940. This has been largely due to
the guidence towsrd eivil service exsminations,

The pesk emrollusat of Junior Business Tr. ococurs during the
school year of 1037-1988, Theore is a steady deoline in the emrollment
after this sohool year. This course is waning in popularity becsuse
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of the change 18 sontent and orientation velue. There is also seen &
oonsiderable dérop inm the enrollment im shorthand during the school year
of 1936~1337, but & small Inorease during the school year 103721938,

The peak enrollnent in this subject, during the Clve year perlod, ls in
1958-1939 which has stayed the same for the present year, 1839-1640.

The first year typing classes show the largest enrollment then in any
of the other business subjects, but there is greater fluctuation in
the enrollment of the typewriting olassess It was found that this was
due to the placement of the classes during the school day.

The most noticeable inorease in the typing classes is seen in the
second yoar typing olassess There has boen a steady inorease during
sach succeeding school year in both the first and second semester classess

Secretarial training shows an inoreessed enrollment of girls, but a
decreanse enrollment of boys.

Filing, whioch has recently been mdded to the curriculum, has shown
a steady increase in enrollments. Shorthand, thet is the beginning or
first year of shorthand, has stayed around the s'me enrollment for the
past two years and the molllmt in the advanced classos of shorthand
has been the same.

The enrollment in the business law class has inereased fifty per
cont in the year 1939-1940 because 1t is o one semester course and stue
dents are not required to major in commeroce in order to take business
lawe The only requirement is that the student be a first or second

year seniors
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TAPLE XIII. COMPARATIVE ENROLLMENT IN COMMERCIAL SUBJECTS FOR THE PERIOD

OF 1935-19386 TO 1930-1%4C

1935-1926 1936-1937 1937=1938 1938-1340

Girls

SUBJECTS
Boys|Girls|Totals|f'o s|Girls |Totals|lbo s]Girls| Totals(] fove |Girls ;Totals

i
Jre. Bus. I 27 59 86 22 76 98 30 77 | 107 28 66 94 |' 24 | 64 88

" 11 20| 7n| 91 |l26| s | 81 flso| 7s 1108 20 69| 89 {16 | 45 | 69
Shorthand I 12 | 868 | 98 8| so! 88 5| 68| 71 L 3! 115|118 {12 | 94 | 118
. 11 5| 50| 55 2| 34| 36 L 2| 34| 36 i -~ | 56| B8 11 56 | 57
" 111 -- 7 7 1| 18| 16 1 8 9 fl==1] 12| 12 fl==| 22 | 12
. v - e 7 e| 55| &1 || 2 8 el -- 8 s .l=—1 12| 12
Typing I 30 | 165 | 188 {124 | 151 | 174 /34 | 191 | 225 || 46 | 245 | 239 || 60 | 192 | 242
v o 16 | 136 | 154 |i22 | 85 | 107 |l21 | 147 | 168 ||s2 | 181 | 2153 |l 36 | 165 | 204
. 111 4| 40 | 44 2| 41| & 2| as| aa || 5| 6a| 63 lf12 | 74 | 6s
. v 2| 13| s0 5| 2 | 29 l 4| 20| 33 N 2! 45| 48 7| 43 | 50
" X. 11 ad ] I flesl] o P Badt eotl s Maedlfnd ]l & 1wttt e

This table should be read as followa: "During the school year 1935-19388, 27 boys and 59
girls, a total of 50 were enrolled in Junior Business I; 1938«1937, 22 boys and 76 pirls, a
total of 98, wore enrolled in Junior business Ij 1987-1088, 30 boys and 70 girls, a total of &
100, wers enrolled in Junior Busines: I; 1938-1930, 28 bo's and 66 pirls, a total of 94, were



TARLE XIIT, COMPARATIVE ENROLLMEWT IN COMMFRCIAL SURJECTS FOR TUF PERIOD

OF 1955-1936 T0 1939-1940 (CONTINUED)

1035-1938 1936-1957 1937-1938 1938-1939 . 1939-1940

- Boys| Girls| Totals|Boys|Girls| Totals|Boys | Girls | Totals |Poys oirls|Totals|Boysloirls Totals
Bookkeeping I| 7| 36| 45 | 12 | 48 go 15| se| 48 |l21 | 58| 74 |[[25 | 485 | 66
. | 2| | 219 9 | 27 s6 {112 | 27| 38 [|[22 ]| 87| 49 |lea | 18 | 4O
" IIX| == 3 8 2| 1 13 3 & 8 |l 4 4 5 B 5
. w| 1| 3 8 | ==t B s | 5| & 9 2 2 LiBap 1 5
. v| = 1 Y | =i 2 1 1 ! g ifls] B3 1 1 7 B
" ] ol sl = T il | Ll . B, N R - k. - R

Law 39 83 19| 28 47 16 17 33 20 29 49 25 37 g2

[ o]
P
[+

Salesman- i 39 45 64 17 | 44 g6l 8 37 45 14 42 56 18 28 46
ship

Produetion I| 1| 10| 11 1| 21 22 1 5 ¢ |-t 21 22 f{ROF 17| iR9
. It] =] =] == | =| & g fl ] =] = f - 1 ek 2=
. Y] s=| o=l o= | =} 2 A sl we] = flasl Bals = Uil | -
Filing 1] =] =] == | -] - e fl wo] o] =i 9 ) 1f 10| 1

Secte Tre I == - - e B - -— -— - 7 25 32 4 %0 34

errolled i: Junlor Business I; end 1939-1940, 24 boys and 64 girls, a total of 85, are
enrolled in Jumior Businous I."



This chapter has dealt specifically with present commercial ourrie
culum and has been analysized in detail in order to show the amount of
training offered, the subjects offered, and the groups of subjeots that
constitute the majors and minors. The content of each subject has been
given for the purpose of showing the units of work given in each sube
jeot in order to prepare the reader for Chapter V which is the disouse
sion of & list of oriteria lor the evaluation of the present commeroial
ourrioculum.



CURRICULUM FOR NEGROES

The data g_lsﬂxorod from the survey of ocoupational opportunities
and presented in Chapter IIT revealed that more Negro commeroce
workers are employed in retail type of business. Oeneral olerks,
sales clerks, and salemmen head the list of thess workers. Yet,
the total number employed is small compared with the nmumber of
students enrolled in the commercial department each year and the
number who complete majora in commerce.

The commercial surriculum of any city is always an individual
problems The industries and businesses control, to 2 certain ex-
tent, the kind of business positions for whioh the schools should
train the potential workers but there is a tendency on the part of
the commerocial dcpu"hutl to offer cut-and-dried programs, pat-
terned af'ter some other oltys There is also a tendency to hold all
students to a certain voocational standard set for those who show
the ability to pursue the work and meet those standards,

(50)
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Should the aim of the commercial currioculum be solely constructed
to meet the voocational needs of the students? Should the individual
who wishes to secure a gemeral background for intelligemtly carrying
on practiecal everyday business transactions be required to take the
same subjocts and attain the same standards as those who prefer to
beocome commeroce workers? What, then, should the commercial-
education progra: include?

These and many more questions may arise when constructing a
ourriculum or if reorganization of the existing currioulum is anti-
cipateds Teaochers and administrators often disagree on the standards
to be met as well as the varicus subjects to be offared and the types
of students who should be allowed to pursue the course. There is
evidence of this in the comments made by those educators who rated
the oriteria sent them for the purpose of evaluating the commercial
education program.

Interpretation of the Criteria

The traditional curriculun, devised for the purpose of profi-
eiency in the skill subjects only, is passe because of the somplex-
ity of business organization which calls for a larger persomnel and
increased responsibilities. Since approximately one-fourth of the
graduates attend institutions of higher learning, it becomes neces
sary for the high school to have a progran that will attempt to meet
their irmediate needs.

In order to get a perspective of this kind of commercial curri-
oulum, it was felt that a list of eriteria should be constructed and
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presented to experienced educators in the field of commerce for rating
as to the isportance of ecach criterion. The criteria were selected from
the list of twenty-one oriteria constructed by iss Nelen Reynolds..

This was done, and twenty of the twenty-five educators to whom the
list of seventeen coriteria were sent, returmed them. The 1lists which
were returned were carefully analyzed and the results tabulated. The
interpretation, the tabulated ratings, and commenta of each oriterion
are as followa;

Criterion (1)s=~The question implied in this criterion is "Should
every state in providing a complete education for its eitisens include
both vocational and none=wocational education?" This question is partly
answered by the seven cardinal principles of education, especially those
of “eltizenship, worth leisure time, and home membership".

The question also arises "What is a complete education?" A complete
education, interpreted by the writer from the many publications on edu-
cation and inoluding business training, is "training in some oocupation
in which the individual can be happily employed, oitisenship, a general
knowledge of the fundamentals of arithmetie, reading, and English, and
healthful living--according to the ability of the individual",

It is then reasonable to eonclude, that public education must provide
for every individual (according to his ability) education for ocoupational
experience and education for non-vocational, personal experience if it is
to be consistent in carrying out the seven cardinal principles of education.

liaynes and Humphrey, loc. oits, p. 12
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TABLE XIV, RANKING OF CRITERION I

Rating Frequency Per Cent of
Seale of Rating Rating Oroup
1 ] 54455
2 - -
3 1 9,09
4 - -
B 1 9.098
g - -
Y 1 9,08
B8 ;- 9.,09
9 1 9.09
10 - -
n - -
12 - -
13 - =
14 - -
15 - -
16 - Py
17 - -
Total ratinge D | 100.
Answered but not rated 9
llo answer 5
Mean rating Sed

This table should be read as follows: "Criterion I was ranked by
first by 6 or 54.56 per cent of the educators ranked this criterion."

Acsording to the data presented In Table XIV, criterion one seems
to be the most important of the seventeen oriteris for the evaluation
of the business curriculum. 3ix or 54,56 per cent of the eleven edu-
cators who ranked this criterion, gave it a ranking of one. It is
not ranked lower than ninth on the rating scale,
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‘Commentst--Criterion one was said to be too general to classify
with the other restatements and that it was not related to tusiness-
education excopt as a broad conception of all education. It was also
stated that oriterion one should include social experience and busi-
ness education.

Criterion (2)i1-~Conzidering the statement made in criterion one,
ghould business subjeots such us bookkeeping and typewriting be taught
for their vocational use only? If the voocational view is taken, should
the primary criterion in judging the material be its business usage?
The aims of the traditional commercial program was to measure the cone
tent of mabjeocts by its business usage, therefore, an over-smphasis on
the skill subjectss A gkill-training program should ineclude material
for the develomment of personality traits, social attitudes and civie
leaderships. It seems, then, that the primary oriterion in judging any
material is not only its business usage but its social and oivie usage
as well.

Table XV ghows that there were two more educators who ranked
oriterion two than thoss who ranked oriterion one. The data presented
in this table also shows that there is a wide difference in opinion as
to the value of this oriterion in the evaluation of the business edu-
cation curriculum, Of the thirteen who ranked oriterion two, 23,08
per oent of them ranked it first and 30.78 per cent ranked it as six-
teenth on the rating soale. Seven of the twenty educators who returmed
the oriteria commented but did not rank the eriterion.

Comments t=~Restatement two was thought to be short-sighted view-
point of business education, and too narrow, but on the other hand, it
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was all right "if" the material was of a voocational mature, It was em=
phasiged that businsss usage must be general as well as technicals

TABLE XV. RAWKING OF CRITERTON IT

P —— — ———- ~ — ~— -
Rating Frequenocy Per Cent of
Seale of Rating Reting Oroup

1 3 23.08
2 1 Te89
3 1 7469
4 & "
B - -
I3 - -
7 - ..
B 1 T8
9 - -
10 1 7.69
11 1 T«69
u - -
13 - -
14 - -
15 - &
16 4 $0.,70
17 1 7«69

Total ratings 13 100,

Angwered but not rated 7

¥o answer 5

Vean rating 9,07

This table should be read as follows: "Criterion II was ranked
first by § or 23,08 per cent of the 13 educators who ranked this
eriterion."”

Criterion (3)i==The consuming and purchasing of food, the buying
or renting of a home, and the buying of clothing are phases of living
that cannot be ignored by an individual whether a professional or




common laborer. It is to these phases of living that business educa-
tion makes its distinot comtribution, Sinoe all students are potential
home makers, inocome must be protected and wisely spent if they are to
provide for the fanily, eduoation, reureation and protection against
the risk of fire, illneass, old age, otcs of the familys

Table XVI shows that threo~fourths of the twenty educators who
returned the list of oriteria ranked oriterion three. According to
the data presented in this table, there is evidence that the educators
wore not in aocord as to the importance of this oriterion. Eight of
the fifteen who ranked criterion three ranked it In the upper half of
the rating soale and seven ranked it in the lower half of the rating
socale.

Comments ;==The coments made concerning restatement number three
by the five educators who commented were similar in meaning. -

These five educators agreed that this was important but with re-
servations It was stated that practically all individuals will be
consumers even though some may never be wage earmers, at least not
regularly, but that this phase of traianing will get sufficient emphasis
in other commections, The statement was thought to be good in as much
as the part tusiness-education can play in the task of giving all high
school students needed economic understandings. Other comments were
that general education that does not inolude some business edusation
is unsound, and that the wage earner must know how to manage his per-
sonal finances or his education is not complete.

Criterion (4)i==The question implied in this eriterion is "Should
education for business, elther of a wooational or non-wocational kind,
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be ossentially based on eoonamio prinoiples used as a means bo syste-
matize and evaluate such tusiness experiences?™ Bsosuse of the small
mmber of students who atbtend higher institutions to further their
uniodes 6 laaril SANIaELon: S4; sesls Ak (he BAgh sensul Sheubs seies
mo,wmummém.aam@-mmmm
of eoonomic prineiples and their appliocation in the every day affairs
of lif'e both vooational and nnl-vnalﬁionllc

TABLE XVI, RANKING OF CRITERION III

Rating Froquency FPer Cent of
Seale of litlﬂl__ | Rating Group
1 3 20,00
2 3 20,00
3 KL B.87
4 1 8487
5 0 0
6 0 0
7 0 0
8 0 0o
] 1 6467
10 1 6487
11 1 8487
12 0 0
13 1 6.67
14 0 15,33
15 2 6487
16 1 0
17 0 0
Total rating 15 100,00
Answered but not rated b
No answer &
Hean rating 7




The foregoing table should be read as follows: “Criterion III
was ranked first by 3 or 20 cent of the 15 educators who ranked
this Criterion".

5

The data in Table XVIT shows that the educators were more in
agroeemont as to the importance of oriterion four than on any of the
other oriteria ranked. Twelve of the fifty educators ranked this ori-
terion no lower than sixth on the rating scale,

TABLE XVII. RANKING OF CRITERION IV

Rating
Seale
1 3 20,00
2 2 13.33
3 1 6«87
4 3 20,00
B 1 GeB7
6 2 1338
7 0 0
8 0 0
g 1 Be87
10 0 0
11 0 4]
12 1 6.687
15 0 0
14 0 0
15 0 0
18 1 6467
17 0 (¢}
Total ratings 15 1004
Angwered but not reted 6
No answer -]

Mean rating 546




The foregoing table should be read as follows: "Criterion IV
was ranked first by 3 or 20 per cent of the 15 educators who ranked
this oriterion,”

Comnents i==Restatenent four was held as being a good statement
but it does not include the necessary emphasis on training for high
sohool graduates. It was also oriticiszed on the basis that it was dif-
fioult to do since it is a matter of growth and takes time., Coopera-
uwmeMpmmMummiﬁnﬂch
should provide for the development of the understanding of econamie
principles. The gemeral opinion of those commenting was that the
statement was goode

Criterion (5)s==The personal-use phase of business education has
been questioned by the ardent adherers of business training for voca-
tional use only, Many question the specific use of shorthand expecially
in non-vocational situations but advooate Wth‘wn;mhina-
grees The question implied in this oriterion is as follows: "Is it
practioal to provide short unit courses for those desiring these skill
subjects for personal-use and should the courses be intensive and given
as near as possible to graduation or the need for such skill?” Table
AVIII shows the results of the ranking of Criterion V.

Commentsi==liine of those who returned the list of oriteria com-
mented on restatement five. Moot of the eritioism was directed against
providing short unit courses in shorthand, It was stated that short-
hand is not a short unit course and should be exocluded as a personale
use subjeoct,

In contrast to the oriticlsm of shorthand, typewriting was thought
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to bo all rights The restatement, as a whole, was thought to be fun-
dementally sound, a good theory, but not a good practioal philosophys
Yet, one educator commeonted, it is not so easy %o do this in a faculty
already hurdnnnd'uiﬁh.hocvy schedules and that business education
classes should not open ita doors to everybody. The question was asked
"How do you lmow when the need will arise?" One educator seemed to
partly answer this when he said "Excellent for pupils preparing for
college.” It was also stated that all first year or begimning type=
writing should be based on personal-use.

TABLE XVIII. RANKING OF CRITERION V

Rating Frequency Per Cent of
Seale of Rating Rating Group
1 1 6.67
2 1 6467
3 0 0
[ 1 8467
5 3 20,00
8 1 28,687
7 0 0
8 0 0
9 0 0
10 1 8467
11 0 0
12 1 G667
13 1 6.67
14 1 6.87
15 2 13,33
16 2 13,33
17 0 0
Total rating 15 100,
Answered but not rated 3
llo answer 5

Nean rating 9.2
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~ The foregoing table should be read as follows: "Criterion V was
muru:thuhnmmawmmmumm-
ocriterion. :

1
#

mxmxm&u«immnnmwwwu
the rating scale by a larger nmumber of educators than any of the other
oriteria, The largest mmber of the fifteen educators ranked it as
£1fth in importance, Fifty per cent ranked it on the upper half of
the rating scale and fifty per ocent ranked it on the lower half of the
soales

Criterion (6)i1=<The questions implied in this criterion are
"Should the voocational business curriculum provide training for the
kinds of business in the community into which the high school gradustes
go? BShould the standards of achievement in vocational tusiness educa=
tion currioulum be the same as the standards for employment in the jobs
for which these curricula prepars?” It seems that the primary respon-
sibility for those who construot the business ocurriculum is to consider
the needs of local commmities. In doing so, vooational business edu=-
cation courses can be so plamned and administered as to emable the
graduates of suoch courses to meet the employment demands of the commue
nity to be served.

Commentasi=~The fact that graduates must fit into almost any sit-
uation and swait opportunity to show the skill they may have was brought
out in the comments on oriterion six. It was also stated that adaptu-
tion of the courses to employment demands should be the major guiding
principle, therefore, irportant. The strongest point brought out was
that "No commerecial course in high school is justified unless it is
with a vocational aim and prepares the pupils for positions awvailable



in his home community."

TABELE XIX, RANKING OF CRITERION VI

1 & 5333
2 2 13,33
3 0 o
4 0 0
5 b 8.67
6 1 6.67
7 0 0
8 2 13.33
9 8] 0
10 2 13.33
11 2 13,33
12 0 0
13 0 0
14 0 0
15 [} (]
16 (v} 0
17 0 0
Total rating 16 100,
Answered but not rated 8
No answer 5

Mean rating 4.5

This table should be read as follows: "Criterion VI was ranked
first by 5 or 33.33 per cent of the 15 educators who ranked this eori-
torion."

According to Table XIX, criterion six is considered important in
the evaluation of the currioculum. Five of the fifteen who rated it
ranked 1t first on the rating scale and all fifteen ratings were in

the upper two-thirds of the rating scale.



Criterion (7)s=The question implied in this eriterion is "Do the
service fields need to be further analysed to determine what specific
information is needed and what duties muast be performed in the specific
ooccupations within these Tields?" The trend in curriculum construo-
tion is to provide for the various branches of an ocoupation by dividing
the curriculum 1500 two, threw, oF four divisione, sush an gemeral,
stenographic, merchandising, and bookkeeping. Various courses are also
provided for training in these specific branches of ocoupations such as
secretarial training and office praotice in which machine operation,
filing, and secretarial activities are stressed, Therefore, as far as
possible the fields of service should be broken down into ihair oompo-
nent parte so that the technical skills may be made the beasis of sult-
able instruotions, study, and practioces.

Corments t==The comments on restatement seven seem to be in sovord
with the suggestion of breaiking down the fields of service into their
component parts. It was suggested that different types of courses
will provide the learning of skills, for example, a four-way curricu=-
lume-gecretarial, clerical, accounting, and merchandising. Also, the
schools camnot go too far in breaking down these fields sinoe there is
need to train students for families of ooscupations. The survey men-
tioned in restatement 13, if carried to a satisfactory comclusion, will
require that this be dones It was also suggested that this should be
done even though it is necessary to tie up the school work to some
part=time outside work and that those who train commercial workers
should get "Laboratory-minded" as well as emphasize case methodse

Table XX reveals that oriterion seven is not very important in
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the evaluation of the commercial education curriculum because eleven
of the twelve who ranked this oriterion ranked it below nine on the
rating soale. The comments made on eriterion seven show the opposite
from that evidenced by the data in Table XX.

TABLE XX, RANKING OF CRITERION VII

Rating Frequency Per Cent of
Soale of Rating Rating Group
1 0 0
2 0 0
3 0 0
4 0 0
5 0 0
6 0 0
7 1 8,33
8 0 ]
8 L+ 0
10 1 8433
11 1 8,53
12 2 16,87
13 2 16,67
14 2 18,87
15 2 1687
18 0 0
17 1 8,33
Total rating 12 100,
Answered but not rated 8
Yo answer 5
Mean rating 12,75

: be read as follows: "Criterion VII was not
ranked as first by any of the 12 educators who ranked this eriterion.”
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Criterion (8)s==The question implied in oriterion eight is "Does
proficiensy in occupational skills equip the high school graduate with
the ability to adjust himself successfully to all conditions of employ-
ment snd to know how to get along with employers and fellow workers?"
As stated in criterion mumber two, personality traits and qualities
iould Provide e Sndlviaml WAt et EIus b0 Kncwledgs 9o Wiak B

The technical skills are only the basis for training and must be
rocognized us one of the most irportant phases of business training
but job intelligence is alnost equal in importances

The data presented in Table XXI shows that the degree of impore
tance of oriterion eight seems doubtful, It was ranked from second
down to thirteenth on the rating scele with the exception of ninth
and eleventh places.

Commentsi—=The need for attention to the development of job ine
telligence as brought out in restatement eirht and was said to be the
most important, following vocational skills. BEmphasis was placed on
the truth of the prineiple implied in oriterion eight although it was
& matter of growths No other comments were made.

Criterion (9)i=="Does proficiency in occupational skills provide
pupils with an understanding of the broad prineiples of business that
are bagic in all fields of business?” is the question implied in ori-
teorion niney Most all businesses have speclal training or a standard
procedure for all new employees in order to acquaint them with the
set-up of that partioular business. There should be & backgrownd upon
which to build these experiences. As stated in oriterion eight,



proficiency in skills is only one phase of business training and such
basic principles of business common to all types of business as ore
ganization, personnel, business ethics, etc., should be understood by
those who intend to hold any type of business positions,

TABLE XXI, RANKING OF CRITERION VIII

Rating Frequency Per Uent of
Scale of Rating Rating Group
1 0 0
2 4 23.54
3 l 5.88
4 ] 588
5 | B.B8
8 b 5.68
7 1 5.88
8 3 17.686
2 0 0
10 1 G808
11 0 0
12 1 G.88
13 3 17.656
14 0 0
15 0 0
16 0 0
17 4] 0
Total ratings 17 100,
Answored but not rated 3
lio angwer 5
Mean rating 6.9

This table should be read as followss "Criterion VIII was not
ranked as first by any of the 17 educators who ranked this criterion.”
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Table XXII shows that the fourteen who rated criterion nine were
of different opinions as to its importance. In only three instances
have any two of the fourteen agreed upon the same raniing.

TABLE nn.' RANKING OF CRITERION IX

w
Rating Frequency Per Cent of
Scale of \ Rating Group

1 - ! Teld
2 1 Tel4
3 | Teld
4 0
5 Teld
6 2 14,28
T 1 7«14
8 2 14,28
g 0 0
10 X Teld
11 1 Teld
12 1 Teld
13 o} 0
14 2 14,28
15 ¢} 0
16 0 e}
17 ¢] 0

Total ratings 14 100,

Answered but not rated 7

Ho answer 5]

Mean rating 7«6

This table should be read as follows: "Criterion IX was ranked
first 1 or 7.l4 per cent of the 14 educators who ranked this cri-
terion.



Commentss==The need to understand the basic principles of business
common to all types of business ococupations as implied in restatement
nine was said to be true and a vital need, if they ocan be identified.
It was also suggested that proper emphasis be placed om the principles,
and that restatement ten, which conoerns the development of a better
understanding of the foundation of our economic order, should be in=-
cluded with this and both developed along with restatement twelve which
is concerned with the development of the business curriculum in the
1ight of the business needs of the comunity in which the graduate
nay live.

Criterion (10)s-=The question implied in oriterion tem is "Should
the schools enable the student to develop an understanding of such
things as the responsibility of employers to labor and labor to em=
ployers, old age, unemployment and disability insurance, child labor,
eto.?" Since one of the major aims of education is to traim for good
citisenship, it seems that the business education curriculum should
develop in students a better understanding of the foundations of our
economic orders Table XXIII shows the results of the ranking of Cri-
terion X,

Comments s--Hestatement ten seemed to be confused with restatement
three which was conocerned with the distinet contribution that business
education makes to the general education of everyone in making wise
use of inocome, etc., and restatement four, whioch was conocerned with
the economic principles as & means of systematizing and evaluating
business experiences. The importance of this statement was acknow-
ledged, but it was expressed that this phase of training may fall to
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the sooial studies department. The majority of the eduocators avolded
commenting on this particular oriterion.

Table XXIIT shows that tem of the thirteen educators scimowledged
the importance of oriterion ten by ranking it in the upper half of the
rating scales Only three ranked it in the lower quarter of the soales

TABLE XXIII. RANKING OF CRITEBRION X

Rating Frequency Per Cent of
Scale of Rating Rating Group
1 0 0
2 2 15,39
3 : | T«69
4 2 15,39
5] 2 15,38
(31 0 0
ki 1 769
8 1 7«09
] 0 0
10 0 0
11 0 0
12 0 o]
13 0 0
14 2 15.39
16 1 T« 69
16 0 0
i1 0 0
Total retings 13 1004
Answered but not rated 7
o answer 5
Nean rating T8

This table should be read as follows: "Criterion X was not
ranked first by any of the 13 educators who ranked this oriterion.”
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Criterion (11)1=="Should thers be a olear recognition of the fact
that those who are selscted by one process of elimination or another
must possess special sptitudes, interests, and abilities and those who
do not should be denied admittance into the course for advanced
training?™ is the question implied in oriterion eleven. Many states
have laws which do not permit the schools to demy students admittance
into any courses which they care to enroll but in view of the fact that
the saving of money on the part of the state, avoiding heartaches and
disappointments on the part of the students, and adding burdens to
those who train them, it is reasonsble to suggest that some plan of
elimination is justified,

Special oourses should be provided for those students who enroll
in the conmercial subjects but whose ability does not permit them to
reash the goals set up by the administrators for wocational purposes.
With careful guidance, these students may be steered into courses whioh
may prove more valuable, In addition to these students, there are
students whose interests are not in securing business positions or for
porsonal-use, tut just for the oredit given.

It seems reasonable to say that after the initial year of business
training, those whose abilities, interests, and aptitudes warrant a
second year of training should be permitted to continue under voca=
tional training programs of study.

Table XXIV shows that the fourteen educators were widely divided
as to the importance of coriterion sleven. The ranking is well dis-
tributed on the scale from one to fourteen. There is ovidence that
the importamce of this oriterion is small but should sontribute to the


http:contribu.te
http:1-''',''---''.11
http:qunt1.on
http:intere.to

evaluntion of the commercial education ocurrioculum,

TASLE XXIV. RANKING OF CRITERION XI

Rating Frequency Per Cent of
Soale 1 of Rating Rating Group
1 1 1 Teld
2 2 14,29
5 | 2 14.29
4 1 Teld
5 3 2142
(] 0 0
7 0 0
8 0 0
B 1 Teld
10 (v} 0
11 2 14.29
12 1 Teld
13 V] 0
14 1 714
15 0 0
16 ¢} 0
17 0 o
Total ratinge 14 100.
Answered but not rated 5
o answer ]
lean rating 8.2

This table should be read as follows: "Criterion XI was ranked
first by 1 or 7.14 per cent of the 14 educators who ranked this ori-
terion."”

Corments t==The most severe critiocism of restatement eleven was
that the principle implied was purely theory and the whole subject
(selection, placement, and follow-up) has boen talked to death with

l1ittle result. On the other hand, it was suggested that selection
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s good and that plasesent and followeup are helpful in petting a check
on the efficiency of the business training program but are not as os-
sential in the sense az that of selection, A suggestion was made that
placement and follow-up might be done, however, by agencies outside
the high school, such as govermment employment agenciess Fvidence of
practicability is & most significant "acid teet" partioularly where
public moneys are depended upon for contimued support of a program.
Criterion (12)i--The question implied in oriterion twelve is "If
certain requirements for employing typists or stenographers in a
given community are lnown, such as typing s certain mmber of words
per mimite or taking dictation at the rate of so many words per mine
ute, should the gradustion standards of the school parallel these em-
ployment standards?" This oriterion is based upon the assumption
thet the neoeds of the immediate community are lmown, Iue to the gre-
gariousness of youth, it seems logical that a satisfactory business
ourrioulum should be developed in the light of the business neede in
the immediate community and shouléd also equip the students to meet
the needs of employers in other commmities in which they may live if
the broad aim of education is taken into consideration. Table XXV
shows the results of the ranking of Criterion XII,
Commentsi==There were fow comments made on restatement twelve.
mmﬁ,mtmn;mmmttm statement will be fulfilled
if restatement nine, whioh is concerned with developing in students
an understanding of basic prinoiples of tmeiness common to all types

of business ooccupations, and restatement ten, whioch is concermed with |
the understanding of the foundations of the economic order, are included,
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There was also a suggestion that this may be dome "If it is kmown that
the graduates work in other communities, but is best determined by
follow=up,"

The data presented in Table XXV shows considerable attention was
paid to oriterion twelve, Thers is evidence that the importance of
this oriterion should be considered by the ranking givem it. Twelve of
the sixteen educators ranked it in the upper three-fourths of the
rating socale,

TABLE XXV, RANKING OF CRITERION XII

Rating Frequency Per Cent of
Geale of Rating Rating Group
1 1 6«25
2 0 0
3 2 12,50
4 0 0
5 1 8,25
6 2 12,50
7 2 12,50
8 1 6.26
9 3 18,25
10 0 0
11 2 12,50
12 ) | 6425
13 0 L]
14 1 Ge25
15 0 0
16 0 (+]
17 0 0
Total ratings 16 100,
inswored but not rated 4
Ho answer 5

Mean rating Te8




The foregoing table should be read as follows: "Criterion XII
was ranked first by 1 or 6,25
this oriterion."

Criterion (13)s~="Should the business education curriculum be
constructed by the school, working with the business workers of the
comunity?™ is the question implied in oriterion thirteen. It is
necessary that employers sooperate with the school by making known
their neodss lot only should there be close oooperation between em-
ployers and the schools but the school and employees. A followsup
systen should be developed to determine the training most useful to
those holding the positions. It seems that the business-education
ourriculum can best be adjusted to meet the needs of the community
through the enlightened cooperation of the business workers and the
educationnl workers of that communitys Table XXVI shows the results
of the ranking of Criteria XIII,

Comments ;-~Restatement thirteen, which is concerned with the
adjustment of the curriculum to meet the needs of the community,
soems to be of vast importance in the revision or evaluation of the
business~education curriculume Although there seems to be some op=
timism on the part of a few in petting the cooperation of the om=
ployers, those who commented suggested seeking this cooperation.

Some of the comments made were as follows: "Simply add the employers
and you will have the stage set for a thorough survey of ocoupational
opportunities that must of necessity preceds any curriculum revision,"
and "Don't expect muoh help from business,” and "If you ean get com=
plete cooperation.” One commented that it was a fine ideal, but
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diffioult of anything like satlisfactory attainmente-good, however, to
make a bogimning in this direction. A very good suggestion was made
concerning the cooperative plan of training by introducing a two-week:-
out and two-weeks-in school training, It was said to be of help in
placement and in keeping the ;urrionln up-to—dito-

TABLE XXVI, RANKING OF CRITERION XIII

Rating Frequency Per Cent of
Scale of Rating Rating Group
1 0 0
2 1 5.88
3 0 0
4 6 35429
b 1 B5e88
6 2 11,76
7 0 0
8 1 5488
] 1 5488
10 3 17.85
11 0 0
12 1 beB8
13 0 0
14 0 0
15 1 5488
18 0 0
17 ~ 9 0
Total ratings 17 100,
Answered but not rated 3
Ho answer 5
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The foregoing table should be read as follows: "Criterion XIIX
mmrmaumwwu the 17 educators who ranked this

Table XXVI shows that oriterion thirteen is ranked as the third
most important oriterions Six of the seventeen edusators ranked it
as third, with the other nine ranking it on the upper half of the
rating scale.

~ Oriterion (14)s--The question implied in eriterion fourteen is
"Should the business curriculuwn in the high school continue to pre-
pars a large mumber of persons for a partiocular type of position when
relatively few such positions are open to the employment community?"
Tt is not enough to construct the business currioculum to meet the
needs of the commmity but some effort should bo made to adjust the
rumber of individuals electing the business curriculum to the employ-
ment requirements of the community. An over supply of any product
tends to lessen the value of it as well as inour extra expense in
productions Table XXIX shows the results of the ranking of Criterion
XIv,

Comments j=-Rostatement number fourteen which is concerned with
putting forth effort to adjust the mmber electing vosational training
hhqlmw-orﬁomwmmmw
comments. Those commenting realized the limitation of the schools in
carrying this out due to the many factors over which they (the schools)
have no control. The fact that this can only be done indirectly by
guidance is worthwhile noting, It was also stated that if the parents
desire their ochildren to choose the business course, they must take
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it, These are free public schools!

Table XAVII shows that eriterion fourteen was about the same in
importance, the larger number of the educators ranking it on the
upper three-fourths of the scale. Only one educator ranked this
oriterion as the least important.

TANLE XXVII., RANEING OF CRITERION XIV

1 o 0
2 1 G867
3 ] 4]
4 2 1533
6 2 15.33
8 1 6467
7 3 20,00
B 1 Be87
9 1 B8.87
10 0 0
11 1 8467
12 2 18.33
13 0 0
14 0 0
15 o 0
16 0 0
17 1 6467
Total ratings 15 1004
knswered tut not rated b
No answer b
Mean rating Te7

This teble should be read as followss "Criterion XIV was not
ranked ag first by any of the 15 educators who ranked this oriterion."
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Criterion (15)s==The qussbion implied in this oriterion is "If
changing ocoupations make it neoessary for employed high school gra-
uates to master additional skills for which they did not prepare in
high school, should it be possible for the graduate to return to the
high school and take a short unit course to qualify for such employ-
ment?" It seems that the duty of the sohool should not end in pre=
paring students for available jobs since the change in btusiness pro=
cedures are so rapid and the fact that employers are being sold on
new office equipment which calls for more specialized workers, the
schools should provide, if possible, short, intensive courses to
enable those not in full-time day high school to improve business
sicills already possessed end to learn new ones, Table XXVIII shows
the results of the rating of Criterion XV.

Commentss==In cormenting on restatement fifteen, concerning the
short, intensive courses to enable those nmot in the full-time day
high school to return for improvement in business skills already
possessed and to learn now ones, the educators said that this state-
ment is deoidedly true, but the program is primarily an adult edu=
cation program administered largely through evening schools and late
afternoon organizations. Further comments were that this plan was
excellent, if the employer would permit the employee to train for
the next position above and as a means of gaining promotions The
plan was also questioned as to the possibility of earrying it out
and a puggestion that the taxpayers be consulted was made.

Ascording to the data presented in Table XXVIII, eriterion
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fifteen was ranked low in importance for the evaluation of the com=
mercial ourrioulum. Although six ranked it on the upper half of the
rating scale, there were ten whe ranked it in the lower half of the
scale.

TAELE XXVIII. RANKING OF CRITERION XV

Scale of gﬁtin; Rating Group
1 1 B4 25
2 o 0
3 i Ge25
¢ | Ge25
5 G 9]
6 1 Ge25
7 1 Ge25
8 1 6«25
9 0 0
10 1 Ge25
11 o 0
12 0 0
13 1 6425
14 2 12.50
15 2 12.50
16 4 25,00
17 0 0
Total ratings 18 100,
Answered tut not rated 4
No answer g
Mean rating 10,9

This table should be read as follows: "Criterion XV was not
ranked f'irst by any of the 16 eduycators who ranked this criterion.”
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Criterion (16)i1==The development of social experiences of the in-
dividual is implied im this oriterion. Sinee it has been repeatedly
sais that an education is not complete unless it includes the sooial,
civie, and economic aspects of training, certainly, the business our-
riculum should be so conmstructed as to assist in developing the stu=-
dents® whole personality.

Comments se=There were few comments on criterion sixteen but the
statement concerning the attempt to develop the student's whole per-
sonality, as implied in restatement sixteen, seemed to cause two lines
of thoughte First, that the whole job should not be attempted there
because there are other departments; second, that every other currie
oulum ghonld do the same., It was also expressed that this has never
been dome but was guite necessarys

Table XXIX shows that criterion sixteen is important in the eval-
uation of the commerecial education currioculum in as much as thirteen
of the fifteen educators ranked it on the upper half of the rating
scales Although the comments showed doubt as to the accomplishment
of developing the whole personality there is evidence that the ate
tenpt should be mades

Criterion (17):~=On which level should vooational business edu-
oation be given principally? The nature of ﬁe field of business
selected seems to control the level on which this training should be
given.

Comments t==0One educator stated that since the vast mejority of

students still oomplete their formal schooling at the high school
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level, vooational treining ghould be given on this level and should
immediately precede employment,

TARLE XX{IX. RANKING OF CRITERION XVI

Rating F‘rog:mny Per Cent of
Seale of Hating Rating Group
1 0 0
2 1 €467
3 3 20400
4 2 1533
] 0 0
g 1 6«57
T 2 13,33
g8 0 0
! é 26467
10 0 (o}
11 1 Ca67
12 0 0
13 o] 0
14 6] 0]
15 1 .87
16 0 0
17 0 0
Total ratings 18 100,
Answered but not rated 5
Ho answer B
leen rating

This table should be read as follows: "Oriterion XVI was not
rln‘ksd:.a first by any of the 15 educators who ranked this cori-
terion.
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Table XXX shows that 85 per cent of the total mumber of educators
who returnsd the criteria checled the Senlor High School level as the
most appropriate level on which wooational business education should
be given, The fact that 35 per cent of the educators checked the
Junior College level shows the tendency toward deferring business
training after leaving high schocl.

TABLE XXX. CRITERION XVII., THE LEVELS ON WEICGH
VOCATIONAL BUSINESS BDUCATION SHOULD BE GIVEN PRINCIPALLY

Levels of Training Frequenocy Per Cent of
' of Rating Rating Group
Junior High School J 0
Senior High School 13 85
Junior Uollege 7 35
Senior College ¥ 0
Total ratings 20 100
Answered but not rated 0
Yo answer 8

This table should be read as follows: "Of the four levels of
training, the Junior High School leval was not selected by any of
the educators as the level on which wvocational business education
should be given principally."”
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Comparison of Present Currioulum and Criteria
Comparing the data, gathered from the ratings of the criteria and
comments made on each criterion, with the present business curriculum
for Negro students, it was found that the present curriculum is con-
gtructed on the same principles expressed in the oriteria with a few
exceptions. These exceptions are as followss

1+ The present curriculum does not provide separate courses
for nonevocational students. All courses are constructed on a
purely wocational basiss

2+ There are no short, intensive courses provided for those
whe desire additional training after leaving school.

3, There are no provisions made for follow-up, placement, or
intelligent puldance of those who elect the business-training course.

4, Little effort is made to adjust the mmber of students
oleoting the business course to the employment requirements of the
commumnity.

In order to provide for none-vocational, personal experience,
rather than add new subjects, there is need for a general reorgani-

gation of material already included in the warious business courses.
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EDUCATCRS WHO RATED THE CRITERIA ¥CR THE EVALUATICN

OF THE COMUERCIAL CURRICULUM

We S« Barnhart, Viee-prineipal, Head of the Commercial Departmant,
Ermmerieh Manuasl Training Hlgh School, Indianapolis,
Indiana,.

Dr. He B. Bice, Syracuse University, School of Business Administra-
tion, Syracuse, New York.

E. G. Blackstons, Comngrelal Teacher Tralning Division, University
of Southern Californla, Los Angeles, California.

Dr. Ambrose Calilver, U. 8. Commissioner of Eduecatlion, Washington, D. C.
Speeialist in Negro Education.

Dr. Vernal H. Carmichael, Ball State Teachers College, Muncie, Ind.
Dr. Harl R. Douglass, Diresctor, Division of Educstion, University of
Nerth Carolina, Greensboro, M. C.; President, Nationzl

Assoeiation of College Teachers of Education.

¥iss Irma Fhrenhsrdt, Indisna State Teachers College, Terre Haute,
Indisna.

Fo H. Gillespie, liead of Commercial Department of Technical High School,
Irdlanapolis, Indiana.

Raymond C. Goodfellow, Director of Commercial Zducation, Newark, N. J.

Or, Jessie Graham, Assistant Supervisor of Commercial Zdueation,
Bosrd of Bducation, Los Angeles, California.

Mrs. Hattie E. Hale, Head, Depzrtment of Secrstarial Commerce,
Tennessee Agricultural and Irdustrial State Teachers
Ccllege, Nashville, Tennessee.

Carl A, Jessen, Senior Speclalist in Seconiary Education, U. S. Cffice
of Educaticn, Washington, L. C.

HMiss Margeret L. Kane, State Director of Dulawere, Wilmington Senior
High School, Wilmington, Delawars.



John G. Kirk, Director of Commereial Eduecation, Philadelphia, Pa.

Dr. Frank Xyker, Special Agent, Researech in Business Zducation, Depert-
ment of Interlor, Washington, D. C.

R. O'Hara Lenier, Assigtant Natiocmal N. Y. A. Director, Office of Zdu-
cation, Washington, T. C.

D, D. Lessenberry, Director of Courses in Commercial ¥duecation, School
of Fducation, University of Pittsburg, Pittshurg, Pa.

Oy, Paul 5. Lomax, New York University, Few York, N. Y.
Frederick G. Wichols, Harverd University, Cambridge, ¥ass.

Jvan ¥itchell, Head of Commercial Depsrtment, Central High School,
Petroit, Michigan.

Harold Spears, Directeor of Research and Secondary Zducation, Evansville,
Indiana.

M. I, Studebaker, Ball State College, ¥uncie, Indiana.
R. G. @alters, Personnel (Officer, Grove Clity Collsge, Grove City, Pa.

Howard E. Wheland, Head of Commerceial Depurtment, John Hay High School
Cleveland, Ohio.

Harcld Alton Wiggin, Centrel Junior High School, East Providence,
Rhode Island.



CHAPTER VI

GOMPARATIVE STUDY OF THE PREPARATION, OCCUPATIONAL

OPPORTUNITIES, AND OCCUPATIONAL CHOICES

There 1s a growing interest on the part of educators and laymen
in the future of out=cf=-schoel youth due to the large mumber of grad-
uates each year turned out without jobs, no money to attend college,
and a very small per cent returning to the high school for postegrad-
uate work. This interest has caused the schools to realize more ful-
ly their responsibility to those who spend most of their a2dolescent
years under their guidance and have set up an organized guidance pro=
gram for counselling, treining, and placing their graduates.

Those who ars elected to counsel and gulde thess students should
first, consider the abilitiss and interests of the potential busineszs
workers when aiding them to decide upon thelr life's caresr and seow
ond, what the business employers expect of & commercial graduete.

Through wise guldance, the potential workers may be led into the
kind of traiming suvited te thelr abllities which will lead to future
happinsss and success more often than fallure. Interests of students
sometime vary from year to year and have been known to change as late
as the senior year. It was found, through interviews, that some of

(a7)
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the changes were due to failures in the subjects necessary to build
up & background for future sbudy or potential jobs, some changed bee
esuse their friemds were prapsring for certain positions, & few chang-
ed because of additional information conmserning ths regquirements for
the work they had chosen to follow.

A check list of occupational choices,! recently given to a group
of 1939-1940 seniors of Crispus Attucks Iligh School, revealed that
their interests had undergone a vivid change sinee selecting their
majors and minors in the tenth yeare. The purpose of this cheek list
was to find out the numbsr of graduates who expected to emter college;
their majors and minors and if the speciel iiaslds which they wished to
pursue in college was in harmony with thelr interests and abilitiesy
the economie status of those who had plamned to enter colleges the nume
ber of graduates who had jobs awaiting them upon graduation; and the
various kinda of actual working experiences of the seniors.

The students were ssked to answer each suestior es truthfully as
possible after explaining to them the difference between real facts
end wishful thinkinges Due to illness or other causes, only 218 blenke
were checked by the seniors during an extended roll=call period. The
senior sponsor=-room teachers supervised the filling out of the blanks

end returned them to the writers These blanks were grouped according

13ilo Stuart snd Dewitt S, Morgem, Guidance at Work, MoGrew=Hill
Book Company, Inc., Hew Yorlk, 1331, pe. 98.
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to sex und sach item carefully tabulated end ocompiled into tables

showing the comparative results.

Majors end Minors

Msjore and minors play & great part in the high schoel life of
the adolescent. The coursss sslested ghould depend upon the ability,
and interests of the students as well as the present soeial and eco-
nemic conditions. In tabuleting the majors and minors of the 1939-
1940 greduates, it was found that the majors that renked highest were
of on academio neture with the excepticn of nsommerse and home ecouom=
jese English and history ranked ome and two respectively, with the
languages-=Latin and Spanish--ranking third.

Printing ranked highest of the small number of ﬁnﬂuatrhl arts
chosen as majors. This was due to the five periods required of the
gtudents who wanted to major in this branch of work. It was found
that it inmterferred with other courses which the students wished to
take or with part-time jobs.

The total number, 218 students, majored in English because of
the stete requirement of six credits in English for graduations. The
writer found out after interviewing & mumber of freshman oollege stu-
dents, of{ice workers, and other alummi, that four years of English
should be reguired of all graduates.

Hathematies, history, science, and foreign languages head the
list of minors. Interviews with & number of seniors brought out the

feot that this wes dus to meeting college reguirements ss well as re-
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gquirements for graduation. ¥Fifty per cent of the number intsrviewed
had no definite assurance of financial support to enable them to go
to college. The industrial arts ranked lowest in the tebulation of
minorse

It was slso noted that out of the large mmber of students en-
rolled eamch semester in the commercial department, only 27 seniors
completed majors in commerce and 17 seniors completed minors in come
merccs The fact that they had started their commercial work too late
to complete the course was brought cut in the interviews. Table XOXI
and JJIXII show the tabulated results of the majors and minors completed

by the 1930-1940 graduates.



TABIE XXXI. HYAJORS COMPLETED ©Y 1939-1940 SENIORS*
= e er e P—e—— rec——y
floe of Students

Sub ject Zirls Hoys Total
Enﬂliﬂh aemmesvosanhosn 129 88 218
Hiator}r L A B I B 57 58 '?5
COMmDeres sssssasssssin 23 4 27
Latin esesvsassncnnsnan 16 18
spuniah sesssnunsbavecs g B E L g
Homﬁ Ecanﬂmioﬂ ses® v 15 16
Math ssessensssasssassns G 6 12
Clothing B4cssssssnsess i1 11
APt sscsessscsacessavse 2 9 11
5cience cosrsssnsssesasn 6 2 ¢]
Voce Printing ssceseees [ 6
Anto Meah,: sessanssnsns 4 4
Soce 50ience sescsssans 3 z
Mﬂﬂi@ Peo8BOERTIRIOEOEIED R 3 5
Inds Arts sscscsssesens 3 ]
Hoche Dre sosssssnsases 3 o]
Shoe Shop eescoseasenn 3 ;]
BonA esssvsvcossssnnens B 3
Fronch sevssvsscesseess b | 1
Voce Tolloring ssseesce i 1
Hot Eiven sesnevactcaee 1 1

Totel 263 179 442

*The obhove teble should be read as [ollows:—--"0f the 218 seniors,

129 girls and 59 boys, a total of 212 students completed Majors in

Engliah."

8l
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TABLE XXITI. MINORS COMPLETED BY 1939-1840 SENIORS

Subjects Hos of Students
Girls Boys Totel
HathenmitioSescesssssacs 54 39 G3
3215.3":01‘3’......-.-..—...... 51 27 T8
Seiencteessscsasssnanse &1 ! a1 i)
Latinsessssasnvssansnas 27 1¢ 41
Sp{miﬁhocaquouco.-u--co 32 15 37
Frenchesvessesssassasss i 21 11 27
}\Euﬂ'iﬁoo-oci-o-tonirnilo 16 9 ab
COmmero@esscesssvrssasns 1 ] i
Home ZconomicZescesanns 11 1l
c;.O'thiﬂg.:,..ntol-d-vnauq 19 1
GormifiNecsssssavassivas e ;4 T ¢
Mttl't'li.titﬁlaniilio 2 6 3
Soclel Sclonttessessosa 3 4 i
L&ugﬂﬁ.g‘a-c-naa-aooeuasv b ) | (4]
.ﬁOGdShO;}toihta---a»olag 2 2
PoodScsssnccasnsoscansa 2 2
induatl‘iﬂl Art3sessenns 2 2
Heﬂhl Dra?fingnuusoolon- 2 2
T}rpingtllilltil..lptlﬁb e 2
Bﬂﬂkkeepiﬂgotlcolan-ooé 1 1
Gh@miﬂ'ﬁ!’}'--to-un--ucos- 1 3
Electricityeseecosvesas 1 1
Phyﬁt Bdueaticonessesves 1 1
Ro 0. Tu- CQ.Iﬂ.’i'.Il'l. 1 l
Tﬂ.il@!‘iﬂ{"{ano..n..-oaood i | 1
Hot giv@nlltninicn..n.-o 1 1

Totals 185 166 431

This teble should be read "Of the 218 seniors, 54 girls and 39

boys, & totel of 935 students completed minors in Mathematics."
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Beonomic Status of the 1839-1540 Seniors

& study of the check list revealed that the economie situation of
those gradueting was very acute. Of the 218 graduates, only seven girls
and seventeen boys, a total of twenty-four students, stated that they
had jobs eawaliting them after pgraduation. GSeventy-six girls and forty-
nine boys, a total of one hundred and twenty-five, stated that they had
no jobs while forty-sii girls and twenty-three boys, a total of sixty-
nine students, did not answer the gquestion. Table IXXIIT shows the
tabulated results of this part of the study.

TABLE X¥XIXII. ENPLOTIEET SITUATIOR OF 1930=1940 SEWIORS

e — .- - — et —
i £ Students
Ansﬁer o B — . Totals
Girls Boys
TeBavssonvinsens ¥ 17 24
Hosesaassssncans 76 49 128
Ho answerssessse 48 23 69
Total 128 &9 218

The tabulated results of the quection "Do you intend to to to cole
lege" showed that eighty-nine girls and sixty-four beys, a total of
one hundred and fifty-three students, stated that they intended to go
to college. Out of this number ome hundred and one or two=thirds of the
total numbsr must wholly or sartially support themselves while in college.
Table XAXIV shows the tabulated results of the question "Will you have

to work your way through college?"



TABLE XXXIV. WILL YOU HAVE PO WORE YOUR WAY THROUGH

. Fos of Students Total
Girls Bove
%0113" ° » a2 17 10 33
Partly « o = 38 20 G13]
Yot at !?..11 a 2 1z & 17
ot sure » @ 14 8 22
No enswer . " 8 5] 13
Total &% 84 183

Table AAXIV ah&uld be read "0f the 152 students who intend %o gzo
to eollege, 17 girls and 16 boys, a total of 33 students, must wholly
suppors themselves whils in eollege."

Pubture Preparation -

The adolescent mindz wndergo many changes in regard to interests
while in high schocl as has alrsady been stated earlier in the chapter
and as a final check on theese intereste md 45 know in which {ields
they will prepere themselves, a list of the various vocational, pro=
fessionel, and ¢echnical fields were given the senlors. &n enalysis
of this part of the study revealed that a total of thirtyetwo wvarious
fields of study were selected by the seniors. Approximetely one=half
of the one hundred and fifty-three seniors who stated that they were
planning to attend college selected two fields of study. The reason
for this, they expleined, was thet they intended to make one their
major and the other their mimor. There were only five students who
stated that they had no special field in mind end ome who had not

decided.



The largest number of seniors chose the field of teaching, the
next lergest number chose the field of business while the third largest
mmber chose the fisld of aursing. A check was made on the students
who stated thet they would prepure themselves for business and it was
found that a small mmber had not talken more than one yeer of typewrite
inge This will te explained more fully later in this shapter.

Table XUV shows the verious fields selected. They are listed
secording to their frequesney, the boys and girls being tabuléted sepa-

rately.

Qccupational Choices of the Eeniors the Are Tmemployed

The date presented in Teble ZXXIV shows that one hundred and one
of the vme hundred and fifty-three students who intended to enter col=
lege must work and othsr data gethered from the ocoupational check
lisgt reveals that only twenty-four of the total number of two hundred
and eighteen seniors had jobs awaiting them upon graduatiqn. § didrs

Those studenfs who had no jobs were asked to cheek a list of oo=-
cupations in order of their preferences, that is, firet, sscond, and
third cholecese The result wss that the largest mubsr of boys chose
printing s their Ffirst choice, slectricity and commercial art were
chosen by the largsst number of boys as second choice, and foundry and
general office work were selected by the largest musber of boys as
their third ohoice.

Due to the large number of occupations, the boys and girls were

tabulated separately. The largest number of girls chose nursing as



TABLE XXXV, VIELDS CHECEED BY 1939-1940 SENIORS FOR WHICH THEY

WILL PREPARE

THEMS

EIVEE WIILE IN COLLEGE

Ho. of Btudents

Girls foye

Total

Teaching . . . .
Pusineas 0 . o . s
Turs ing, . . » ™ ™
Musie = . . e " Ll
Social Seisnce . . o
Engpineering - . . .
.Art . . ° L] . °
Dramatic Art . . . .
Industry « P i
Library . . . o -
Architecture . . a .
Home Economies . . . .
Law L] - - - L] Ll
Hedieine . . ® . .
Beauty Culture . s °
Jouma.lisn @ » - . s
Sewling . ° ° . v
Agriculture=Iarming N
Dress-maker-Designer «
L{a.ka-up Artist » . . ®
Pharmucy » . . . .
Moolmting . . . - .
Commercial Art . ° .
Chem:lstry . ® . . ?
Embahning . ° ° .
m:‘.i!h . © u ° ?
Exterminn‘bing ® » *
flgileClerk . ® ] ° ®
mth e ® a ° a "
Lino'bype . ° s . “
Printing . s ° . .
Religious o ° s . "
Shoe=naking-Designing B
o special preparation . ®
Yot g;iven ° ® s .
Undecided . » . . ®

31
20
29
8
9

o

A A0S DG )

o N

o =

e

T

I

40
50
29
i6

] O B e e e e S e R RN DN DB GG 006~ -

Totals

149

76

225
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their first cholce, library work woz chosen the largest number of

girls as their second cholce, gzensral office work end telephone opare

i oholee.

reapectivel)

ghles XOVI and JDUWII show the order in whleh the oecoupations

were ranked sccording to the fregusney of the first, sceond, and third
zholcase
TABLE X201, P HCE OF POBITIONE RADUATION
BY THE SENICR GIRLS WHO 1 HO SOOITIONS
Cholce
First Hoe Second Hoa Thiprd Hoe
Harse 25 Librarian 2 Gen. {fi g
‘ : ; ori 16
Typist : 13 Typist 1z Tﬁl. operator 18
Stenopgrapher 15 Gene officework] 0 Typist 10
lusician @ Harsing 3 Librarien 13
Alteration of g
menta 7 Tels operator 6 Filing 4
Librarian & Boalckeaper 5 Marsing g
Tels operator 5 Alterating 5 Uillinery 3
Sales & Pattern=maling Z Stenographer { &
Gone officework 4 Husician & Bookkeeper § g
Pattern-making 3 Piling K Alterating
ragg-mal-ing 3 Stenographer 2 Seles 2
Social Service i Sales work 1 Commercial Art 2
Song vwiter 1 Pashionist 1 Pattern making 1
#illinery work 1 Zinger 1
Yot ¢ hoemeu 8 ot checked 15
Total 23 68 21




Table XKIVI should be read &s follews: "Of the 120 senior
girls, 26 girls chose Nursing as their first cholce, 20 girls chose
Ibrary work as second ohoice, and 16 girls choss general offics
work es their thir# cholce," -m




TABLE XXXVII.

PREFERENCE OF POSITIONS AFTER CRADUATION
BY THE SENIOFR BOYS WHO HMAVE NO POSITICHS

i

Choize
Flrst Ho Second No. Third Hoe
Printing g Electricisn g Foundry b
Commereial Art i lfusicien g General office | &
Elestricisn 4 Drafting 5 Auto mechanics | 4
Musicien 3 Foundry 5 Eachinist 4
Typist § Sales 4 Elegtrician 5
Office work 3 Commercial art 4 Woodwork 3
Auto mechanics 3 General office 3 Husieion | &
Foundry 2 Boolkkeeper 2 Bookkeeper | 2
lechanist 2 Plumbing 2 Drafting 2
Alteration of parm
ments 2 Auto mechanics 2 Filing 2
Sales 2 Tel. operator 2 2lumbing 2
Hail osrrier 1 Hill worker 2 Sheet metal ¥
Drafting 1 Librarien 1 | Printing &
Art 1 Woodwork 1 Librarian !
Bookkseper 3 Yachinist 1 Tailoring 1
Woodwork 1 Piling 3 Sales | %
Librariaen 1
Shoe Rebuilding | 1
Government work 3
Hot checked 13 Not checked 1 Yot checked {14
Tstal Fﬁ 50 53

Table X0VII should be read:

choice while five boys chose foundry as their third choice.™

"Of the 89 senlor boys, § chose
»rinting as their first choice, 9 boys chose eleotric work for sccond
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The rosulits of oscupational preferences were chscked ageinst the
tabulated list of activities in whicli the seniors had actuel cxperiences
and found there was little relationship between the mctual experiences
and the ceoupstional choices. Printing is the only vocation showing e
cloge relationshiy betwsen the past experience and oscupationsl crefer=
ences

The sotivities in whieh the senlor glrls had sctunl experiences
wore of e domestic nature whiles those of the boys were of the zeneral
delivory type. While interviewing some of the studsnts, it was brought
out that they hald confused “Hewspaper work" with delivering newspapers,
"ursing® with caring for children, and "Oifice work" with messenger
work in the sohool office. This explalns the larges nunber =f boys whe
stated that thay'héd sctunl experisnce in newspaper work and girls who
stated thet they had experience in office worke

Table IZIEVIIT, the sctivities in which the senlors have had actusl
working experiences, shows that they have had little experience in the
commercial field except store work. The writer could not determine
from the interviews if the lar;e number of seniors who chesked "sslling"
ineluded worlking in grocery stores. 4 sgmall number of both girls and
boys cheeckad "Housework" aslthough it was found that the majority of the
students who get work through the school are glven housework ‘cbs,

especially the girls.
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TABLE XXXVIII., ACTIVITIES IN WHICH THE SENIORS HAVE HAD
ACTUAL WORKING IXPERIENCES

astiviiieg . Nos of Students
Girls Boys Total

Caring for Children o+ .« 81 1 82
8a lling . " ® - . - Z4 a5 87
D.liw work « ° s s " 2 3T 39
Grooery store & » » a & Z3 37
Hewspaper work R T 2 3l 28
Offige work . . k] ® - 28 7 28
Music L) . s a - - it 15 28
Sslring - - - ™ a a 35 25
Cafeteria . - ° . . . 8 iz 20
Truck drivin; » . . ® i7 17
Farm work » " - ° ® ® 1 14 15
Hur'sing ° s ® ® - " id 14
Tolephans work . - » . i4 14
Drugstore work - « o » g 12 ié
Art work 3 ° L3 ° L e 11 13
Construction - » . L 2 9
Electrical work * » - . G g
Printin; - L] »° . - 3 ) g
Housework Sr-wBil b 2l Ond 3 & 7
Toodworlk 2 " @ " B i 7
Mechanleal work » ? - ® 5 6
Draftin.g - - - - - 4 4
Lih!‘lry ] » . » - . 2 2
Typing ® - - e . 2 2
Beantician @ ® . - - 1 1
Car parking a - a - " i 1
Garstaler ¥ rie a T 1 i
Chauf'four " - " - s 1 1
Custodian - L] - . » 1 1
Dry goods store « & 4« » 3 1
Extamimtin; ] . . ° . 1 b 4
Gﬁ!‘dﬂﬂiﬂg . . - el - & |
Garment cleaning + s+ <ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>