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Imwhohüdfxoh AHA sTsIhnENT ÜF PROBLEM

due ct the primary ebjectivee ot business courses
in 6 high school ie tc provide training ef vocsticnsl
vs1ue• The school sould prepsre its students tc the
fullest extent for the ocsupstione they are te enter,

y within the limits of the school fscilities• The purpose
of this study is te follow up the business gredustee of
Lane High school, Gherlotteeville, virginie., for the gV
five•year period of l9#5~49 to find out to whet extent
the business students enter the area of epscielisstici
they choose while in high school, to find out how well
they suoeeed on ERB Joh, end to determine possible changes
in the business eduoetien program in light of whst the
grsduetes reveal in the evaluetien of their high school
business subjects end in relstio to their Joh exp•rlene•e•

In this study, the business grsduetes cf Lane high
öohool sro thought of es students hsving two er more
Gsrnegie units ot creäit in business eb3eete•

s stdy of this problem in the city ot dherlotteeville
is needed et this time• There hen never been s study cf
this kind made in the city of Uherlottesville, nor has sny
eftort been made to focus sttontion on the business grsduetee
cf*the schoel• seen s study is important it the school is
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to keep abreast with the everchansing business world and to

prepare better the students for their work.

In order to determine possible revislons in the busi-

p hess curriculum, all factors concerned with the evaluation
of the relationship between high school business subjects

and job experienoes were sought and analysed.

Beatles
One measure of the business d•partment's success is

the kind of work the business students do on the job or

the type of product the school produces. In other words,

the business department is a success or failure to the

same degree that its graduates succeed or fail.

How well the graduates of the Business Department

of Lane High School have been able to succeed on the job

ie the first concern of this study. Other concerns in-
[

clude the following: what school experiences have been

most helpful to them on the job, what further services

the schol may render to its business graduates, and how

the school can be of greater service to present and future

business students.

dslsiäémniss
The urgent need for keeping in touch with the former

business graduates in order to help measure the success or
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failure of the werk that ie being done is being realized
more and more by school administrators and teachers.

Studies have been and are being made to get first-
hand knowldge from the graduates themselves. Because
business courses are a relativcly recent addition to the
secondary school curriculun, this procedure is not very
old, however, as applied to business ducation. Several
studies related tc the present one are ae followsa

A semi-annual report, begun with the class of June,
1927, ad exteding over a five-year period fro date of
leaving schol is described by Rutledgel in the Oakland
(California) High Schools. It shows for each course the
number continulng education and where; nunber employed and
kind: of jobs; number unnployed, both seeking an not
seeking employment.

A Dayton (Ohio)2 survey included the years 1915-25
, and prpcsed tc fin the per cent of boys and girls engaged

in occupations in which their majors or minors were of
funamental, little, or n value. area this study there
appeared to be need for scientific occupational guldanee
to direct pcorly informed or wrongly advised pupile

ldutledge R. E. “Fo1low-Up Reort of High School
Graduatee of Oakland, California.“ Department of Research
and Auxiliary Ageneies, Oakland Public Schools.

CommerciääläggdugtäswfromAgtDägzonQ!.
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concerning their ohoioee or school cour¤es• It was re•

commendcd that there he a difterentiaticn of curricule

so that prcvision will be made for specific training in

auch oooupatione es general clerk, filing, and business
machine operatiom

A third study completed for dorwood, Ghia,} included
4

the years l94}•¢7 and purpoeed to find out how may cf
the students are 1'inding Joos, type and place cf employ-
ment, how they located Joos, what happens to drop·outs,

what per cent continue in higher education, and what are
the attitudes of graduates and drop•outa tomrd the

eenoo1„ From this study there eppeared tc oe a need of
more guidancc in helping freshmen, more oareful attention

to the selection of ahorthand stnäento, more emphaeie
plaoed on pupils' doing heat and oareful work, more rooms

for special aacninee, and a more comprehensive program ot

gaidance•

a rourtn study completed hy frexlerä was made in

respect to shorthand, office training, bookkeeping, und
nalesnsno?;ip• The purpose was to determine the strength

and weatmees of the present comaeroml program and tc

jßnrley, ich Max3.linda• de Follow-Up otudy of the
gneslness Oradnates and ;1>rop··0nt.s of {regina High School,
horeood, Ohio, for the Years l9»!+3·-e7•" Unpuhlished
hastcr'e Thesis, leaohers College, nthenaouga of mim

äfraxlor, Esins. has. "a Fol1ow••Up study of Commercial
G~reduatoe•" South·.;ostorn Euhlißkzing Company, New York, 1930.
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rceomend adjuetmante that would meet the needs ef the
students in relation to their community, It was dis~
covered that the classes in shorthand, ealesaanship, book-
keeping, and office training were satisfaetory and that
the school was not training too eeny young people at
that time,

a fifth study oompleted by Üäü$Pbä0h5 included an
investigation of the students enrolled in commercial edue
oation at the state University of Iowa dnring the regular
school year cf l932~33 and the summer of l933• The purpose
uns to ascertain Just what these people were doing in the
teaching profession at the end of five years, The study
revealed the activities, emperiencos, BUUGGBBGB, edvan¤e—
mente, and a general picture of the group in auch a way
that it indioated whether er not the training offered by
the separtsent was meeting the needs of the commercial

/ teachere. In this study, the found that the trainin
offered hy the school was meeting the needs ot the
teachere in their merk,

8 8
T

an unusual investigation uns reported hy scnenry,6
Stwlents who pursued a post•g$„rsduste intensive buelnesa

ßhauerbach, Harriet A, ”a
Fol1cw—Up study of_ the Commercial students at the state University of Iowa,

l932«33•“ unpublished haster’s Thesis, State University
of Iowa,eIowa City, 1936,

öhseonry, Lade Elisabeth, "A Vocationsl selloe·Up
of roetgreduates and negular Commercial graduatas er the
Detroit High school of Goamerce," oepsrtnent ot Research,
hetroit Public schools, nn• 8, l93§•
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course were surveyed as were other graduatee who completed

the normal four•year prcgraa• It was discovered that the

graduatee with the ohe·year EHLGHBÄVO commercial course

had better Jobs end were more stable than the graduates

with the usual four years of tra1h1¤g•

all of these studies ihdlaate that this survey form

V of oolleotiag data is very important im hülpläg the school

keep the ourrioulum olcsely related to the heds of the
business community.
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CHAPTEH II

COLLECTION OF DATA
1

The purpose of this study was to follow up the
business graduates of Lane High School, Charlottesville,
Virginia, for the f1ve·year period l9k5•k9. In order to ,
determine to what extent the business students follow
their area of specialisation while in high school, the
data were collected from the business greduates themselves.

The office files of Lane High School provided the
names of 178 business graduates (31 boys and lk? girls) of
the last five years. The present business students, teachers,
alumni, and local post office helped to verify the addresses
of the 178 students. It was found that a large per cent of

these students was still in the city of Charlottesville.
After verification of addresses, s letter, a questicnnaire,
and a sheet, “Def1nit1on of Job Tit1es,“ were sent to them.
The letter was signed by the principal of the school as
well as the research worker. The forms sent to the busi-
ness graduates follow on subsequent pages.

It will be observed that the information requested on
e_ the questionnaire has significance. The first part is8

personal; the second part, occupational. In question 1,
on the second part, the business greduates were asked to
indicate the business subjects which they pursued at



OFFICE OF PRINCIPAL

LANE HIGH SCHOOL
PRESTON AVENUE

OTTESVILLE. VIRGINIACHARL Illustration 1 8

February 1, 1950

Dear :

As a graduate of Lane High School, we are sure you will be willing to
cooperate with us in a survey we are going to make of our graduates who ‘
were students in Business Education from 1945-49. If you wish, we will
be glad to send you, as an alumnus of Lane High, a copy of the results.

We are interested in knowing what type of work you have entered; the
use you have made of the business courses on the job that you took while
a student here; suggestions of how we can be of further help to you and
to our present and future business students; and what promotions you
have received since graduating from Lane High School.

Your cooperation will be appreciated in filling out the enclosed question-
naire at your earliest convenience and returning it to us in the enclosed
self-addressed envelope. All information will be held confidential.

We wish to take the opportunity to thank you for your cooperation.

Cordially yours,

„ W. I. NICKELS, JR.
Principal

JEAN V. DESHAZ0
Vocational Teacher-Coordinator

D
Enclosures



Illustration 2
FOLLOW-UP STUDY OF LANE HIGH SCHOOL BUSINESS GRADUATES J

Read the information through carefully before answering
I PERSONAL DATA

Name_...__;_....___„._..__._____
(Last) (First) (Middle)

Graduation Class: 19.1..

If married, include maiden name-_..._....-_...........__._. -_-__._.__._..-

Present Mailing Addressl...__...-__...._.___..tTelephone..________

Permanent Mailing Address_._._;.......t?__.._...._......Telephone__.__._t_

II OCCUPATIONAL DATA (In answering this section refer to the "Definitions of Job Titles" Sheet so that
you can have an accurate classification of your job.)

1. Check (\/) the following business subjects that you studied in high school.
( ) Bookkeeping (first year) ( ) Salesmanship
( ) Bookkeeping (second year) ( ) Shorthand (first year)
( ) Business Mathematics ( ) Shorthand (second year)
( ) General Business ( ) Typing (first year)
( ) Office Practice ( ) Typing (second year)

2. Following is a list of business subjects you may have taken while at Lane High School. Please check
with a X the ones you consider most helpful to you on the job since you left high school.

( ) Bookkeeping (first year) ( ) Salesmanship
( ) Bookkeeping (second year) ( ) Shorthand (first year)
( ) Business Mathematics ( ) Shorthand (second year)
( ) General Business ( ) Typing (first year)
( ) Office Practice ( ) Typing (second year)

3. By which of the following methods did you obtain your first job?

( ) a. Advertisement of employer
( ) b. Advertisement of self
( ) c. Friends and relatives
( ) d. Commercial Placement Bureau
( ) e. The High School office
( ) f. The business teacher
( ) g. Teacher in school (other than business teacher)
( ) h. Personal application at random
( ) i. OTHER MEANS (specify)...._.____ __

4. What is your position at the present time?

Firm_.............__.._.i—-i Term of employment:
Address..i..._....?_T..-„. -.. Bega__-

(Month) (Year)
Supervisor..;—.___._.—.l_.. Wages: Beginning_____._.Current._._____

' Payroll Title.„?_-___.H... Number of Employees in Ofiice_.___.i_____



"DEFINITION OF JOB TITLES"
Illustration 3 1,

In ormd;l0n taken from the DICTIONARY OF OCCUPATIONAL TITLES, United States Employ-

l. égpppntant. A term applied to any accountant who verifies additions, checks
audits, postings, and vouchers, analyzes accounts and prepares statements,
working under supervision.

2. Adding Machine Operator. Adds and subtracts groups of numbers, using an
electrically driven or lever operated machine that automatically performs
the computations and records the results, usually on a roll of paper; writes
the computed answers on records or reports from which the original figures
were obtained.

3. Addressing Machipg Operator. Operates a manually powered or electrically
powered machine that automatically prints names, addresses, code numbers,
and similar information on items, such as envelopes, accounting forms and
advertising literature.'L. Auditor. Examines the accounts or books of an establishment as prepared by
Accountants, Bookkeepers and other clerical workers to determine if the accounts
of the various types of transactions have been entered properly in the books.
May operate an adding machine, a calculating machine, and a typewriter.

5. Billing Clerk. Prepares statements, bills, and invoices, by hand or on a type-
writer, to be sent to customers, showing an itemized account of the amount
they owe, obtaining information from purchase orders, sales, and charge
slips, or from other records; addresses envelopes and inserts bills pre-
paratory to mailing; checks billings with accounts receivable ledger and
may post receipts of money received to the proper account.

6. Bookkeeper. Keeps a complete and systematic set of records of all business
transactions of an establishment, examining and recording the transactions in
proper record books and on special forms; balances books and compiles reports
at regular intervals to show the receipts, expenditures, accounts payable,
accounts receivable, profit or loss, and many other items pertinent to the
operation of a business.

7. Cashier. Keeps a record of each transaction, receipts and disbursements, inei-
dent to the conduct of a business; enters data to proper accounts and periodi-
cally balances cash books: receives incoming cash from company employees,
customers, or by mail....May operate an adding machine, a calculating machine,
and a check-writing machine.

8. Cost Clerk. A checker who checks cost or price of each item purchased by a
company, as shown on invoices or bills, against vendor's catalog or price
list, in order to make sure the company has paid or been charged with the
correct amount for each item.

9. Clerk-Typist. Does general clerical work not requiring special schooling or
training and requiring the use of a typewriter in the accomplishment of a
majority of the duties: typewrites letters, reports, and other matter from
rough draft or corrected copy; files records and reports; makes out bills,
answers telephone, sorts and distributes incoming mail, addresses outgoing
mail, and does other clerical work, performing one or a combination of
clerical duties as assigned.

10. Credit Manager. Manages the credit and collection department of a commercial
house, department store, hotel, or similar establishment; investigates financial
standing and reputation of the prospective customer who is seeking to establish
credit.

ll. Duplicating Machine Operator. Reproduces duplicate copies of typewritten or hand-
written matter, using a machine that forces ink through a cut stencil onto the
sheets of duplicate paper; attaches stencil to cylinder of machine and places
quantity of paper on feed table; makes adjustments, such as for ink and paper
feed counter, and cylinder speed; starts machine and observes operation.

12. Filp Qlgpk. Keeps correspondence, cards, invoices, receipts, and other records
arranged systematically according to subject matter, in file cabinets, drawers,
boxes, or in special filing cases; reads information on incoming materials,
sorts and places it in proper position in filing cabinet which is usually
indexed for ready reference; locates and removes material from file when
1»~¢:n11.·s ¤+,¤rl



13, jeneral Clerk, Depending upon the size and type of office, performs any cmbiää-
tion of the following or similar clerical duties; makes up and files reports;
tabulates and posts data in various record ooks; takes telephone orders; sende
out bills; checks calculations; keeps a small set of books, takes inventories,
adjusts complaints, operates various office machine, such as duplicating machine,
May be required to do miscellaneous typing,

lb, Mail Clerk, Prepares incoming mail for distribution and outgoing mail for mailing;
opens, sorts and stamps time on incoming mail; examines, seals, and stamps out-
going mail,

15, Messenger-Runner, Sorts and delivers letters, messages, packages, documents,
records, inter—office memoranda and other items to offices or departments within
an establishment, plante, and banks; makes trips to and from outside establish-
ments to deliver or to obtain messages or small articles,

16, Q££ipp_Manpger, Supervises and directs clerical employees in the business office
of an establishment; hires and discharges subordinates; assigns duties; co-
ordinates the work of the office with other departments; performssupervisoryduties,

17, Pay—Rol1 Clerk, Computes wages of company employees and writes the necessary
corresponding data on the pay roll sheets; calculates each worker's earnings
based on Timekeeper's report, individual time cards, and work or production
tickets; posts calculated data on pay roll sheet,

18. EQ; Operator, Operates a cordless telephone switchboard to relay to the different
phones in the establishment, incoming and inter—office calls and makes connection:
with outside line for outgoing calls; manipulates switch keys to receive incoming
calls to make connections, to relay calls and to ring phones,

19, Receptionist, Answers inquiries from persons coming into an establishment, di-
recting them to where they may receive more pertinent information and also
giving them information regarding certain activities being carried on in the
establishment, and the location of various departments, offices and employees
within the firm; in a retail establishment, informs customers of location and
price of store merchandise,

20, Secretapy, Performs general office work in relieving executives and other com-
pay officials of minor executive and clerical duties; takes dictation, using
shorthand or uses a Stenotype machine, transcribes dictation or the recorded
information reproduced on a transcribing machine, makes appointments for ex-
ecutive and reminds him of them; interviews people coming into office, directing
to other workers those who do not warrant seeing the executive; answers and
makes phone calls; handles personal and important mail, writing routine corres-
pondence on own initiative,

21, Stenographer, Takes dictation in shorthand of correspondence, reports, and other
matter and transcribes dictated material, writing it out in long hand or using
a typewriter. May perform a variety of related clerical duties, May take
dictation on a Stenotype machine, or may transcribe from a sound producing recordt

22, Teller. Performs a service for bank customers by receiving, paying out, and
keeping accurate records of all money involved in banking transactions; re-
ceives deposits and pays out withdrawals; writes up or signs a deposit or
withdrawl slip to be used later in balancing books,

23, Timekeeper. Keeps a daily record showing time of arrival on the job and de-
parture from work of company employees; fills out time sheets, time cards, or
supervises the use of time clocks, depending on the system used to recording
the hours of work; periodically computes total time worked by each employee ae
a basis for making up pay roll,

2A. Transcribing Machine Operator, Transcribes the message, reproduced in sound, from
the wax record of a transcribing machines, places cylindrical record on machine
and places needle on the record; starts machine and regulates speed of record
rotation and tone of voice; types message as heard in earphones,

25. Typist, Typewrites letters, addresses envelopes, copies data from one record to
another, fills in report forms, and does miscellaneous typing, all the work
being routine or straight copy from rough draft or corrected copy, May make
up stencils for use in duplicating machine,
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Lane High School. In question 2, they were requested to
give their opinions as to which subjects were most helpful
to them. In questions 3 and H, they were requested to give

S the facts concerning their methds of securing a position
and concerning various positions held. Information about
the present position of the business graduates was asked

first because it is often easier to recall fä¢t8 about present
than the past. Facts also were desired in questions 5, 6,
7, and 3 which deal with other positions. Facts and opinions
were asked for in Section III, too. It was felt that the
collection of this information would form a basis for some ,
worthwhile suggestions and reoommendations to help the
Business Department of Lane High School.

Prior to mailing the forms in this follow-up study,
considerable care was taken in the preparation of the
questionnaire. A mimeographed letter and the questionnaire
were mailed to two graduates from each class, making a
total of ten, asking that they fill in the questionnaire
as a sample and return it. The sample questionnaire is
found on pages l3•lS. The business graduates receiving
these sample questionnaires also were requested to make p

- suggestions or changes which they thought would improve
the questionaire. A11 ten sample questionnaires were
returned, and sight of the reepondents made suggestions '

which they felt would improve the questionnaire. Several
of these suggestions were inoorporated in the revised
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SAMPLEFOLLOM—¥PSTUBY O? LAKE HIGH SCHOOL BUSINESS GRADUATES
Read the information uhrough carefully before ähßüßfißg
I„ PERSONAg DATA

Name
ZTas€$ ZFIrs€S lmldäfei

Graäuetich Glass: 19‘ If married, include meiden name
Present Mailing Address Tel
Permhheht Mailing Address Tel

II. OQGUPATIGEAL DATA (In enswering this section refer th the
"Dßfeüiäißuß o? Joh T1t1ee“ Sheet so that you eau have
an $CC&TäE€ classification ef your joh„)

1. Check ( ) the following business subjects that you
studied im high school„‘

( E Bookkaaping (first year) ( ) Salesmamship
( ) äookkeapihg (second yr.) ( }Shortha¤d (first yr.)
( ) Business Mathematics

é
) Shorthahd (secaud r.)

( ) General Business ) Typing äfirst yeerä
( E Office Practice ( } Typihg seccnd year)

g. Followihg is a list of business subjects you may have
taken while at Lane High ächool. Please check with a_g
the enes yau consider most helpful to yeu Oh the job
singe you left high school and an_Q before those you
feel lass helpful Oh the job.

{ ) Bookkeepimg (first year) ( ) Salesmanship
( ) Bookkeeping (second yr.) ( 3 Shorähamd (first yr„)
( 3 ßhsiuese Mathematics ( ) Shhrthand (second yr;)
( } General Business ( ) Typimg (first year)
( ) Office Practice ( ) Typing (second year)

3„ By which of the following methode did you obtain your
first job?

( } a. Advertisement of employer
( ) b. Advertisement of self
{ } c, Friends and relative:
( ) &, commercial Placement Bureau
( E 6,, 'Ehe high school office
{ ) Y, The business teacher
( ) g• Teacher im school (other than business teacher)
( ) sa. Personal application et random
( } 1„ GTHER MEANS (specify) „,„___



lk

k. what was your first position imedigtagg after graduation?

Firm Term of Employment:
From To

Address {monhh} {year} {monEE}{year]

Supervisor Weges: Beginning Final

Job Title Reason for leaving

S. what position did you hold when you made your figsg gggggg
of employment?
Firm Term of Employment:

From To
Address {month} {year} {mon¥h}{yaar}

Supervisor wagen: Beginning Final

Job Title Reason for leaving

6. what was your position at the end of three gearg after
graduation?
Firm Term of Employment:

rrem To
Address {month} {year} {monEh}{year}

Supervisor wages: Beginning Final

Job Title Reason for leaving

7. what is your position at the prgsggt giga?
Firm Term of Employment:

From T To
Address I F {¤onth}·{y•ar) {month} {year]

Supervisor wages: Beginning Final

Job Title Rasen for leaving}

S. How mny total different jobs have you held since
graduetion from high school?

III. G§NE§£Q DATA
l. Give name of school or college where additional training

has been taken
Address
Length of tHe spent Degree earned

{months} {weehs}
Major subjects
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2. List below the courses taken in business college, or
in institutions of higher learning that you have foun
to be helpful to you in your employment.

Business Hon·business
a• at

b. b.

cl CO

cl dl

3. what subjects or courses should be in the business
ourriculum at Lane Hlgh School that you did not get
while attending school that you believe are important
in the trainlng of our present and future business
students?

H. what subjects or courses should be dropped from the
business curriculum at Lane High School that you took
while attendlng school and you believe they are not
important in the training of our present and future
business students?

5. List some suggestions that you believe would be of
further service to YQU.
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questionnaire. The returned sample questionnaires were
studied carefully and compared with the permanent school
records to check the reliability cf answers. These ten
sample questionnaires proved to be reliable and aceurate
in every respect. The revised letter and questionnaire
were printed and sent with the mimeographed sheet,
\“Definition of Job Tit1es.R

6lA
w g

ct

Because the job title of the graduate in his present
6 job was requested in the questionnaire, a Übsfinition of

Job Titles" sheet was included. It was felt that
thequestionswould be interpreted more unifcrmly and easily.
These job titles and their definitions were taken from the

A

_Qggt;ggg;g,g;,Qgggpg;;ggal_Q;;lg;, published by the United
States Employment Service.

Returns hegan coming in the third day after the
·~

· mailing. Follow—up telephone calls were made at two—w••k
intervals to those business graduates living in the Charlottes·
ville area, and cards were sent to those not having telephones
or living out of the city. Responses from these appeals
came to 57.9 per cent ef the business graduates, or 103
business graduates respcnded. The questionnaires were

\ sorted into five groups: Stenographic; General Clerical;
1 Bookkeeers: Others Employed; and Students, Housewives, &

' Unemployed. The information was then tabulated on analysis

sheets for interpretation.
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CHAPTER III

AHALYSIS OF DATA

This chapter gives personal, occupational, and general

data concerning the 103 respondents to the questlonnaire.

These data were secured from both the office files and
the returned questlonnalres.

The data included the present address, the names
ofthefemale respondents who have married during the period,

the business subjects studled in high school, the business

subjects studied in high school which have been most help-

ful to them, method of securing a position, and information

concerning their present employment and other positions.

Also obtained was information concerning additional training

after graduation and suggestions and comments of how Lane

High School could help former and present business students.

All these data were considered necessary to form e .

basis for worthwhile suggestions and recommendations to

help the Business Department of Lane Hlgh School.

Table I shows the number and per cent of questionnaires

sent and returned. As indicated, 178 questionnaires were

mailed, three of which were returned because the graduates
A

could not be located. The usable returns received were

103, or 57-9 per cent of the total number of questionnaires
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sent• she significsnt point sheet thin table ie that
apnrexinately 84 per cent ef the boys reeeended, which
gives s fair}; good sample ef the boys. Only ene~hslf
et the girls res eeaedon their questiennaires.

Table ll reveals that 35, er 45.5 per sent, ef the '

girls graduetinä in business in the past five years are
narr1ee• as would ne expestee, the_greatest psr cent ef
earriagas cecurrea among the 19äß graduates, This is
probably accountable fer because this was the cldeet
group and the servlcemsn hegen to retuw'1 heise abßut thll

time• One unseres per sent ef the girls in this class
are marrlerl at the present tisew The per cent deereased
each year up te 19*9, where it increased sgai¤•” On the
qußßtlonualre, the research werner asked for seinen
names es gpsssstes only; therefore, nc eeunt een be give

9
for the marital status ef the sale oosinees graduates.

‘ the business groessten were dävieee inte five groups:
stenogranhieg eeneral Slsrieslz nochkeening, Gthers Employee;
and students, Aeusesives, & Uneaplcyed. A claseificstien
cf this is shown in Table III. It ls interesting to nete
that 39 business graduates er 37•8 per cent of then are9
stunents, nenaewivee, aus u¤espleyed• The largest employed
group in net in the husiness eeeupatione hat in ether 11¤•e•
In the business cecupetiens, the ttcnographls group, which
includes l9„4 per cent cf the business grsdustes, is the
largest.
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Table 2.~·Mar1ta1 stebus ef girls
graduating in business

Psreent
year „ota1 girls Single Merried mrried

19*+5 10 0 10 100.0
19*+6 13 6 6 7 53.3
19*+7 16 9 7 *+3.3
19*+8 17 1++ 1 3 17.6

1 19*+9 21 13 8
’

38.1

$0:6.1 77 *+2 *35 *+:+15
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The high school enrollments in business subjects taken ,
by the graduatee while in high school are exhibited in2
Table IV. Typewriting I has the highest enrollment of 99
out of IG3 responses., In the Stenographic field, it is
interesting te note that only fifteen students took short-
hand in high school. Upon further investigation, it was9

, discovered that the others eecured their shorthsn training
in private business co1leges., I ;c

e
In so many instances, students take courses thattheydo

not use on the job. Table V presents the business sub- 2
9_

jects which were checked by respondents es most useful tocc
them on the job. Students were permitted to select more p

~ than one subject. Typewriting I was found most useful on
the job by 7# students; typewriting II, 66; business ·

t
mathematics, 37;.shorthand I, 22; office practice,
19;bookkeepingI and shorthand II, 18 each; salesmanship, 12;
boekkeeping II, 3; an general business, 3. ,

The means through which the graduates obtained their
first jobs were numerous, as shown on Table VI. Friends

, — and relative: were the main means of eeeuring the jobs, 9

and personal application ranke second. The business teacher‘ 2 I

~ in the high school le'a third means of locating employment.
Table VII provides the number of positions held by e—*.,

each since graduation. Graduates holding only one position , -
e rank first with 39; unemployed or in school, 27; two,



25
‘éf"'••!4U! NL\¢'\..:i*•r·4¢*·’ne-¢¢~‘nb~¢;•~ OQ¤,•{9 •••••••••• ,upon N\Dr‘¢ä!\U\O\\¢\F')fH)HOH0rn 1-4 NN H

••
äh
PH003.:2Op

1-(r F~— GE, 5* „••-4 ..:r Mu
° 00

Q r-Iß
9 •• B
0 •·m U GU••··¤° 33 3. Hä?
.0 ::6 003 1-4 Ch 1-·I•·-4¤~N,:)·\!\t~,:)·£\C> ufü •··| P4 •""°‘nf""n O
vs -1::3 0 gü
3 ‘° B25
3 G
2 E?. 3,-Z
12 OG um N1-4¤~<\nrm·—hOr4r4£- 0gra N r-I 1-U r-4 NM 23

nä azu.2«¤«-·• I! ¤¤GQ .:fr··Iu*~«Q•—•ONr4~¤~¤ Q 01-4 00 $51-4
§ H3 ä *8" 0>„¤
0 n ¤-*GGG*8 '8'8 €§°ä

Vxux 1-IQ:-I1-n\rx,,;$·cr)‘¤n\\:*x,;,> 21-4a
9 ¤H «-4 1-¢ •-4 r-Cr-4 ¤ea 00 umg
nz H'8 ¤'°
~· **5..*3§ oxn nv Hg?ab Q·• O 0*10,:*1-«VI>NU'Mn·-400 0 ·•··|

°
{ s..N r···|•-4,3

H) o Eä „. =„ ÜS”
EH ua H uu H HQ?¤m •··••··•¤¤-1He-1„

U 4-90 ••·4 ••-4 GOG0 um ¤ ama 4-np .¤ä.¤••···• 110 1-4 H 0„ „¤ Hua Nügdd) · HH ¤$ *tg wav xx Human}? -6->.·¤0c6 „*=d.>n4~··|G·v-|GF··•$··•g‘& Oä¤3 88'”"ä*‘*°2~„~. H
¤«¤ mmggeäämßä



4.) ~0:·4~0:-HI>.1*H~O<\!M Q
AQ • • • • • • • • • •
·· 9 ~0HMrI¤~,J·cr>~¤t~,;r· · 8

Q. 1 ... .• „.

so 24
Q*2QH.}-: 0 ww N

1509: C; :-4 M :-4:-IN:-4 ~0 :\
990 :-4 N
GX10€~—¤¢.>$4

•~•• M0m *1:1+)ua0):3äfi
{S 0*Wgaum2*3 22 3

.:3 Eis-: E?
0 ua 0
E ww

maß a
cn Aha _ S3
05 90*17} M :·-IQ:-I:-4¢~*:£‘~r4<I).$·:-t O

£'J•···!§••a ^·3 :-4 •·-*|•···|

3 32*8. "QQV!00) 9
C)

2* $-1
0) 0

0MF-:
I 9 M

° „ä¤¢••··*|*U O
ta 0941 9r-I

C) 4 $-39 9·d~··• ,5::0 0
,3Q ge 035 *’
E ‘ *5
oß w 0

O M · 9
sa :-4:-4:3 9«•-* daß ·•-I
0 Ia OE \¤ 1r\f*~JGOO„:t NJ}: F'} EQ 0•-O

g'.¤ 80
*,5 :-4%so 00) · 9

6-: $4
an _ 0
2 3
Q3 6*24.:
m ß ¤ä $3-3 °• ¤¤¤ 0xowwmamaooI -1-9• 4~*d CD

inv-4
GQ.¤

nn 09
Q +—>·:·I H 90 H O

7 p ¤m MHÄSH HH
hh bb:::4 :::3 ääääan Es:0:-4 90 Ä: *3*11 v4

~···¤ fn CI Ghßnlh 4-JU„¤.x .30 000:-4 ~•-•~:-• :-1gv H vi OGGEG I-• 3a Sau Mäß um u x.0 O° ä¤i’• 3°2äE"‘B2 ’°‘
*6u mgmwoäwmgä



25
N
G NH U\ tm 1-4 Q N,-3- :';=
Q •• • • • • • •• •
O ’ ¢7I)(\ fü fü N ,1* O HON Oie . "\! H r-I ·N C}
E

•-I

734: L‘~~c> N N cb mm In
Q N H H CY)E··‘

U
•· *·

Q •~¤¤ *04: Q4! Q„¤ 4:%- bs0 GH 0U) H NO ..:]" 1-I H fü O I\••-I GN0 ·¤0·ö¤• •-4
:4 ¤¤¤ E!U N5 U1*: ::::0 1::

O U
~·I UG4: kh•·• @0 N: wa «·-—• 0 N .$· mm .:rU „G•-··I ‘ N

oaU.4.: _ :
93gz, 4••-I*— :3
JZ <O¤« OO N O O N 0 NO ‘~0
0 OU -(GGM3 .

JZ}
NI23 •-er-:

UH ••·4r-€ eü v-I r-I N .:1* NC) \f\4: rare •·-1
00

In f.’J•-I§ O
3
I O:6 ézan*:«··:\:*«<:>c>r-*a•~«4.:I—.:1·<:>0NN · N•—·I ml-•

CBF S3
vl +3 r-I 30 Uäißr-IG 0 st: -•-:3

i ¤ QPQ0 0 see-• amG6 HH00G 'U ¤43¢t}@¢ÜU<_1w„S2¢·• gdä •·-I
Ushcumnämdß H Q

O G GUN Q-·•GQ•-G Güde +3HMUGEHDGMHUQOUHÜ 0
ät/)¤¤• tg E4 g O



26

Table 7.···~k”umbe1· of positiorxs held

Group 1 2 3 H 5 Total
Steuographic O 11 6 3 O 1 O 20

General clerical O 7 6 2 0 0 15
Bookkeepiug 0 5 1 0 O _Q O 6

Others employed 0 10 9 2 O 2 23

Students, house- _
wives & mom- 6 7
ployeä 27 6 2 1 3 5 Q 39

Total 27 39 2H 8 2 6 103
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positions, 2%; three positions, 8; four positions, 3; and

6 8 8 6
five positions, 2. The reason that there ie a large numbers

not holding any position since graduation is due to the
fact that 2% students started additionl training inmediately
after graduation, and three have been unemployed sinee 7

greduation. 7 M 7
6 Table VIII shows the reasons for changing positions g
in the different employments. vreaczlcn, narriage, and t

7additicnal training are the tcp three reaeons. A very

small per cent, 6.5, changed because of dieaatisfaction. 7

Table IX an X exhibit the beginning salaries for

present employment of responents and the current salaries

for this same group. In comparing the two, it is interesting
6

to note that the majority of graduates who started in the

lowest income bracket ($75·l0O) have progressed to a

higher income bracket. At present, the average current 6

salary for most graduates ranges from $126-150 monthly.

In Table XI, it was found that the Students,
Housewives, & Unemployed group (28 cut of 39) has the

’ largest number who secured additional training after gradua—

tion. The Stenographic group, 7 out of 20, or 35 per cent,
8

7 is next; the Bookkeeping group with 2 out of 6, or 33.3 per

y cent; the Others Employed with 7 out of 23, cr 30.k per

cent; and the General Clerical with 2 out ot 15, or 13.3 per

cent. A total of *+6, or *+*+.7 per cent, of the business
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graduates who responded for the five·year period, 19k5¥k9,
took additional training.

33
3 3

The business subjects taken after graduation which
° preved to be helpful on the job are displayed in Table XII. I

Fourtaen checked shorthand; 8 each, aocounting and office
machines; 7, typewriting; b, business msthematics; 3 each,

3 *3

a business english, business ethics, commercial law, and 3

general business; 2, filing; and 2, miscellaneous subjects. 3

Table XIII gives the nonebusiness subjects which were j
taken after gradustion an which proved to be helpful en3 3‘

p the job. English ranks first with 13; miscellaneous sub· X u .3
jects, 7; psychology, 5; science, 3; foreign language, 3

mathematics, and speech, 2 each.
3 3

The subjects which the graduetes wished they had
taken while in high school are given in Table XIV. 3

Beventeen students wished they had taken ehorthand, whioh3
shows that apparently more guidance is needed alex this
line. Office machines were desired by le graduates. In
19#8, the office practice program was begun at Lane High
School, and the a•ec—rcr this subject has been taken

3 3
2

care of.
3 3 3 33e

On the whole, more guidance is neecec in the business
department lf the school is to give the businessgraduatesvthe

subjects they should have to prepare them for the work 3 3

they desire to enter. h „
3 3
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Table XV oxhibits the subjects taken by graduates that

were, in their opinion, of little value to them cn the job.
Bookkeeping ranks highest with 5 and the students not finding
it of value are in the Stonographic, Others Employed, and
General Clerical groups.

A nunber‘of business students listed suggestions that

they telieved would be of further service to them. Some
of the suggestions are: ‘

l. would like more dictation as one would get in an
office and more emphasis on acouracy in typewriting rather
than speed.

2. would like to have taken a course in how to express
oneself exactly. ,

ab 3. would like to have a short “refresher“ course

occasionally. ;
6

k. would like to know how to advance in order to get

more money.

5. would like additional bookkeeping.

6. would like to take a specialised course in banking.

7. would like more spelling end composing of letters.
8. would like to become more accurate in shorthand

y dictation.9.
would like to coneentrate enphasis on business A

subjects and problems which exist in actual business and g 6
not textbooks.

ix
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10. would like to have information available sone
serning summer goes es well es peraanent Joos.

11, would like to have training on electric type-
iu

_ writera and transoritlng zaehines•
12, would like office prnctice•

The suggestions which were uade hy the business grade-
ates and which they holieved would nc cf further service te
present and future business students at Lane are es follcwea

' 1. Enphaslze aeell1ng•
2• üive plant; nf haste English graamar.
3. atress acoureoy in typewriting rather than speed,
#• stress the value of promptness for an interview

ann on the job.
l 5• Encourage students in the business field if they
show the ability, hut they should also know that the lifb
of n aecretary is defieitely not an exciting one in many

„ 1natanoee•
6• Give study units in business eglish, use of

business nachlass, and filing prooedures. A
7• Have the hnglish Departnont and Business Depart-

nent eonnsrats with reference to jrannnr, punotuaticn,

atc• c

8. kuphasiae business telephone etiquette•
9• Have a study unit in which students aan set up

and maintsin a model cffiee•
10, offer a study unit in “how_To Get along with

Peop1e.“
‘
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ll.- {rein atudente to be at eeee with older people
and to epena effeotively in public. p

12. Emphaeiae cooperation among oo-wcrkere.
15. Give eeeend year in bookkeeplng•
14. öfter bueineae lan.
15a Help etuäenta plan their Gßfßüf befbre thßy

progreee tee far in high aehnnl ec that they nah make a

Mw netter cheice of annjeotß.
16. hmphaaiee the importance ef eleanllneee in an

offioe. 9

17. Give more drille in atatietical work on the
typewriter•

18. Offer a etudy unit in making long·d1¤tanoe bull-
neee celle and how to trnneact huaineee over the telephone
efficiently•

A A

19. Give more werk under nreeeure of time an is
done ln an office.

20• Have teaohere who control their tempere and
netter undenetmnl etmdenta.

21. Include some inetrnetinn on personal relatione,
A 9 good grooming, Mßnüürß, ste.A

22. Previde a better guidanoe program in the busi-
neeafield.A

G 23. Give more detailed inetruetien on the eare an
A

maintenance ef the typewr1ter•



Mo
Many of these suggestions night sell be incorporated

in the business education program. As an example, it was e

the experience of students that more guidance should be
given in connection with the selection of business courses.
Many discovered that they needed training in the operation
of office machines. It is obvious that units in personal
relations, grooming, end business etiquette are reeognized
as requirements in sacuring and holding a business position.
The students found as many good points about the education
they received in the business department es they did
deficiencies.
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CHAPTER IV

CONCLUSIONS AEDRECOMMENDATION8The
purpose of the study was to decide whether A

the present business curriculum of Lane High School, Char—
lottesville, Virginia, is adequately meeting the needs of
its business students.

In gathering the data for this study, the questionnaire
method of research was used. A questionnaire, a letter, and
a sheet, “Definition of Job Tit1es,“ were sent to the bus1•

ness graduates.
Beta compiled from the questionnaires revealed the

following findings:

1. Lane High School, Charlottesville, Virginia, had
31 boys and lk? girls, a total of 178 business graduates

during the five—year period l9k5—k9.
2. A total of 103 questionnaires were completed and

returned, which makes a 57.9 per cent return from the 178
graduates to whom these questionnaires were sent.

r 3. At the time of the survey 35, or k5.5 per cent,
of the 77 female responents were married.

k. The business graduates who are employed at the
present time are in four main fields: Stenographic, 20,
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or 19,4 per cent; General Clerical, 15, or 14,5 per cent:

hookkeeping, 6, or 5,9 per cent; an Others Employed (out-

side business tlehd), 23, cr 22,3 per cent,
5, A total of 39, or 27,8 per cent, are nos taking

additional training, have narried, or are unonployed,
6, The business gradustss feel that typewriting ls

extremely important, hinety-nine, or 23,7 per cent, of

thß total business course enrollaents were in this subject,
7, Of the 20 business srso¤stes in the ätencgraphic

group, only 15 took shorthand I while in high school, The
others eoeured their shorthand training in private business
colleges,

8, The survey points out that 74, or 27,2 per cent,
of the business graduates who responded found typewritlng
as the most useful on the Job,

9, The most frequent neans of securing initial employ-
nent nero through friends ad relativen, Personal appli-

cations ranked second, Only 2,4 por cent secured their
initial position through the high school office: yst,,
14,1 per cent secured then through the business teechers,

10, Th1rty·nine of the grduatee, or 37,9 Per cent,
have hold only one position since grsduation, Twenty-four,

y cr 23•2 per cent, have held two posätionej an 27, or 26,2
4

pr cent, have not held any position vhatsoever because they
went on with their education or they did not desirc employ-
sent,
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11. Eleven of the graduates who gave reasons for
chnging positions did so because of promotion. Only 3,
er 6.5 per cent, changed because of dissatisfaction or ill
health. .

12. There were more graduates who received beginning.
monthly salaries within the low salary level of than
any of the other four brackets. A total of 25, or Qk.3 per
cent, of the 103 respondents received their beginning saary
within this bracket. The secon bracket, $10l·125, ranked A
next in the number of graduates with 17, or 16.5 per cent,W
of the 103respondents.13.

More respondents received current monthly salaries
within the $126-150 bracket than any other bracket used in
this table.

lk. After graduating from high school, M6, or kk.?
per cent, of the graduates took additional training.

15. when asked to rate their business and nen·business
subjects taken after graduation which proved to be helpful
to them on the job, the graduates rated shorthand first in

6
A

the business group with accounting and office machines
as their second choice. English received the highest
score as a non·business, followed by psychology.

Ü 3 16. when the business graduates were asked to check
the subjects they wished they had taken in high school,

6

shorthand ranked first. *Office machines and accounting
were their second and third choices.



44

17. only a fav reeponnente felt that any cf their
8

business subjects were cf little value to them on the Job.

Bookkeeping ranked first, folloued by business mathenatios
and typewriting.

An analysis of the findings of this study seeaed tc

justify the following ccnclusicnss y

1. The husiness hepartnent of Lane High ä0h00l in

playing an important part in training young boys and girls
cf Gharlcttesville for business employment.

2. The returns ot 57.9 per cent of the questionnaires

which were sent to 178 business graduates cf the five•ye¤r

period, 1945-49, valideted the study.
3. The majority of the raspondents are empleyed

within the city of Gharlottesville, theefore, ve may y

sssume that the businesses benefit from the training ·

given students.

4. fhough the school does not rank first in eecurlng

pcsitions for grainates, it could place many eure thanitdoes
if a clcser contact ie maintained. er if follov»up

surveye are condueted•

y 5. all business greduates who desire enploynent

sro oztxployed.
6. here business graduates are engaged in the sten¤•

graplc work than in any other type of office vrk•
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„„. 7, The husineoe gredustee tended to receive their

beginning sslsries within the lower eelery brnchets,

8, Ä8 the gredustes ndvaneed in position and beesme

more veluable to the organisation by which they were em•

ployed, their ealeriee inereesed,
9, The suggestions submitted by the gredustes reveel

e desire on the part of the greduetee to aseist the Business

Department of Lena High school in being ef greater eervlee

not only to them but also to present end future students,

10, The suggestions submitted by the greduates should

be of vnlue to the school in ourrtoulne revision and in

the plennlng of follow~up ed guidance,

” 1 •..—..;; 1; " ‘- -21 ·

From the findings end oonolusions of this study the

following reeommendetione are made:

1, fhst the nusineee Bepsrtnent of Lens High school

make every possible effort to oontinue to esintain close

contest with bnsiness end industry within the eehool·
D

service eree se shown in this study,

2, fhet the hueiness nepnrteent consider the methode

by which the greduetes secured their first jobs in order to

trsin students thoroughly in eoplying for oositions,
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3• That students be aoqusinted with the fact that

the sslsrles reoelved from the flrst Jobs are relltlvely
low, but promotion ln sslerlcs autosstloally follows pro-

motlcns in pos1t1ons•
4• That students be informed early in high school

of the opportunities opened te them in the business field

upon gradusting freu high school so that they can plan
better their course of study an follow this thrcugh•

5• That students be encouraged to msintaln a sone
taut with the school after graduation•

6• That more students bü guided into the Cooperative
Part-time Program within the BGRGOÄ in order for students
to receive more on-the-Job trsining•

A

7• That the guidance program at Lane High School be
made more effective in order to guide students into making

s wiss choice of their vocstlons an in sslectlng courses
within the vocotion they pursue throughout their high

school course of study.
l

8• That the husincss Qepartment asintsin adequste T

files on all business grsdustes•
A

9• That the Business hepartnsct aslntain information

regarding eaploymont in business sad continue to improve
means of orlnging the enployers sd gradustes togeth•r•

lo. That the curriculum of the school be constantly
rsvised in order to meet the ohsnglng needs of business
and industry•
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ll• That careful attention he given to the auleotlou

of shorthand puo5.la„ aarents ana pupils should he porsusdsd
that the selection ie for the ;;u;2lls‘ benefim ‘

ZL2• That the suggestions of the ggrsduates contaiud

in this atwzly M sonsiéisrod in order that the school aeiyzt
serve its gagmduatee ami students betten

13• 2*hat follow-•up atuziios nach aa this be xmms 01*

the business ggrzaiaatee every year,
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