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CHAPTLER I

INTRODUCT ICH AN. STATHCENT OF PROBLEN

idrpoge

One of the primary objectives of business courses
in a high school is to provide training of veaational
value. The school should prepare its students to the
fullest extent for the ocoupetlons they are to enter,
within the limits of the school facilities. The purpose
of this ostwly 1s to follow up the Lusinesa graduates of
Lane High 3chool, Chaprlottesville, Virginis, for the
fiveesyear period of 1945«49 to find out to what extent
the bLuslness stulents enter the area of specialization
they choose while in hi;h school, to find out how well
they succeed on the Job, and to determine possible changzes
in the business educstion program In light of what the
graduntes revesl in the evaluation of their high school
business subjects and in relation to their Job experiences.

In this study, tho businees graduates of lLaene High
Sehool are thought of as stulents having two or sore
Carnegle units of oreiit in “usiness subjocto.

A study of this problenm in the city of Charlottesville
1s needed at this time. There has never veen & study of
this kind made in the city of Charlottesville, nor has any
effort Leen made to focus atteation on the business graduates

of the asohools Juch a study is lmportant if the school is
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to keep abreast with the everchanging business world and to
prepare better the students for their work.

In order to determine possible revisions in the busi-
ness curriculum, all factors concerned with the evaluation
of the relationship between high school business subjects
and job experiences were sought and analyzed.

Froblem

One measure of the business department'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 fallure 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
is the first concern of this study. Other concerns in-
clude the following: Wwhat school experiences have been
most helpful to them on the job, what further services
the school may render to its business graduates, and how
the school can he of greater service to present and future
busiress students,

Belated Studies

The urgent need for keeping in touch with the former

business graduates in order to help measure the success or



fallure of the work that is being done is being realized
more and more by school administrators and teachers,

Studies have been and are being made to get first-
hand knowledge from the graduates themselves. Because
business courses are a relatively recent addition to the
secondary school curriculum, this procedure is not very
old, however, as applied to business education. Several
studies related to the present one are as follows:

A semi-annual report, begun with the class of June,
1927, and extending over a five-year period from date of
leaving school is described by Rutledgel in the Oakland
(California) High Schools. It shows for each course the
number continuing education and where; mumber employed and
kinds of jobs; rumber unemployed, both seeking and not
seeking employment.

A Dayton (Ohio)2 survey included the years 1915-25
and purposed to find the per cent of boys and girls engaged
in occupations in which their majors or minors were of
fundamental, little, or no value., From this study there
appeared to be need for scientific occupational guidance
to direct poorly informed or wrongly advised pupills

lpatiedge, R. "Pollow-Up Report of High School
Graduates of Oaki:nd Culifornia." Department of Research
and Auxiliary Agencies, Oakland Public Schools,

“Holmes, Jay W. “An Qccupational Study of the
Commercial Gra&uatua from Stivers High 8chool of Dayton

Ohio." The Jourmal of Commercial Edugation. Jamuary, 1929,
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eonserning thelr choices or achool courases. It was re-
commended that there be & dlfferentiation of curricula
8o that provision will be made for spadific training in
such occupations as meneral clerk, filing, and business
machine oporation.

A third stuly completed for Norwood, Chio,” inoluded
the years 194347 and purposed to £ind out how many of
the students are firnding Jobs, type and place of eaploy=
ment, how they locatoed Jobs, what happens to drop-outs,
what per cent continue in hirsher educstion, and what sre
the attitules of raduates and drop=outs f.owmd the
serool. From this study there appeared to ve & need of
more ~uldance in helpins freahnmen, aore careful attention
to the selectlion of shorthand stuients, more emphseis
olaced on pupila' doing neat and careful work, more rooms
for special nachiner, and a zore comprehensive program of
suidance,

A Tourth stulry conpleted Ly Traxlqu wags nade in
respact to shorthand, office training, bookkeeping, amd
snlesmanchine The purvose was to deteruine the stre:ngth

and woakness of the present ccmaercial prograsm and Lo

3‘urley, M. Maxilinda. "A Follow=Up study ox‘ the
susiness Gradustes ond Crop=Outs of ‘egina High Sehool,
“Xorwcm., Ghlo, for the Years 1343=~47.," Unpublished
Haster's Thosls, Teachers College, rthenaeus of Ohioc.

%rpaxlor, 3ine Mee. "A FolloweUp Utudy of Comsorclal
Graduates.”" OJSouth-.cstorn rublishing Company, Hew York, 193C.



rocommend ad justments that would meet the needs of the
students in relation to thelr comnunity. It was dise
covered that the classes in shorthand, salesasnahlp, book-
keeping, and office training were satisfaotory and that
the school wao not tralnling too .any young pecple at

that time.

A TISLL study coeapletwl by &auerbaohﬁ included an
inveati:atlion ol the stulents enrolled in ocomamercial edue-
cation at the state uUndversitiy of Iows during the regular
sohiool year of 1932-33 and the sunsor of 1933, The purpose
wes to ascertain Just what these people were doing in the
teacnlng profession at the end of five years. The stwdy
revealed the aotivities, experiecces, successes, advange=
nents, and a general plcture of the group in sush a way
that 1t indicated whether or not the training offered by
the Uepartssent was meeting the needs of the commercial
teachers. I this study, they found that the training
offerel Ly the schiool was mceting the needs of the
teachers in thielr worke

An unusueal investization wes reported by nanenryos

stulents who pursued a postepraduste intensive business

Spauerbash, Harriet A. “A FolloweUp study of
the uammoreial students at tho 3tate University of Iowa,
1932-33." Unpublished iaster's Thesls, State vniveraity

of Iowa,.lowa Cliy, 1)30.

6Mchenry, Lyda Elizavoth. "A Vocational rollow=-Up
of ostrraduates and jiezular Commercial graduates of the
Detroit High School of Commerce.” Department of Research,
Detroit fublic ucnools, MNo. 8, 1935
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gourse were surveyed as were oither graduates who completed
the noraal foure=year prograse It was discovered that the
graduates withi Lhe one=year intensive commerclal course
had better Jobs sand were more stable than the graduates
with the usual four years of trainin-,

All of these studies Indlcate that thils survey form
of collectin data 1s very important in helping the school
keep the curriculua closely relatel to the needs of the

Lusiness community.



CHAPTER II
COLL=CTION OF DATA

The purpose of this study was to follow up the
business graduates of Lane High School, Charlottesville,
Virginia, for the five-year period i945-49., In order to
determine to what:extont the business students follow
their area of specialiszation while in high school, the
data were collected from the business graduates themselves.

The office files of Lane High School provided the
names of 178 business graduates (31 dboys and 147 girls) of
the last five years. The present business students, teschers,
alumni, and local post office helped to verify the addresses
of the 178 students. It was found that & large per cent of
these students was still in the city of Charlottesville,
After verification of addresses, a letter, a questionnaire,
and a sheet, "Definition of Job Titles," were sent to them.
The letter was signed by the prineipal 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
the questionnaire has significarce. The first part is
personal; the second part, occupational, 1In queation 1,
on the second part, the business graduates were asked to

indicate the business subjects which they rursued at



OFFICE OF PRINCIPAL
LANE HIGH SCHOOL
PRESTON AVENUE
CHARLOTTESVILLE. VIRGINIA

Illustration 1

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. DESHAZO
Vocational Teacher-Coordinator

D

Enclosures



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

Read the information through carefully before answering

I PERSONAL DATA

Namae.

(Last) (First) (Middle)
Graduation Class: 19______

If married, include maiden name

Present Mailing Address Telephone

Permanent Mailing Address Telephone

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 (v/) 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

1.

OTHER MEANS (specify)

e T N W N N N e
N N N N e e N S N

4. What is your position at the present time?

Firm_ Term of employment:
Address N Began

(Month) (Year)
Supervisor Wages: Beginning_____ Current

Payroll Title Number of Employees in Office _




TDEFINITION OF JOB TLlTLBO"
Illustrution 3 1.

Ir. ormaiinn taken from the DICTIONARY OF OCCUPATIONAL TITLES, United States Employ-
meut Service,

1.

2.

3.

be

5

7.

9.

10,

12,

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

Adding Machinc 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.

Addressinz Machine Operatore 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,

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,

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,

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,

Cashier. Keeps a record of each transaction, receipts and disbursements, inci-
dent to the conduct of a ousiness; 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.

Cost Clerk. 4 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,

Clerk-Typist. Does general clerical work not reguiring special schooling or
training and reauiring 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.

Creait 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,

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 operatinrn,

File Clerk. 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

Aottt ot A




13.

15.

16.

17.

18.

19.

20,

21,

22,

23.

2L

25,

11

seneral Clerk, Depending upon the size and type of office, performs any combina-
tion of the following or similar clerical duties; makes up and files reports;
tabulates and posts data in various record books; takes telephone orders; sends
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.

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,

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

Office Manager. 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; performs supervisory
duties,

Pay-Roll 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,

PBX 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,

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.

Secretary., 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,

Stenosrapher, 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

ictation on a Stenotype machine, or may transcribe from a sound producing record.

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.

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 as
a basis for making up pay roll,

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.

Typist. Typewrites letters, addresses envelopes, copies data from one record to
another, fills in report forms, amd 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 Schoocl., In question 2, they were requested to
give thelr opinions as to which subjects were most helpful
to them. In questions 3 and 4, they were requested to give
the facts concerning their metheds of securing a position
and concerning various positions held. Information about
the present position of the business gradustes was asked
first becéuaa it 1s often easier to recali facts about present
than the past. Facts alsc were desired in questions 5, 6,
7, end 3 which daél with other positions., Facts and opinions
were asked for in BSection III, too, It was felt that the
collection of this infermation would form a basis for some
worthwhile suggestions and recommendations to help the
Business Department of Lane High School.

Prior to wailing the forms in this follow-up study,
considerable care was taken in the preparation of the
questionnaire. A nimoographed letter and the questionnaire
were malled to two graduates from each class, making a
total of ten, asking that they fill in the questionndire
a8 a sample and returh it. The sample questionnaire is
found on pages 13-15. The business graduates receiving
these sample questionnaires alsoc were rbquostad to make
suggestions or changes which they thought would improve
the questionnaire. All ten sample questionnaires were
returned, and eight 6? the respondents made suggestions

which they felt would improve the questionnaire., Several
of these suggestions were incorporated in the revised
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SAMPLE JUESTIONNAIRE
FOLLOW-TTP STUDY Q0P LAKE HIGH SCHOOL BUSIKESS GRADUATES
Read the information through carefully before answering

I. PERSONAL DATA
Hame

(1ast) (f1rst) (middTe)
Graduation Class: 19__
If married, include malden name
Present Mailing Address Tel
Fermpanert Mailirg Address Tel

IZ. OCLUPATIORAL DATA (In answering this section refer to the
nperinitions of Job Titlee" Sheet so that you can have
an sccurate classificstion of your job.)

1, Check ( )} the following business subjects that you
studied in high school.

{ 7 Bookkeeping (first year) ( ) Salesmarship

( ) Bookkeeping (second yr.) ( ) Shorthand (first yr.)
( ) Business Hathematlcs 2 ) Shorthand (second yr.)
{( ) General Business ) Typing %first year

( ; Gffice Practice ( } Typing (sscond year)

<o Following 1s a 1list of business subjects you may have
taken while at Lane High 3chool. Please check with a X
the ~nes you gonsider most helpful to you on the Job
since you left high school and an 0 before those you
reel lass helpful on the job,

{ )} Bookkeeping (first year) { ) Salesmanship

{ ) Bookkeeping (second yr.) ( ) Shorthard (first yr.)
{ ) Business Mathematics ( ) Shorthand (second yr.)
( ) General Business ( ) Typing (first year)

{ ) Office Practice ( ) Tyring (second year)

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

Advertisement of employer

Advertisement of self

Friends and relatives

Commercial Placement Bureau

. The high schonl office

i+ The business teacher

g. Teacher in school (other than business teacher)
fi. Personal aprilcation at random

i. OTHER MEANS (specify)

"D G OR
. ¢ u o

e

FTENITUITN TN NPT ST PN N
A LIPS NP L S WL L L
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4, What was your first position immedigtely after graduation?
Firm Term of Employment:
From To
Address (month) (year) (month){year)
Supervisor Wages: Beginning Final
Job Title Reason for leaving
5. What position d4id you hold when you made your first change
of employment?
Firm Term of Employment:
Fronm To
Address (month) (year) (month)(year:
Supervisor wages: DBeginning Final
Job Title Reason for leaving
6. What was your position at the end of three years after
graduation? -
Firm Term of Employment:
From To
Address (month) (year) (month)(year,
Supervisor Wagess Beginning Final
Job Title Reason for leaving
7. What is your position at the present time?
Firm Term of Employment:
From . To -
Address " (month) (year) (month) (year,
Supervisor Wagess Beginning Final
Job Title Reason for leaving.
3., How many total different jobs have you held since
graduation from high school?
GENERAL DATA

1. Give name of school or college where additional training

has been taken

Address

Length of time spent Degree earned
- (months) (weeks)

Major subjects




24

3.

15

List below the courses taken in business college, or
ir institutions of higher learning that you have found
to be helpful to you in your employment.

Business Non-business
a. a.
b. b.
C. c.
d. d.

What subjects or sourses should be in the business
curriculum at Lane High School that you did not get
while attending school that you believe are important
in the training of our present and future busirsss
students?

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

List some suggestions that you belleve would be of
further service to YOU.
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questionnaire. The returned sample questionnaires were
studied carefully and compared with the permanent school
records to check the reliability of answers., These ten
sample guestionnaires proved to be reliable and accurate
in every respect. The revised letter and questionnaire
were printed and sent with the mimeographed sheet,
‘wpefinition of Job Titles.* . o

Because the job title of the graduate in his present
Job was requested in the quéstionhﬁira, & "Definition of
Job Titles" sheet was included. It was felt that the
questions would be interpreted more uniformly and easily.
These job titles and thelr definitions were taken from the
Dictionary of Occupational Titles, published by the United
States Employment Service,

Returns began coming in the third day after the
mailing. i'ollow-up telephone calls were made at two-week
intervals to those business graduates living in the Charlottes-
viile 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 of the business graduates, or 103
business graduates responded. The gquestionnaires were
sorted into five groupss Stenographicj General Clerical;
Bookkeepers; Others Employed; and Students, Housewives, &
Unemployed. The information was then tabulated on analysis

sheets for interpretaticn.
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CHAPTER I1I

ANALYSIS OF DATA

This shapter gives personal, occupational, and genersl
data concerning the 103 respondents to the gquestionnaire.
These data were secured from both the office files and
the returned questionnaires,

The data included the present address, the names of
the female respondents who have married during the period,
the business subjects studied 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 a
basis for worthwhile suggestions and recommendations to
help the Business Department of Lane High 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
could not be located. The usable returns received were

103, or 57.9 per cent of the total number of guestionnaires
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v

sents ‘he sisnificant point cbout thls table ia th&t
epwroxinately 64 per cent of the buys responded, which
glvec a2 felrly 20d saaple of the DOYSss Only one-half
ef the sirls rez saded on thelr gquestionuaires.

Table iI reveals that 35, or 45.5 por gent, of the
girls greduating in businese in the past five years are
narried. as would 56 expooted, Lhe greateut ver cent of
marriages occourred among he 1945 sradustes. This e
probebly sccountable for bLegsusse thle was the oldest
group and the servicenen vezan Lo relturn home about this
times One hunired per agent of the girls in this class
are aarried at the preseat time., The per cent decressed
each year up to 1949, where it increased again. On the
questlonnalire, the research worksr ssked for asiden
namee of -raduates onlyj therefore, no eount san be given
for the marital siatus of the wale cuslicos gradustes.

shig business graduates were divided into five groups:
whbenographles Jeneral Clerisaly .:ookkeepinsr, Others knployed}
sl Jtudenis, .iousewlives, & Unemployed. A olassification
of this 1s shiown in 7able ill. It is inlereating to note
that 39 busineas graduates obr 37.8 per cent of them are
stusenis, housowlves, and uneaployed. Ihe largest employed
group 18 nobt in the business ocoupations but in other 1lines.
In the business occupatlions, the 3tonographié group, whioch
ineludes 19.4 per cent of the buslness sraduates, 1s the
larcest,



Table 2.--Marital status of girls

graduating in business

Percent
Year *otal girls Single Married married
1945 10 10 100,0
1946 13 7 53.3
1947 14 9 7 43.3
19438 17 1 k! 17.6
1949 21 13 3 38.1
Total 77 35 45.5

be
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The high school enrollments in business subjects taken
by the graduztes while in high school are axhibited in
Table IV, Typewriting I has the highest enrollment of %%
out of 103 responses. 1In the Stenographigvrield, it is
interesting to note that'only fifteen Btudents took short-
hand in high school. Upon further investigation, 1t was
discovered that the others secured their shorthand training
in private business colleges. :

In 80 zany instances; students take courses that they
do not use on the job. Table V presents the business sub-
Jects which were checked by respondents as most useful to
them on the job. Students were permitted to select more
than one subjeat. Typewriting I was found most useful on
the job by 74 students; typewriting II, 665 business
mathematics, 37; shorthand I, 22; office practica, 19;
bookkeeping I and shorthand II, 18 oaéh; salosmanship, 12;
bookkeeping II, 3j; and general business, 3.

The means through which the graduates obtained their
first jobs were numerous, as shown on Table VI. Friends
and relatives were the main means of securing the jobs,
and personal abplication ranks second. The bﬁainpss teacher
in the nigh school 1is a third means of locating employment.

Table VII provides the number of positions held by
each since graduation. Graduates holding only one position
rank first with 39; unemployed or in school, 27; two
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Table 7.-~Kumber of positions held

Group 0 1 2 3 4 5 Total
Stenographic 0 11 6 3 +] 0 20
General clerical 0 6 2 0 0 15
Bookkeeping 0 1 0 0 0 6
Others employed 0 10 9 2 0 2 23
Students, house-

wives, & unem-

ployo& 27 6 2 1 2 0 39

Total 27 39 24 8 3 2 103

Percent 26,2 37.9] 23.2} 7.8} 2.9] i.9 100.0
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positions, 24; three éositions, §; four positions, 3; and
five positions, 2. The reason that there is a large number
not holding any position since graduation is due to the

fact that 24 students started additional training immediately
after gradﬁation, And three have been unemployed since
graduation.

Table VIII shows the reasons for changing positions
in the different employmernts. Promotion; nnrriago, and
‘additional training are the top three reasons., A very
small per cent, 6.5, changed because of dissatisfaction.

Table IX and X exhibit the beginning salaries for
present employment of respondents and the current salaries
for this same group. In comparing the two, it is interesting
to note that the majority of graduates who started in the
lowest income bracket ($75-100) have progressed to a
higher income bracket. At present, the average current
salary for most graduates ranges from $126-150 monthly.

In Table XI, it was found that the Students,
Housewives, & Unemployed group (28 out of 39) has the
largest number who secured additional training after gradua-
tion. The Stenographic group, 7 out of 20, or 35 per cent,
is next} the Bookkeeping group with 2 out of 6, or 33.3 per
cent; the Others Employed with 7 out of 23, or 30.4 per
cent; and the General Clerical with 2 out of 15, or 13.3 per
cent. A total of W46, or 44,7 per cent, of the business
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graduates who regponded for the five-year period, 19%5-49,
took additional training. | '

The businer subjects taken after graduation which
proved to'be helpful on the Jjob are displayed in Table XII.
Fourteen checked shorthand; & each, accounting and office
machinesj 7, typewriting; 4, business mathematics; 3 each,
business english, business ethics, commercial law, amd
general business; 2, filing; and 2, miscellaneous subjects.

Table XIII gives the non-business subjects which were
taken after graduation and which proved to ba helpful on
the job. BEnglish ranks first with 13; miscellanecus sub~
Jects, 7; psychology, 5; science, 3; foreign language,
mathematics,‘and speech, 2 each.

The subjeots which the graduates wished they had
taken while in high school are givan in Table XIV.
8eventeen students wished they had taken shorthand, which
shows that apparently more guidance is needed alorg this
line. Office machines were desired by 14 graduates. In
1948, the office practice program was bagﬁn at Lane High
8chool, and the need for this subjoct has been taken |
care of. | | *

On the whole, more guidance is needed in the business
department if the school 1s to give the business graduates
the subjects they should have to prepare them for the work

they desire to enter.
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Tahle XV axhibits the subjects taken by gradaates that
wvere, in their opinion, of little value to them on the Job.
Bookkeeping ranks highest with 5 and the students not finding
it of value are in the Stenographie, Others Employed, and
General Clerical groups.

A rumber of business students listed suggestions that
they telieved would be of further service to them. Some
of the suggestions are:

1. Would like more dictation as one would get in an
of fige and more emphasis on aceuracy ln typewriting rather
than speed,

2. Would like to have taken a zourse in how to express
oneself exactly. |

2. Would llke to have a short "refresher'" course
occasionally.

L, Would like to know how to advance in order to get
more money.

5. Would like additional hookkeeping.

6. wWould like to take a specialized course ir banking,

7. would like more spelling znd composing of letters.,

8. Would 1like Zo become more ancurate in shorthand
dictation.

9, Would like to concentrate emphasis on buslness
subjects and problems which exist Iin sctual businees and

\

not textbcoks.
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10, ould 1like tc have information avzilable cone
cernins suumer joos as well as perasnent jobs.

1l. ¥ould like to nave trainins on electric type=
writers snd transeribin: oasokhines,.

12, vwould like olffice oroctloe,

The suggeotiona which werc ede by the business gradue-
ateg anl which they belleve? would o of further aservice to
pretsent and future business studonts obt lane are as follows:

le Z“ophaslze s-elling.

2¢ Mve Nleaty of basie Wnslish grannmar,

Je Ltress accurecy in typewriting rather than speed,

4. Strenss the value of nromntness for a: interview
el on tho Job,

S5¢ Easouraze students In the business field if they
show the ability, but ther should alao know that the life
of v secrel~ry 13 definltely nol an exciting one in meny
inatances,

6. CGilve study units in business enslish, use of
businesz aschines, and filing orocedures. ,

Te Have the ingligh ﬁepurtwana'amd duainess Leparte
aent goonerate with reference te “ramnar, punctuation,
eta,

Ce HZaphaslze bupiness telephone etiquetts.

9, llave o study unit in which stulents can set up
and maintain a mxiel olfice.

10, Offer a study unit in “How To Get Along with

FOOple . "
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11.  Irein ssulents to be at ease with older people
ani to spesnk effectively in puslic,

12, Emphaslize cooperstilon ason: co=workers.

13. Give second year in Lookkeepinge

14, Offer businsss law.

15. Helyp stulenie plan thelr carver before they
progrese tuo Inr In high sshool so that they can nake a
setter cholee ol suloecta,

16, Emphesize the importance of oleanliness in an
office.

17. GAve more drills in astatistical work on the
Lypewriters

18. offer & study unit in waking long~distance busie
necs calls and how to irsngsel Lusiness over the telephone
efficientiy. |

19, Give more work under pressure of time as is
done in an office.

20, llave toachers who control thelr tenpers and
setter wdlerstaal ctudents.

21. Include some instruetion on pQrsonal relations,

- good grooming, menners, eta.

22+ rrovide - better guldanse progran in the busi=
nees fleld, |

2%. 7Tilve nore detailed instruction sn the care and

maintensnce of the typewriter.
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Many of these suggestions might well be incorporated
in the business education program. As an example, 1t was
the experience of students that more guidance should be
given in connection with the selection of husiness eourses.
Many dlseovered that they needed training in the cperation
of office machines. It is obvious that units in personal
relations, grooning, and business etiquette are recogrnized
as requirements in securing and holding a business position.
The students found as many good points about the education

they reccived in the business department asz they 344

fetl

:
BNCLeS,

e

lefic
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CHAPTER IV

CONCLUSIORS AND RECOMMENDATIONS

Summary

The purpose of the study was to decide whether
the present business curriculum of Lane High School, Char-
lottesville, Virginia, 1s 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 Titles,'" were sent to the busi-~
ness graduates.

Data compiled from the questionnaires revealed the
following findings:

1. Lane High School, Charlottesville, Virginia, had
31 boys and 147 girls, a total of 178 business graduates
during the five-year period 1945-49,

2. A total of 103 questionnaires were completed and
returned, which makes a 57.9 per cent return from the 173
graduates to whom these questionnaires were sent.

3. At the time of the survey 35, or 45.5 per cent,
of the 77 female respondents were married.

k. The business graduates who are employed at the
present time are in four main fields: Stenographle, 20,
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or 19.4 per sent; Jeneral Clerical, 15, or l4.5 per cent}
Bookkeepinz, 6, or 5.9 per cent; and Othersa Haployed (oute-
alde business field), 23, or 22.3 per cent.

5 A total of 39, or 27.& per ceant, are now taking
additional training, have married, or are uneuployed,

6. The busincss graduates feel that typewriting 1is
extremely important. Ninetye-nine, or 23.7 per cent, of
the total business ecourse enrolluments were in this aubject.

Te OFf the 20 business craduates in the Stenozraphle
sroup, only 15 took shorthand I while in high schools The
others secured their shortiand training in private business
solleges.

8. The survey points out that T4, or 27.2 per cent,
of the buslness graduates who responded found typewriting
as the ncst useful on the Jou.

9« The most frequent neans of securing initial eaploye
ment were through friends and relatives. Fersonal applle
cations ranked seoond, Only 2.4 per cent gsecured thelr
initial position through the high school officej yet, .
l4.1 per cent secured thea through the busineszs teashers,

10 Thirty-nine of the graduateg, or 37.9 per cent,
have held only one position since zradustion. Twenty=four,
or 23.2 per ce:t, have held two positions} and 27, or 26.2
per cent, have not hold any position whatsoever because they
wo:t on wlth their education or they d1d not desire eaploy=

raente
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11. Eleven of the graduates who gave reasons for
changing positions did so because of promotion. Only 3,
or 6.5 per cent, changed because of dissatisfaction or i1l
health.

12, There were more graduates who received beginning .
monthly salaries within the low salary lesvel of $75-100 than
any of the other four brackets. A total of 25, or 24.3 per
cent, of the 103 respondents received their beginning salary
within this bracket. The second bracket, $101-125, ranked
next in the number of graduntos with 17, or 1635 per cent,
of the 103 respondents.

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

14, After graduating from high school, 46, or 44,7
per cent, of the graduates took additional training.

15. When asked to rate their business and non-business
subjects taken after graduation which proved to be helpful
to them on the Job, the graduates rated shorthand first in |
the business group with accounting and office machines
as their second cholce. English received the highest
8core as a non-busiress, followed by psychology.

16, when the business graduates ware asked to check
the subjects they wished they had taken in high school,
shorthand ranked first. Office machines and accounting
were their second and third choices,
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17. Only a fevw responients felt that any of their
business sublects were of little value to them on the Jobe
Bookkeening ranked {irst, followed by business mathematics
and typewriting.

gonglusions

An analysis of the findings of this study seomed to
Justify the followln:; conclusions:

1. The luslness lepartiaent of Lsno High Sohool is
playing an important part in training young hoys and girls
of Charlottesville for btusiness eaployment.

2. The returna of 57.9 per cent of the questiomnaires
waloh were seni to 17€ business graduates of the flve-yocar
period, 1945=-40, valldated the atudy.

3. The majority of the res.ondents are employed
within the city of Charlottesville, therefore, we may
assume that the businesses benefll froa the training
given students.

4, Though the school doee not rank first in securing
positions for graduates, it oould plage many ascre than it
does 1f a closer contact 18 malntalned. or if followsup
surveys are oconduocted.

5« All business graduates who desire e.aployaent
are omployed.

6. More buasiness gFraduates are ongaged in the stenoe

sraghic work thas .n any other type of offige works
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7. Tho businecs graduates tended to receive thelr
veginning salaries within the lower salary braozots.

8e AS the greduates advanced in positlion and beoane
more valuable to the organigation by which they were om=
ployed, their salaries inoreased.

9. The suszZestions submitted by the graduates roveal
a desire on the part of the graduates to asslst the Business
Department of Lane Hiszh behool in being of greator aervice
not only to then but 2lso to present and future students.

10. The sucgestions submitted by the graduates ghould
be of value to the sohool in curriculu:z revision and in

the plaaning of follow=up and guidance.

1at ]

From the findings and conolusions of thias atudy the
following recommendations are adet

1. That the Susinecs Departuent of Lane Hish.sohool
make severy posainle effort to continue to -waintain close
contect with busincss and Andustry within the school~
servico ares as shown in this study.

2, That the iusiness Departaent ecnsider the methods
by which the craduates gecured thelir first Jjons in order to

train stujents theoroushly in ajsplylng for ~osltions,
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3. That students be acquainted with the fact that
the salaries receivel from the first Jjobs are relatively
low, but promotion in salsarice automatically follows pro=-
motions in poasitions.

%4+ That stulents ne informed early in high sohool
of the opportunities opened L. thean in the business field
upon gradueting from high school 80 that they can plan
better thelr course of study and follow this through,.

5« That students be encouraged to maintain a con=
taot with the senocol after zraduztiom,

6. That nore students he gulded into the Gooperative
Part-tine Irogras within the school in order for atudents
to recelve more on=tho~Jjob iraining.

Te That the suldance program at Lane High 3chool be
made more effective in order to guide students into making
a wise ohiolce of ihelr vocations and in selecting courses
within the vocation they pursue throughout their high
sohool ocourase of atudye.

8+ That the Susiness Departient maintain adequate
files on cll business graduates. ‘

9« That the 3usinesas DOPartmeat akintain information
regarding eaployuent in business and continue to improve
means of brincins the enployers and graduates togethers

10. That the curriculum of the school be constantly
revised in order to ncet the changing needs of business
and industry.
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1l. 7That oareful attention be given to the seleotlon
of ghorthand pupils. rsarents and pupils should e persusded
that the aselection is8 for the -upils' benefit.

12, Thst the suggestions of the graduates contained
in this study be considersd in order that the school alght
serve its gradustes and stwlents better,

13, ihat followeup studics such 28 this be uade of

the busincss graiuales evory yoirls
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