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CHAPTER I
INTRODUCTION

Statement of the iroblem
The purpose of this study was to seek information from
the business graduates of the classes of 1945, 1946, and
1947 of the Hoger Ludlowe Illgh School In Felrfield,
Connecticut, to determine:

1« The extent to which Roger Ludlowe liigh School
was meeting the vocational needs of the
community and business in tralning the
business greduates

Ze¢ The extent of specific employment standards
or requirements in this area

3« The speciflc duties and skllls most commonly
required of Hoger Ludlowe Illgh School business
graduates, and the extent to which these
graduates felt prepared to meet them

4., The courses which the graduates felt were of
the most, of some, snd of little value as an
evaluation of the present Lusiness curriculum
and the subjects required in the business course

6« 7The improvement or changes necessary in the
training of hoger Ludlowe iiigh School business
graduates as suggested by the respondents

Definition of Terms
The following terms as defined by Carter V. Good,
Editor of the lictionary of Education, are listed here

for the purpose of clarity.

‘Good, Carter Ve, Editor, Liction 05 sducation,
MeGraw=-Hill Book Company, Ince, New Yor%, .

EEp 3=



Curriculum: & systematlec group of courses or
scquence of subjecis required for graduation or
certification in a major field of study.

fusiness iducation that area of education which
develops skllis, atlliudes, and understandlngs
essential for the successful direction of business
relatlonshlips.

Ceneral Lducatlon: & broad type of sducation almed
at developing attitudes, sbilities, and behavior
considered desirable Ly soclety but not necessarily
preparing the learner for specific types of
vocational or avocationel pursults.

Graduste: & student who has successiully completed

The twellith grade and been awarded a diplomsa as

testimony thereof.

ilie questlonnaire was used as the lnstrument for
gathering date with personal interviews or telephone
calls substituted whenever possiblee 4 questionnsire
was orgenized on the basis of the informatlon deslired
and sent out to the Lusliness greaduates of the classes of

1045, 1946, and 1947 of Loger iuclowe illgh School.

Justification

Ain eveluation study of Roger Ludlowe High School
during the spring of 1948 indicated a need for a
reevelvation of the curriculum offered in business
education. The administrators are aware of the necessity
of a dynemic and activated school currliculum adjusted to
the needs of the puplls and of the community.

The following follow-up study of the business
graduates of 1945, 1946, and 1947 of Roger Ludlowe High
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Sehool was motivated by en awareness that business education
must be geared to present-day needs, and because, in these
days of expanding school costs, and higher teacher salarles,
more emphasis 18 put by the taxpayer on what his children
are getting educationally in return for his tax dollar.

Although close cooperation has been maintalined between
the btusiness education depertment of Hoger Ludlowe Iigh
School and the business men, a direct approach to the high
school business graduates should reveal the teakneaaoé and
strengths of their high school business training when glven
practical usage in job experience in thls area. 4 direct
approach should also reveal what tests they had to take to
secure jobs, if any, and what employment requirements there
are in this community. From these graduates mey be obtalned
effective suggestions for measuring, evaluating, and
improving the teaching methods and business curriculum of
Hoger ludlowe High Schoole

Merguerite Crumley®, Assistent State Supervisor of
Commercial Education, State Department of Education,
Richmond, Virginia, says:

fusiness tralning should be as flexible as

business. It has to be constantly evalusated,
improved, and revised. It 1s not statlic; it is

§Crumley, Marguerite, "/ Culde for Advisory Committees
in fusiness Education," 4 reproduction of "A Manual of
Procedures for Hepresentative advisory Committees in
Commerclel Education," The Bslance Sheet, vole 29, lioe. 8,
Ap!‘il, 1948, p. “4.



dynamlc. Eecsuse this is true, the business

teacher has need for consulting with business

men and employees in offlce occupations to

keep the tralning program of the school in

line with modern business methods and practice.

in effective teaching Job can best be done, therefore,
when the business teacher is aware of the specific skills,
knowledge, work habits, and business procedures the business
graduate necds to know to do his Job successfully and to
edvance to & higher positione Iuring the war years mediocre
treining of business graduates was necessarlly accepted,
but in today's competitive labor market, the high school
graduste must be able to meet more rigorous Job requirements
than Leforee.

By an orgenized survey of recent business graduates,
the high school can learn of the success or fallure of its
students, and through an analyslis of their experiences,
redirect the training offered to 1ts graduates 1f necessary.

A survey of high school business graduates should not
focus attention upon job treining to the exclusion of a
broad general education and the development of the whole
child es an integrated personality with other interests
beyond those of vocatiocnal achlevement. 4 followe-up study
of high school graduates should strengthen good public
relations and be a cooperative endeavor to aid the
administrators end the faculty 1n evaluating the business
currliculum and the business teachinge The 1lmprovement of

education 1s a lecal matter, and a pooling of professional



and lsy Judgmente a&nd opinions will maeke it a cooperative
endeavor that should benefit to the fullest those groups
most directly concernede.

Chepter I glvee & statement of the problem and 1ts
scope, & definition of terms, and the Jjustification for
this followeup studye Chapter II presents the background
of the study based on the town, the school, the Guldence
Council, snd the business curriculumes Chapter III
contains & review of related research studies. Chapter
IV 1lists the steps used in carrylng out thlis study and
in securing the data. Chapter V and VI are a complilation
of the results of the follow-up study and a presentation
of' the data in table form with interpretation of the
detalled results based on the guestions askeds Chapter
VI sumarizes the results of the study on the same basis.
F.ightéon speclfic recommendations are given for Iimproving
the business currliculum at Hoger Ludlowe ilgh School.



CHAPTER II
EACKGROUND Ol THE STUDY

Beckground of the Town

'eirfield 1s located on the southwestern coast of
Connecticut on Long Island Soundes It 1s within five mliles
of the industrial city of bridgeport where such firms as
the Singer Sewlng lMachine Company, Hemington Rand,
Incorporated, CGenersl Llectric Company, Aluminum Company
of America, and the Dictaphone Corporation employ
thousands in factory and office.

Irom a humble beginning of farming and shipbullding,
Fairfield has grown into a large resldential town with an
estimated population ol 24,000, 1t covers an area of 32.1
square miles comprising at the present time Falrfield
(Center), Southport, Greenfield 1iill, and Stretflield.

Lend values have gone up in some areas to 5000 an acre
end many beautiful homes have been bullt. Several large
manufacturing firms and industriles have developed in
Fairfield, and they are confined to districts by 26

zoning restrictions.

The School
1t was not until 1914, however, that Fairfield hed
its own high school. During that year foresighted citizens

6



suggested that the money formerly used to transport tﬁ; :?
town's students to nearby high schools, plus & sum granted’
by the town, be used to open & high school.

In the summer of 1917 Niss Annie Zs Jennings gave
to Fairrield six acres of land and a large house to be
used for high school purposes. In 1925 the town built
a modern bullding on the old site whieh 1s used today
with the addition of two new wings. iIn Septémber of
1948, Hoger Ludlowe High School accommodated approximately

1000 students and a faculty of 60 teachers.

The Guidance Council

Hoger Ludlowe liigh School has & fulletime guidance
director and one of 1ts most dlstinotlive features is its
Guidance Council. This Gulidance Council was organized
In 1935 by several members of the faculty who had had
experlence or courses in guldance. Lvery student lis
assigned to 6na of these gulidance counselors to whom
he can go for assistance regarding his school program
or personal problems. The counselors not only confer
wlth thelr counselees individually and in groups but
also work on speclal projects such as vocational interest
and aptlitude testing and placement. Counselors are eager
to do everything within their power to make every student's

career as successful as possible. Appolntments may be



made by parents to confer wlth thelr son's or deughter's

counselor.

The Fusliness Curriculum

ile busluess currloculum attempts to provide the
student with & vackground ol general education end with
& broad general knowledge ol business, so that with thils
knowlodge the student may think and act eflectively and
eificilontly as a consumer and «s & cltlzene wmusiness
education &lso provides the student with merketeable
skills and offers him & chance to specisalize Iin order
to meet his Interests, sptitudes, and vocatlonel needs
&8 well a8 the needs of his communitye

the business education currlculum at Loger Ludlowe
iilgh Zchool oflers three courses: clerical, general, and
secretarlale The [irst two years ol the business
curriculum are offered &s try-out and general education
coursese 1he last two years the ousiness student is
asked to speclalizes L1he regulred courses lor Grade 9
in the Clerical .usiness Course sre: Lugllsi 1, Junlor
business trelnlng (1 semester), and general mathematlcs,
ilwo electives may be chicsen from: Vorld history, current
problems, genersal sclence, art (1), Lome economlics,
mechnanlcal drewing (1), and industrial earts.

‘The Secrelarial susiness Course requires in Grade

Us dnglish I, genereal mathemsatics I, junior business
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tralning (1 semester), and one cholce from elther world
history or current problems. Another elective may be
chosen from art (1), mechanical drawing (1), home
economlics I, general science, or Iindustrial arts.

Luring Grade 10 all business education students
are required to take: lnglish II, consumer goods (1),
retalling (1), and typewriting I. Consumer goods and
retailing are required as it — thought they offered
a background of baslc business knowledge from the
' viewpoint of Loth the consumer and the business man.
These courses should encourege effective thinking on the
part of the student in relation to wise buying and the
worthwhile values of life. They also offer trealining in
retalling and present the problems of the merchant.

Grade 10 allows the business student a variety of
electives. Guidance counselors encourage the student to
continue in any subjeet that interests him and to include
in his progrem subjects that will broaden his knowledge
and general education. The business students in Grade
10 may choose electives from any of the languages,
sclences, soclel sclences, mathematics, home economics,
industrial arts, music or art courses that sre open to
Grede 10 students.

In Grede 11 the business student may choose whether

he wishes to take the secretarial, general, or clericsl

course.
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The g;erical Business Course. L‘he Clerical Eusiness

Course is offered to those students who have had success
in mathenatics or introductory record keeping in junior
business tralning, and yet who have had difficulty in
Inglish or spelling. The subjects required are: English
Iir, typewrlting II, bookkeeping I, clericel practice I,
and United States History. OSubjects may be chosen f'rom
any of the electives oifered to Grade 1l students.

Grade 12 requires: Inglish 1V, commercial law (1
semester), economics, (1 semester), United States lHistory
if not taken previously, and clerical practice II.
Clericel practice Ii for this group will include advanced
bookkeeping which will be omitted for the general business
students taking clerlcal practice 1I. Students may
choose electlives to complete thelr progreams from any of
the subjects offered to Grade 1Z.

The General Ifusiness Course. The General buslness

Course is offered for those students who have had
difficulty in arithmetic, Inglish, and spelling, snd

who can expect only fallure in attempting shorthand and
bookkeepinge The General ~usiness Course ls offered to
essure success to the student as a general office worker
with specialization in the clerical skills such as
typewriting, filing, and offlce machines. The required
courses for those students taking the Genersl I[usiness

Course in Grade 1l are: Iknglish III, United States History,
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clerical practice I, end a cholce from the electives
cffered to Grade 1l students.

In Crade 12, the required subjects for the students
in this course are: Inglish IV, problems of American
democracy, and clerical prectice II. This course offers
two years of clerical practice so that a student mey have
an opportunity to specialize on any office machine that he
is Interested ine Introducing clerical practice during
Grade 11 should provide more time for each student to
acquire skill end proficlency on office mechines and to
speclallze on any one that he might have abllity to use
proficiently in Grade 1Z.

ﬁhn electives may be chosen from the fleld of
language, mathematics, music, sclence, social studles,
Industrial arts, home economics or art.

ihe Secretarisl iusiness Course. The Secreterial
Business Course requires these subjects 1ln Grade 1l1:
English I1I, bookkeeping I, typewriting II, shorthand I,
and United States History in elther Grade 1l or 12.
Students who have done above average work in Inglish end
recelve a grade of P or better are encouraged to teke this
courses A good grade in typewrlting is also expected of
students who choose the Secretarisl Course. Ilectives may
be chosen from any of those subjects open to Grade 11
students; and again the counselors advise their counseleecs
to talkke subjects outside thelr fleld to broaden their general
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knovledge and interests.

Grade 12 requires that the secretarlial students take:
English IV, commercial law (1 semester), economics (1
semester), United States History (1f not previously teaken),
and secretarial office practice which will include advanced
shorthend, transcriptlon, office machlnes, and office
procedure. This course also includes & review unit in
bookkeeping Le

hequirementé for promotion and graduation. Lach

student cerrles at least four two-point subjects each year.
Some may carry an extra one-point subject. FPermission to
carry a fifth subject is grented. In order to be promoted
to the next class the following number of peints are
required: sophomores, 63 junlors, l1l4; and seniors, 22.

# diploma 1s granted to students who have completed
four years of English, the course in United States History,
one yeer of mathematlcs, one yeer of science, and four
years of physlcal education (unless excused by & doctor).
In addition, the specific requirements of the course in
which the student is reglstered must be completed.

Ire Danlel Fitts, former Head of the [usiness Iducation
Department et LRoger Ludlowe High School, kept & placement
file of the positions filled by the business gradusates.

e maintalned close contact with the business men of the
community who were able to offer Job openings to the

business graduates. DDuring the yearsof 1947 and 1948
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' there was & grester demend for iioger Ludlowe business
gredustes than could be met. This vas undoubtedly due to

the fact that durlng times of prosperity many more perents
had expectetlons of sending their .children on to college

and thus the enrollment Iin the business department continued
to drop durlng the past five years in proportion to the

total high school enrollment.

The present Head of the Pusiness Education Department
of HLoger Ludlowe High School is contlnulng the policy of
meintaining close contact with the business men and in
placing the business graduates in full=-time jobs, end the

business students in part-time jobs whenever possible.



CHAFPTER III
REVIEW OF RELATED HRESEAKCIH STUDIES

In wide reading of similer follow-up studies of
business high school greduates and of related literature,
many problems appesred that were common to all high schools
in thelr treaining oi these students. Some problems were
local or common only to large cities, and others were
common only to the smaller high school. However, several
problems that Hoger Ludlowe High School has in common with
other high schools in the training of its business graduates
will be discussed at length as several solutions were
offere& by writers in the field of business education.

fhe suthorst of Prognosis, Guidsnce and Placement in

buginess Education found, 1n meny recent studles, that the

problems of high school business educatlon might be grouped
under rive main headingse They state:

e o o the secondary schools of today, accepting
the challenge of planning an adequate business
guidance program, must consider the following five
basic problems as being common te nearly all schools.
they are a8 follows:

le Foak enrollmente.

Ze Iusiness office dissatisfaction with
high school product.

S« Changing employment trends as a result
of new regulationss

4, FProvision of varied curriculum for low=
ebility students.

e Using the business department as a
"dumping ground.”

lbame, Je Frank, Erinkmen, Albert L., snd Veaver, Vilbur
Le, Prognosis, Guldence and Flacement in Susiness Educatlon,

South-Western rublishing Company, liew York, 1944, pe. 23.
FWpe—— .
j 14
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In any discussion of business ofilce dissatlsfaction

with the higheschool product, & reference to & naetion-wide

survey of business men relative to the employability of

high school business graduates made by Carlaonz sheould be

glvene Ohe states:

In the opinion of 60 business men throughout
the Unlted States, most of our high schools gave
qulte adequete training in the basic skills of
shorthand, typewriting, and Cfflce FPractice.
However, the majority of these employers hastened
to add that, although a stenograrher knew her
shorthand outlines without hesitatlion and could
take dictation rapldly enough, she was often poor
at transcribing her notes into sensible letters,
In the next breath they would add that her
shorthand was probebly not so much at fault es
her leck of other fundementals, especially English
word usage and spellinge.

One of the greatest weaknesses ln our secondary
schoocl teaching, according to these buslness men,
lies in the fundamentals of Inglish, spelling,
arithmetic, and in genersl ecducation baclkground.
L.ack of mastery of the three "R's" is not peeculiar to
any one area or community but is espparently nstionwlidee. The

authors® of Prognosis, Guldance end Flscement in fusiness

Edvcatlion meke the followling sug estions for & more thorough
teaching of the fundamentsls.

« o o Three of the more common deficiencies of
graduetes placed in business, as noted in meny surveys,
ere arithmetic, spelling, and penmenship. All three
are definlte requlisites in business and should be

2uarlson, Gunhild A., Hesctions of Selected (60) fusiness

len Helstive to the Employebility of High ochool rusiness
Course Craduates, laster's lhesis, Loston University, 1946,

PDe 54-35 .

SLeme, Lrinlmen, and Weaver, ops cite. pe 24.




stressed in the commerclal curriculum. s it
suggested later in regard to penmanship, definite
standards of achievement should be set up snd
should be adhered to as rigidly as possible for
all three. I'or example, training in the
fundementals of arithmetic should not stop with
the freshmen year. Certsin subjeets throughout
the followling three years should have provision
made In them for remedlsl drilli in simple
computations The placing of constant emphasis

on all three of these difficulties according to
aom:l vell-thought-out plan will secure definite
results. "

Tonne 's editoriel in the Journsl of iusiness Education
states specifically what he belleves business men, as
represented by the Netlonal 0fflce Management Assoclation,
can do and must do if they are golng to be & real help to
the schoclase It 1s glven In cutline form as delivered by
Oskeh L, Jones® ot the Natlonel Iusiness Teachers Association
Convention, Chlcege, December 27, 1947.

l. Set up real Job stenderds in thelir own ofiices.

2¢ Stop telking in terme of genersalitles.

Se lake Jjob breskdowns of your most usuel ofi’ice tasks.

4., Vhen you hire a worker, find out what his school
record 1ls.

Se Satiup real job-tralning programe 1n your own
office.

6e Stop criticlzing and show teschers specifically
vhat 1&g required of your employees~-list the
specific facts of where the beginning workers
ere fallures and then go to the teachers with
these specificse.

The greatest complelnt, however, thaet business men have
of the high school business product is in lack of character

“".l‘omw, Herbert A., Editorlel, Journel of iusiness
Education, vole 1L:7, April 1947, pe 7

SJjones, Oskeh Le, fmericen Zusiness Education, vol. 3,
Merch 1947, pe 172.
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and personallty traits. Beckera, who made & study of

business employees, says:

A recent study of four thousand dlscharge
cases in seventy-six companies revesled that
eighty-seven per cent of the discharges resulted
from lack of charscter traits. Lack of speciflc
skill accounted for only about ten per cente.
These figures indicate that people do not lose
their positions for inablility sc much ss they
do becsuse of the wrong attitudes.

Carlson's’ findings were simller to those of BDecker's
for she states:

Hesearch studles show thet 85 per cent of
those who lose thelr Jobs, lose them because of
the inability of the worker to sdapt himselfl to
his working and economic environment. 7The most
generous estimete glven in sny study of the
reason why people get and keep jJjobs allows us
35 per cent on sklll. [lecognlzing this fact
should not decrease the teschers' efforts in
developing skills, but should maeke them vitally
concerned of the necessity to improve the
personal-characteristics factor in teaching
high school business students.

sunt8 glves some suggestions for improving charscter
traits in a study he made. To find out what deficiencies
existed among high school business graduates, facts
concerning involuntary terminstion of employment and
characteristics necessary for success were determined by
questionneires and personal intorviews with business men

of leadlng concerns. Tacts were tabulated and enelyzed

O3ecker, Hsther i., Secreteries Tho Succeed, Harper
and Irothers, New York, 1047, Pe le

7Garllon, Ope_Clte pe 46.

Ofunt, He Chendler, The tund
Bducation through the Teaching of Comm
Taster's Thesies, Coston University,
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with the idea in mind that, knowing definitely the
deficiencies common smong offlice workers, it might be
possible to set up some concrete suggestions for the
correction ol exlating faults. ©OCeveral of his suggestions

ere as follows:

n?y vocational subject which is taught under
conditions comperable with those actually expcrienced

on the job off'era the best opportunity for developing

hablts of promptness, cooperation, honesty,
carefulness, concentration, otc.

The Individual teacher can materially asslst
by exemplifying those deslreable qualities. ohe
csn assist by discussions within her classes and
she must plan her work so that situatlons are
present when it will be possible for each pupil
to sppreclate hls responsibllity of usefulness, or
social living.

The task of the guldance and business department in
directing students into the business curriculum and into
the business course best suited to their sbility les & major
problem. Frroviding courses for the low=cbllity group is
also & major concern to all hligh school administrators.

#ptitude, intelllgence, and Interests tests ere used
by the guildance department in recommending to the students
end their perents which courses are advisable. Nelther
Intelligence tests or marks alone should be relied upon

9

entlrel;, s Forrester® warns in the following parsgraph:

Eech test score or observaetion must be
congidered as representing only one small part

“Yorrester, Gertrude, lethods of Vocatlionsal Culdance,
De Ce leath and’Company, Lonfon, 1944, p. oll.
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of the individuel's total aptitudes, sccomplish-

ments, or personallty traits and must not be

regerded as a final sppraisal. One must constantly

look for supplementary evidence to use with the

test dats.

teny hi,I school business departments offer various
business courses such as: clerical, general, and secretariale.
In this way the secretariel course 1& not the only choice,
and atudentsloof occupationel trends state thet clerical
jobs far outnumber secretarial onese.

Under these circumstences it 18 reasonsble to
snticipate that the number of clerks of the semi-
skilled, mechine-operator type will continue to
increase more rapldly then the rate of growth of
all gainful workers.

48 indicated by these findings, business education
would meet the ceccupationel demends of the times 1f more
students of low sbllity were encouraged to take the general
business and clerical business curriculum.

sccording to rottarll who made an extensive analysis
of the work of general clericai employees 1In lar;e companies,
the work of even general office workera is gpecislized.

She says3
The work of the general clerical employee

in lerge businesses is speclalized, one person

performing one task much as the worker on the

assembly line in industry. However, the work

done in jobs falling under the general clerical
classliflication has meny skills in common.

10Anderaon, He Dowey, and Davidson, P. Ee., Occupstional
irends in the Unlted States, Staniford Unliversity fFress,
Stenford University, 1940, pe 586.

1lpotter, Thelma Me, An J sls of the Work of Genersl
Clerical Lmployees Contriﬁ“tiopa To EducatiIon, Ro. 90O,
Aairesu of PuEIfcationn, leachers College, Columbla Uniliversity,
1944, ppe TO=T0.
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Over 85 per cent of the work of beginning
general clerical emplojyees in larpge businesses
involves the ekills of typewritlng, flling, and
such non-specialized clerical work as classifylng
end sortling or checkling names and numbers for
accuracye

rottarlaoffera speclfic recommendations for the training

of these non-speclalized clericcl workers: :
Secondary school training progrums for general
clerical personnel should Ilnclude tihe development

of high degrees of accomplishment in the types of

vork which sre common to non-speclalized activities.,

In this study these skills have been identified s

orgenlzation of materials ior economy of physical

motion, finger dexterity, rupid reading for
comparison of name or numbers and judgment concerning
the clessification of materiecls.

ihe core ol the general clericsal training
program in secondary schools should be the develop-
ment of skills in typewriting, filing, non-
specialized clericel work, and simple adding-machine
operatione.

& summarlzation of the suggestions for the improvement
of the training of buainess students showe the need for
nmore prognostic testing and guldance in directing students
into the business curriculum and into the business course
best sulted to their ability and interest, The need for
continual drill on the fundamental processes of reading,
wrliting, spelling, and arithmetic 1s elso evident, as well
&s the need for a broader general educatlon background.
There is Iurther need for training of nonespeclaligzed
clerical workers in the delfinite duties that they vwill be
called upon to periorme.

One of the outstanding requirements in training business
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ctudents today, however, 1s the necescsity for lmproving
the personale-characteristic fectere There 1s also
apparent need for closer contect Letween the school and
businegs to btetter mecet the occupational demandas of the
times and to lmprove the vocational information given out

to business graduates,



CHAPTER IV
METHOLE OF PROCEDURE

The following steps were taken in carrying out the
follow-up study of the business graduates of the classes

of 19456, 1946, and 1947 of the Roger Ludlowe High School

in Fairfield, Connecticute

1.

Ce

e

Le

Se

Ge

Te

& review of writing by authorities In the
field of business education was made, and
& study of similar surveys and followeup
studies was carried out to obtain a backe
ground for this study.

Permlssion to carry out this study was
obtalned from the adminlstratcrs of Lhoger
adlowe High Schoole.

Conferences were held with representative
business graduates to be survejyed to
determine the questions that they thought
should be included in a follow-up study of
business gradustes. Consultetions were also
held with the faculty and the adminlistrators
of the Hoger Ludlowe iigh Schoole

The deslred data were organized Into & rough
draft of questions which were revised and
corrected with the advice and approval of
the administrators of the loger Ludlowe

High Schiools

As a trye-out, questionneires were sent to
16 graduetes and thelr sug estions for
improvement were requested,

The {inal corrected questionnsire with
accompanying form letters and self-addressed
envelopes was then sent to the remainder

of the business graduates to be surveyed.

Publicity wes recelved in the local newspaper
to .obtain a greater response to the second
lot of questionneires which were sent to
those who had falled to respond to the lirst.

2
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8¢ Telephone calls were made to obtaln delayed
gueatlionneires.

8¢ The data from the returned questionnalres
were tabulated and analyzed.

10s Ulie summary and conclusions, based upon the
deta obtalned, were formulated.

1l. lHecommendetlons were made for the Improvement
of the curriculum on the basis of the findings
of the study under dilscussion.

A review of the writing by suthorities in the fleld of
business educatlon was made, and the alms and obJectives of
business educatlon &s esteblished by such writers as Lomax,
lilchols, Tonne, and Salsglver vere studled. Uhelr
sugpestions for sttalning the aimes and objectives of
business education wvere noted.

after reading and anelyzing meny simller surveys and
follow=up studlies of high schiool business graduates, the
meiled questionnalre was consldered to be the most
practical approach for reaching all the business graduates
of the classes of 1945, 1946, and 1947 of lioger Ludlowe
ILgh Gehoole Helated reading wes done to determ ne the
criteria of a good questlionnalre and to determine what
rellabllity might be placed oir the answers.

Leonard V. Loosl, in his book, The Luestionnalre in

Lducation, has thils to say in regard to criteria for

15003, Leonard V., ihe .mestionnalre in Lducation,
kackillan, lVew York, 1928, p. 174.
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Judging the guestlionnalre:

Lifter expoerimenting at different stages of
this inquiry with & variety of criteria 1t 1is
the bellef of the present writer that two he heas
hit upon will serve as well as any others that
have occurred to hime. These are (1) ability and
(2) wiliingness, thsat 1s ebllity and willingness
of the persons approtched to meke relisble
answers.

It 18 not toc be understood that these criteria
are offered as substitutes for genuine efforts at
valldaetion of data after they have been gathered,
They are suggested only as working criteria to
be applied to questions and questionnaires prior
to sending them out and as & temporary beasis of
Judgment awaiting final validatione

It should be appearent without argument thaf
epplication of the criteria 1s facilitated by
& division of the guestionnalres as celling for
(1) fact (2) opinion or (3) both fact and opinion.

Vallidation of the data after they have been
pathered is, of course, the only acceptable final

- eritorion. Valldatione~checking snswers of

graduates esgainst answers of their employers, or

8 check by personal interviews.

Several former business graduates of Roger Ludlowe
High School who had had a variety of work experience were
guestioned as to thelr onethe-job experiences. <The business
gradustes consulted were asked for thelr oplinions and
suggestions as to the questlons that they thought should
be included in a follow-up study of business gradusates.
The duties that they performed most often, and the office
machines that they had used in the offlces in the Fairfleld-
Erldgeport ares were noted.

" 4 conference was held with the faculty members of the

business education department of Roger Ludlowe High Zchool
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for the purpose of planning a questionnaire. Lhe group
Jdiscusesed specifle facts which sheould be obtalned from

the ovuslness graduates in order to evaluate their
bralning in relation to thelr worx experience. [he facts
and Informatlon desired were listed after & study hed
been made of the opinions and suggestlons oiffered by the
business graduates.

Indivlidual conferences werec held with the principal,
the viceeprinclpal, esnd the guldancs counsslor in order
%o obtelin thelr opinions &s to the facts that should bLe
establisheds uhe fects to De established and the questions
to be usked in the follcw=-upr study, as sugpested by the
sdminlstrators, were lncorporated with the tentatlve
questiona; suggeatlons, and opinions obtalned from the
business gréduates and the faculty, members of the buslness
department of Hoger Ludlowé .ii,u Sclhiools

& rough draft of guestiones was worked out, and they
were Judged by the criteria suggested by Koos? in
gconference with the head of the business department of
lioger Ludlowe iligh dSchool, the questions to be asked in
the business graduate foll w-up study were next refined,

e revised guestlomnalre was then given to the
principal, vice-principal, ana the guldence counselor of

licrer Ludleowe lilgh School lor thelr rinal suggestions,

€1bid, pe 174



<6

corrections, and spproval,

The test questlonnalres were sent to 15 greduates,
five from each class who had brothers and slsters enrolled
at Hoger Ludlowe liigh School. The younger brothers and
slaters were given the responsibility of delivering the
questionnelires, having them filled out, snd returning them.
Graduates were requested to note the time required to rill
out the questlonnsires and to mark any questlons that were
not clear., Suggestlons for lmproving the questionnaires
vere also requested. Fach one of the 15 questlionneires
delivered by the high school pupils were fllled out and
retqrned.

As no suggestions for improving the questions were
glven, sufficient coples were mimeograplied for all the
graduates to be surveyed. Individually typed form letters,
approved by the administrators, and stamped, self-addressed
envelopes were also ineluded in the meiled guestionnaires.

Publieity wes given to the survey under discussion by
the local_newspaper, and following fhia publicity, & second
form letter was written, approved by the administrators,
individuelly typed, and included with the second lot of
questionnaires sent out to the business graduates who had
not yet responded.

A8 many as possible of the business graduates who had
not answered were contacted by telephone in an appeal to

"have them fill in and return the second lot of questionnaires
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meliled out to them.

Telephone conversatlions were elsc held wlth business
graduates to clarifglauggestinns macde by them snd te more
definttely cetermine wherein they felt the high schocl
business training micght be lmproved.

The date from the returned questionnalres vere
tebulated end anslyzed in Chapter V.

In Chapter VI, the summary and conclusions, based
upon the data obtained, were formulated. Heccmmendations
were then moade for the improvement of the curriculum on

the basis of the Tindings of the study under dilscusslon.



CHAPTER V
ABALYSIS AND INTERPRETATION OF DATA

The data of the survey have been complled and intere
preted on the basis of the questlions asked.

All items reported were first checked, & preliminary
summerizetion was made, and detalled findings were later
complleds The datae were interpreted in the light of the
purpose of the survey.

A8 was stated, the initial response to the guestionnaire
was 25 out of 60 business graduastes in the cless of 1945,
19 out of 57 business gradustes In the class ol 1946, and
15 out of 32 business gradustes in the class of 1947.
Approximately 41 per cent of the business graduates intere
viewed answered the {irst questionnalre.

The final results were more gratifying as shown in
Table I« 48 the highest percentage of answers received
was from the last gradusting class, Interest in high school
ectivity and response te the questionnalre sppewrs to be in
direct ratio to the length of time the students Lad been
graduateds In 1945, only 60 per cent of the business
graduates responded; in 1946, sapproximately Ti.4 per cent
responded or & little more than 1l& per cent of those who
ansvered from the previous year, wnd in 1947, there were
£9 who responded or 90.0 per cents This was approximately
30 per cent mere than answered in 1945.

<8



TABLE I

PAS

NUMBER ANL Pl CENY OF REPLIEDS KECEIVED
ARRANGED BY CLASSES

"~ Forms, sent _ inswered Fer=
Year Girls |Loys | TUTAL }} Glrls | Doys | TOTAL centage
1045 46 < 50 &7 o0 60%
1946 54 3 57 40 43 75645
1947 o2 e 29 29 904 6%
TOTAL 1388 7 139 96 é 102 T5e4%

fvery graduate signed his neme to the questionnalre

although the accompenying form letter stated that it was

optional .

in response to question 1, Table II reveals that 75
girls and 8 boys were still single, that 18 girls and 1 boy

have married, and that 4 boys were veterans.

TABLE II

PRESENT STATUS OF GRALUATES

Slngle Karried V1dowed Veterans

Girls poys [[Cirls |coys W{irls | Doys || Girls | Boys
1945 18 o ) o o 0 0 S
1946 0o g 7 1 0 0 0 1l
1647 24 S & 0 0 0 0 o
TOTAL 76 8 ﬁle 1 u 0 0 0 4
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Out of the total number of business graduates
interviewed, 12 of the marrled girls were at home,
four were at school, one boy was unemployed, and 85
greduates were working full times The boy who at the
time of the study was unerployed had worked as a factory

employee and haed been lald off at the time of thls study.

TABLE IIX
WHAT GRAIUATES ARE DOING AT THE PRESENRT TIME

1945 1946 1947
Girls Soys Pirls Boys {jirls Boys || Total
¥ork 1t 20 |1 36 | 3 g5 | 0 86
Lt houe S 2 12
to_senool 2 2 K
Tot_wor L %é
O oy ti_;ne 4
Iin E,E. Armed 1'0rees 0
TOTALS 26 | 4 3 20 | O 102

iwo of the boys who were veterans had avalled themselves
of the Ce Ie HElll of Lights and were going to the state
ihe business
course offered at Hoger Ludlowe iigh School eppeared

university under its educational provisionse

sufficient for these two graduates to onter college as

their marks, returned to the high school, showed.
Locording to the 1940 censue, 49 per cent of the

workers in Connecticut were employed in the trades and
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industriles while leas than 18 per cent were classified

as clericale 1he Erildgeport aree is primerily an
industrial one, end letest avallsble figures listed 176
industrial plants employing 10 or more peoples Of the
induptriel plants, Ueneral ilectric wes the largest,
employing over 8,500 workerse. Dridgeport Lrass employod-
over 4,000, femington Jrms over 3,000, Singer Sewing
Kechine over 2,000, leybestos over 1,000, (12 per cent

as office workers), rfullards over 1,000 (20 per cent as
office workers), end Casco Iroducts about 1,000. Of the
other industrlel plents In thils area, 90 per cent employed
less than 500 persons.

. The larger department stores employed an average of
approximately 400 persons, snd the two newspapers employed
between them about 375 porconse The First Natlonsl Eank
and Trust Company omplcged.about 200, and the HSridgeport
City Trust Company employed about 150s At the other side
of the employment sltuatlon were the 5,000 places of
business in which only one or two persons were employed.
Table 1V lists firms employing Hoger Ludlowe business
gradustes.

The largest percentage of Loger Ludlowe business
greduates, 49 per cenl, was employed Ly the lerger
manufscturing companies as Table V shows. Of these,

47 were employed as office workers, and two were in the



TABLE IV

FIRKS ENPLOYING ROGER LUDIOWE

GRADUATES OF 1945, 1946, AND 1947

SUSINESSE

Mrms

1948

1547

et
5
&
A

Attorney

letn: Insurence Compeny

americaen Chealn & Cable Compeny

- Assoclates [lscount Corporation

nasurancc cocle

“oa ,hasrpomnan*

Jriqhonort abrlics, LNCe

|.,.
v 1o

~runor-litter, Ince

tryant wslectric Company

0w

Bullard Company

e

Claricr Letal rroaucts

[

Ce e = e Tramsportation Company

Cochrane Chevrolet Company

Community Chest and Counecil o m

= -1 0]

Gonnecticut HOSpital insureance

Cotter, Precdﬂah & Capossele (Lewyers)

u&lﬁj, John Fe (Food Liatributor)

Ticuunnanu Joraoratioq

an ce ompany ‘Lo )

tu;ont, Lie Io, Dellemours & Cos

00 [0

Implover's Liebility Assurance company

Iversherp, Incorporated

qupwwhrmr QMNFJHﬂHH

reirileld Town of

Doard_of tducation

Fairfield Lumber Company

First National bani

General Llectric Company

UHHPPHF

Glass lachlinery Company

Hertford accident Company

o Ll &)

Tofimen ruel company

Home Comiorts Ince (Bldfe)

Howland Dry Gooda Compeny

2o} -

Jﬂlliff. Cl Us 00 mpany

Famerling's BDeeuty ohop

o

EIader. Ame e & Company

I:ilaorn Sauer Compeny

Kish heal Lstate

L

Liberty kutual Insqggnce Compeny

lucas, Se Le & Son, Ince

[

Lynch & Compeny (Plumbing ¢ Heabting )

Tannin., lexwell o jLoore

Lan

I

Meaxsms lachine Company

iercurio, incs
‘eEropoTiEnn Life Insursnce Company

Total

it gl it sl

mpwppwmwmjwpwmwwwwmuHmmwr

)



TABLE IV
(Continued)

FIKLS EMPLOYING HOGIK LUDLOWE DBUSINESS

GRADUATES OF 1945, 1946, ANL 1947

(continued)

. 38

Pirms 1945

1946

1947

Total

wcllesson & Robbins 2

v1les Shoes, Ince

musante, berman, steinberg Coe., lncCs

Park City Supply Company

Peck's, fo ¢_Besuty Salon

Prudential Insurance Company

hadar Industrles

Remington hend (Llectric Shaver Div.)

= po | Bl

iwockwell, Ve 5o Company’

Rolock Company

O

o o =8 S8 ol Sl SRl R o el PN

sears, hoebuck & Compeny
Schwerdtie ot&up company

Southern lLew bngland Yelephone Coe 1

—

Stroetfield notel, LnCe

iraveler's insurance Company

Trustors liortgagze Company

Underwood Corporation Nenuiecturing COe

United Alrer

University of Lridgeport

Wede's lairy .

po| =i R

po b= b b b e

Includes summer employment of 2 still
in college of class of 1945 and of
class of 1947

Total S0

44

27

101
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factory, one as an 1n§peotor and one as a factory worker.
Life insurance companles employed 1l per cent, the next
largest percentage. Continuing down the list there was a
distinet dfop toc 4 per cent of the types of businesses
employlng Roger Ludlowe business graduates. Lrug
distributors and menufacturers, as dlstinct from machinery
manufacturers, used 4 per cent of the business graduates;
the town of Felirfleld alsc used four business graduates
as clerks, and retall clothing concerns used a like
percentage. Banks used three graduates or 3 per cent,
end the remaining £6 graduates were employed by 18
different types of concerns, ranging from law offices

to wholesale food distributors.

A careful analysis wae mede of the exact duties
performed by the business gradustes in reletion to the
type of position listed as held by them so that their
positions could be more accurately classifled for future
reference. The cost secretary, credlt Investigator,
sales correspondent, receptionist, end different machine
operators were listed seperately to show specifically the
exact type of positions now held by Loger Ludlowe business
graduates.

The fact that epproximetely 35 per cent of the business
graduates of iloger Ludlowe were employed as general clerical

workers justifiles the offering of two courses in general
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business. Table VI showe that only 10 per cent of the
business graduates of this high school were employed in
seoretarial positions which indicates that training more
students in shorthend than 1g needed in the local labor
murket 1o wasted training elthough admittedly shorthand
is a useful skill and often a stepping stone to
advancement, Ilowever, as this aree manufactures dicta-
phones end as the lerger offlces do use them extenslvely,
shorthand is seldom e reguired skilll except in the smaller
offices

The administration 1s Justified, therefore, in view
of the fewer numbers of btusiness graduates employed as
secretaries, to plece restrlections upon enrollment in
shorthande.

in snelysie of Individusal guestiomnalres revealed that,
elthough the mejorlity of business gredustes vtegen as general
clerical workers, approximately &7 per cent were able to
obtein advanced npositions. Iresent positions represent
advancement to seven of the secretaries, six of the booke
‘keepers, five of the stenogrephers, three of the secretarye
stenographers, one cost secretary, one credit investigator,
one office mansger, one personnel Interviewer, and one
sales correspondente

Out of the total of 98 gradustes now employed full
time, only two factory workers, two halrdressers, one
factory inspector, and one mechanic made litile use of
their business training, except presumably for personal use.



TABLE V

TYPES OF LUSINESSES EMPLOYILNG ROGER
IN THE ORDER IN VHICH THEY

LUDLOVE BUSINESS
FMPLOY THEM

36

GRALUATES

1945 L94e 1947 1

Afproximate

Credlit Company

"uel Distributor

Type of usiness per cent
of whole

iLesnufecturing Companies 5 121 S Mo 49%
Life Insurance Companies 4 5] 4 i 1l%
Tru. Listributors & Lipgrs. P 2 & K
Tairiield, Town OFf 1 | 2 1 Z T4
Retall Clothing ) 1 4 4%
Danks 2 o ) S
Lttorneys 3§ 1 e 2%
Fesuty rarior X L 2 L2
mllding Trades < ) 2%
Lslry __2_ “ o
Plumbing oupplies : 2%
iietall Grocery e < 2%
Heal rstate 1 i P 20
Trausportation < e S
Community Chest 1 1 1%
Connecticut Hoeplital Service 1 1 1%

1

3

L

1

k|

|

A

1

1
Garage 1%
liotel 1 1%
lortgage Company 1 1%
University of fridgeport 1%
Utility Power Compsny lp
Vholessle iood Distributors 1%
Total ) A 1005%

¥Includes summer employment of % still in college of class of

1945 and of 1 stlll in college of class of 1947.



TYPE OF POSIYIONS

-
TABLL

"r:;

HELD BY SUSINESS GRAUUATES

37

1945(1946 [1947 [l'otal |[Fer cent of
working
Positions Held graduates

holding

positlions
General Clerical i 10 J10 | &2 &35
Secretary e 8 10 10%
Bookkeepers, asslstanis 4 O 1 8 85
Stenographers 1 S o 8 Bk
£111ing Clerks : 3 ) & 47
Secretary-Stenographers o “ 7 Th
Cashier 1 1l 2 2%
Comptometer Operstdr 2 2 2%
Cost-Secretery P 2 2%
Dellvery (lalry) 2 £ 2%
Uictaphone Operators b 2 250
Factory V.orker X 1 2 2o
Hairdresser 1 1 2 2%
Payroll Clerk g 2 2%
heceptionist 1 1 2 2o
Sales Clerk 1 1 2 2%
Credlt investligator X ' 1 1%
Factory Inspector 1 1 1%
Inventory Clerk 1 1 1%
kail Clerk 1 1 Ll
echanic 1 & 15
Of{lce ianager 1 1 1
Personnel Interviewer 1 1 1%
Sales Correspondent 3 : 3 1%
Tabulator Cperator 1 1 1%
Number Employed 28 43 | 27 | 98 100%
At Bchool P 0 P2 4
Total Uraduates 30 45 29 [L02




The two boys employed as dellverymen for a dalyy keep
records and sccounts sc that thelr usiness training is
used to some extent.

As shown Iin Teble VI, only two tusiness graduates
are employed as seles clerks. <The percentsge of those
in selling, (2 per cent) appéa;'s particularly small as
roeteiling is one of the required courses in the business

currliculum,.

FABLE VIL

KMETHOD OF SECUNI v EMPLOYNENT
OF ALL BUSINESS GRADUATILL WAC HAVEL WOHRKED

Job 1L |Job £ |dob & pob 4
3 a0 7 < L
Tercorel Jpplication 10 gg j
Ue e EmE”;;_oFent‘?;erﬂce : 2
irivate lmployment sgeney o 3]
lewspaper sdvertlsemen
Uovernment 4’&%; Loerd : %
ITLVELe uBIness oohool %
CIVIT Tervice Lxam: netbions 3
Total 101 Sl 6 1

Table VII shows that out of the 101l business greduates
who are now employved or who have been employed, 32 or almost
cne-third got thelr Initiel Jobs through the high schools.
In seversal instances, business graduates who stated that

they got their first job through personsl application were
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sent to thelr future employor by the high school sc theat
the approximate percentsge ol those vho secured thelr
Initial jobs tlrough the high school 1ls actually hl her.
iable VII indicates that the high school plays an aotive
part in placing the student in his Initisl poslticne.

The next largeet source f{rom which  redustes received
their initlal Jjobs was frlends or relatives, with the third
major source personal applicatione The Unlted States
Employment Lervice was reanked next as an inltisl job source,
followed LYy pfivate employment sgencles, newspeper
advertisements, the govermment drelit Lowru, privete Lusiness
schools, and c¢lvil service cxamlnations.

Fersonal applicetion renked first as the means of
securing Job £, and the next largest source wuas through
friends or relatives, with the Unlted Ltates Lmployment
Service as the third source.

A frlend or relative was the Lirst source used uy
graduates to secure Job J, followed by personel spplication.
Job 4, held by only one graduute, was secured through &
friend or relative. Lable VLI Indicatea & falrly high
stability ol those graduates remaining on Job 1 and Z.

Only five graduates applied for Job &, &nd only one for
Jou 4e
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I

HLaouk VIII

NUMSBEL ALD Phi Culd OF GhALULLLL arCBLIVING
FTURTH R TRAINING

1945 1943 ] 1947
Joys Girlgl coys Girl wys Girl Jotal

YLS P> G & 7 0 < <0
Aprrox. rfer vent o7, | 288% 8o; | 18% 0 145 20;
NO 1 &1 e |95 o 25 82
lotsal ) " o 40 0 2:.9“ 102

28 ilable VIII shows, approximately one~Lifth of the
tusiness gruaduates interviewed recelved advanced training.
The fmct that two Loys in 1048 were able Lo enter college
and comyp cle successfully with other college students reveals
thet these two Btuue;té were fitted by the business course
tc enter and remsin at « hi her educationsl institution,
il"elr college records were sent to the hish school and
verify this fact. Soth of these voys stated that while in
the armed forces they succcséfully passed the clericel tests
and did clerical work whlle In service.

Ihe gn0615 pesreenta e of business students recelving
scvanced tralining may be consldered sn encowreging indicsation
thet & business course cuen be used &8 & steppling stone to
further education snd speclslizetion.

the genersl abllity of the Lndividual student undoubtedl
plays & lar ¢ part Iin the smount of training requlred, as &

students recelvoed the same type of truinin; and Instructl
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and some of them felt the need for further training and
others did not. Job requiraﬁenta also must be considered,
es well as the students' ability, in reasons for which
graduates sought advanced training.

Iin a summary of reasons why business gradustes took
sdvanced tralning, seven graduates tock courses because of
e desire to secure more advanced positions, six took
courses because of a fell job need and because they felt
their high school training wus insufficlent, four took
courses to specielizey and three took [urther truining
to enter a new field. |

48 shown in Tab11 X, business grudustes listed 13
firms in this area which gave employment tests. Craduates
took Civil Cervice Exsminetlons required for government
employment, and the girls who wished to become helrdressers
took physlcel and written tesis given by the Connecticut
State Department of Healthis 1wo boys in the navy took
glerical aptitude tests to obtaln glerical positions while
in the service.

A8 many as possible of The firms llisted by business
graeduates as having given them tests, were contacted end
sample tests were requested. The tests received from
these firms have been catalogued [or faculty reference
only end are not given to the students.

The Netional Office Manegement Assoclation's Standard

Tests were formerly used by seversl high schools and business



TABLE IX a2

LENGTH OF TIME BUSLNESS GRADUATES HAD FURTHER
"N
-

TRAINING

AND REASCH IOk LEBAVING JOB

CLASS (Oi" 1946

= e
LENGTH OF TINE HEASCON
B 4 yrs. Vished further training (CG. I.)
E 4 yrs. Wished college treining (Ge I.)
G 2 yrs. Vanted journalliem and chence to
meet more people
yrEe Needed more training for advenced jobe
8 mos. Course in hairdressing

ool o B o5 W on W oy
O

mode

yr. (nights)
7re {nights)

(nights)

lleeded more shorthand

Training for advanced position
Further treining in shorthand and
fusiness Inglish needed

LENGTL OF TIME

CLASS OF 194€

HEASCH

G 2 T8
B 1 yr.
G % Tl
G 1 JTre
G © mose

MO8 e

'elt unprepeared

Course in marketing needed
VWished sdvanced training
¥ished advanced tralining
lieeded speclallzed tralning by
Telephone Company

Had to learn shorthend

G &

G 2 mose (nights) Shorthend review for new job

G 2 mos. (nights) leeded more bookkeeping
CLASS CI' 194%

LENGTH COF TIME REASCH

G 2 yrse. Treining for advanced position

G 1 yre. Course in halrdressing

G 6 mose lleeded more shorthand and offlce
meachine practice

G 4 mos. Scholarship to Comptometer School

R s
e
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firme in this area. These tests have asince been discarded
a8 1t was found that the Dbetter students were well prepared
by the high schools to pass the NCMA tests with ease, and
that the poorer students were discouraged by them.

The business graduates were asked to list the specific
skills in which they found they were well prepared by the
high school to use efficiently on the job. Table AL
lists the speciflc skills in which the students felt well
prepared In the order In which they renked them.

£s typewriting is one of the most commonly used skills,
the number of business graduates who found that they vwere
well prepared by the high school to use it efiiciently
is gretifying. Eighty-five per cent felt well prepsred in
ite Seventy-four per cent of the graduates felt well
prepered to use filing. Sixtyethree greaduates felt well
prepered to type carbone and make corrections. Iifty-five
per cent felt well prepared in usiness letter writing.
Pifty-three per cent of the greduates felt well prepared
in srithmetic, fifty-one per cent in lnglish greamar,
f1fty per cent in epelling, and thirty-seven per cent
found themselves well prepared tc answer the telephone
or do bookkeeping. ‘iwenty-seven per cent felt qualifled
to meet callers. Bight graduates felt well prepared to
make out payrolls, three graduates to cut steneils, and
two gredustes felt well prepared to use the duplicator

or mimeograph machine. One graduate felt assured of her
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'LOSTE TAKEN BY BUSIHELS ORADUATES

AND GIVEN BY FIRMS OR COVERFMEET DIVISIONS

Company that Gilves Test

Lype of Test

Assoclated Transport Compeny
bank of America, San Prancisco
mullard Company

Clark lietal Froducts, lnce
Conne. State LDepertment of liealth
Conne. Lallway & Lighting Co.
Uictaphone Corporation
Lguiteble Life Insurance Co.
Hertford Accident

Liberty lutual Insurance Co.
Manning, Maxwell & Loore
lotropolitan Ll1fe Insurance Coe.
i.cKesson « Robbins

Frudentisl Life Insurance Co.
United States Civil Service
United States Navy

Shorthand and Iranscription
E{pewriting and letter set-up
Clerical Aptitude )
Shorthand and Transeriptlo
rhysical and Written

iptitude

Shorthend end Transcription
Gtis kental Ability

Shorthand and Iremscription
Aptitude and Lictaphone
sShorthand and Transcription
Physlcal and Aptltude
Clerical aptitude

Physical and aptitude
Typewriting, shorthend,aritimetic
Clerlcal uptitude

b
amarenm-
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tusiness conduct, and one g racuste steted that she was
well prepared in spelling. One graduate stated that she
was well prepeared to use the dictionary.

Table X1 shows, that although all may have been
treined in retalling or use of the dletsphone, the number
of those stating that they found themsslves well prepared
to use them eflliclently on the job is mctuelly based upon
snd dependent upon the mumber who needed to apply these
skllls or knowledges Although only one student stated she
was well prepared in selling, Table XI reveals that only
tvio entered gelling, and only one felt well prepared.

Thirty-seven gradusies stated that they felt well
prepared to do tookkeeping or record keepling, and yet
Table VI showe thaet only el /ht students are bookkeepers.
Assuming that all tuose listed as genersl clerilcel workers,
secretarles, stenographers, anl secretery-stenographers
(a total of 65, inecluding the Lookkeepers) do some form of
record keeping, & truer plcture may be had of those actually
using bookkeepinge Thirtry-seven of the Lusiness graduates
stated that they felt well prepersd to use bookkeeplnge. 4is
the percentagze of those who stated that they felt well
prepared to make out payrolls, cut stencils, and uaé the
duplicator or mimeograph was low, few gradustes evidently
were required to perilorm these duties.

As seven business graduates in the class of 1245, 17

business graduates in the class of 1946, and 10 business



TABLE XI

SPLCIFIC SKILLS ZUSINLSS GRAMUATES (101) VHO HAVE
VOREKED POUMD THEY WIHE WELL PREPARID BY THE HIGH

SOHOCL L0 USE EFFLCLENTLY

a6

— = e TR
SELILLS 1045 (1946 R047 [fotal | per
cent
Typewriting “ 37 e 86 85%
Mling P 03 i 76 Td
Carbons, Msking corrections & 25 16 ) o2
Business _etter Vriting 1a wd 15 56 56%
Arithmetic Lo 17 ig o4 63%
Inglish Crammer b= 21 17 58 51%
Spellling b 3/ 21 15 5l 0%
Answerilng the Telephons h ¥ 16 10 37 7%
Hookkeeping or Regord Keeping 17 10 10 57 a7%
leeting Cellers Lo 11 é e 27%
Lictapnone o | o 5 e £0%
Making Cut Payrolls 9 & ) g 8%
Cutting Stenolls 3 1 1 3 3%
Dupllcator | I % e 2%
¥lmeographing ) 4 | o 2%
Business Conduct i 1 1 1%
Selling 1 1 1%
Use of lioctionary E 1%
#ihorthand 9 11 7 &7 40%
#Iranscription 3 il 7 27 40%
e e e — - - o e e e e ——

*4 total of 88 students of those interviewed took shorthend
and transcription end the percentage in these two courses

ts based on thls totsal.
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graduates in the class of 1947 dld not teize shorthand or
transeription, these two courses sre listed separately.

A totel of €8 of the 101 tsiness graduates interviewed
who hsve worked, took ahorthénd and transcrintion, and of
these 27 stated that they felt prepared tec use 1t effilciently.

Table XII shows the offlce machines used on the job
by business graduetes in the order of their frequency of
use, The manuel typewriter ranked first and was used all
of the time by 43 of the gradustes, 4 total of 30 others
also used 1t in thelr work,

The electric adding mechine reanked next, and was used
by 18 of the husiness graduates all of the time, and by 36
some of the time. The menual adding machine wes used by 52
of the graduates, ten of whom stated thet theyv used it all
the time. Twelve of the praduetes used the dictephone all
of the time, and 16 used 1t some of the time. Twenby-six
of the graduates used the comptometer, five of whom stated
that they used 1t all the time. Iwenty-one of the gradustes
used the electric typewriter, with 17 using it 211 of the
time, and four to a lesser extent. The comptometer was used
by five of the graduates all of the time, and by 21 some of
the time, The electric typewriter and comptometer were not
in school in 1945 and 19468, but were teught from 1947 one.
The need for them was indicated in Teble XII.

" The Purroughs Caleulator was used bf 20 graduates, and

14 graduates used the manuel mimeograph. Eleven of the



TABLE XII

OFFICE MACHIKES USED ON JOBS BY BUSINESS GRADUATES

LISTED IN ORDER OF FREQUENCY CF USE

Yoe of Cracduates Using Machines
ilachine Use All| Great | Very Total
the Time| Deal Little
Typewriter, Kanuel 45 el 9 75
“quin* liechine, Electric i8 19 17 o4
Adding Machine, Ianual 10 21 el 52
Liet aphon e 12 & 2 28
#+Comptometer S 6 15 26
#¥lypevriter, Llectric b /4 e 2 21
Furrougrhs Calculator 5 6 9 20
Ulimeorraph, Hanual L 3] 4 14
#AAOTre8s0LT aph 1 5 5 1l
ﬁ%durroug:s Bookkeeping, IZlectric £ 5 1 10
Monroe Calculator, Electrlic o o o g
#Disto 2 3 e 5 8
#Mimeograph, Elecirle 1 & ) 8
loaroe Zelouiator, lanual 1 2 1 4
standard Duplicator 2 2 I
wEdiphone 2 b 3
#urroughs Ellling 2 & 3
#l'rlden Calculator 2 2
#l.etered Mall lachine 2 2
#Taletype 2 e
#Sookkeeping NMachine, Fanua 1 1 2
#rent Automatic ualoulstor 1 y 3
#Carcuitzer i 1
#I0! Sookiteeping Wachines : ) 1
s+Sundsbtrand Celeculetor i | 1
#Photostat kachine 1 ' !
#lultigreph, Manual 1 f 1
Toteal 1586 121 1086 562
=i

#lachines not in séﬁool
w#Machines not in school during 1948 and 1946, but purchased in
194Y
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graduates used an addressographs

Ten pjradusties used the electrlc bookkeeping machine,
nine used the lonroe HZlesctrio, 6itht used the ditte, and
el;ht used the electrle mimeogreph.

Other mechines listed were used Ly only a few business
graduates ranging from four to one in numbere. They were:
the manual Vonroe Caleulastor, the Standard Duplicator, the
Edlphone, the Durroughs Illling ;uchine, the Friden
Caleulator, the letered llall lachine, the Teletype, the
menuel Bookkseping Maehine, the IZrant Automatlie Caleulator,
the Carduitzer, the IBM Dookkeeplng lachines, the Sundstrand
Calouletor, the Photostat lachine, and & manuel iultlgreph.

PADLL XILII

WITTOTES . AR DN AT O IO A e YTy
NUMBER AND P¥R OENT O SURBLHESS Gi‘.fxl-’UJlTi.;.- VEO

FOURD Cll-TIE~-JCB TRLINING NECESSARY

<Iasar 168 No HNO sn8swer
1945 5 16 &
19246 12 ) 7
147 k5 4 14 16
Totals ok &4 2o
WAPPI'OX e . _
Per Cent 30% 525 <o

#per cent besed on total of those (101) who worked.
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Teble XILI shows, thet of the 10l graduates who have
worked, Ol received cn~the-job tralning, whille a majority,
or 54 respondents, did not recelve onethe-job tralnlnge.
Sixteen of the vusiness graduates did not answer this
questlions

A8 Table XIV shows, offlice practice ranks first as
the course that business graduates thought could have bLeen
teught more thoroughly. ‘Ihis indicates that more time should
be allcted to this course end that, s it consists
principally of practice on the various machines, a two-hour
course, insteed of & one-hour course, should be offered.
The simpler machines might be taught lu the junior year.
Lack of time, large classes, @i lack of equipment in this
echool, @8 iln other high sclools, are the maln obetacles.

A8 shown iln lable XiV, len graduastes ranked "meeting
callers” as one of the duties that they felt 11l prepared
to perform, whilie 27 of the  reduates felt well prepared to
periorm tuis duty es stated In Tavle Al.

hine gredustes out ol the L6 who used the comptometer
(see iable AII) thought 1¢ could have been taught more
thoroughly &s shown in lable AlVe The comptometer was not
taught untll 1947 aid the need Ior teaching it 1s evident.

although o7 of the Lbusiness gradustes interviewed (see
Table Al) stated thet they were well prepared to use the
telephone, elght thougnt that they were not well prepared,

&8 shown in Table AIVe Authority to make decisions and



TABLE XIV

DUTIES THAT HUSINESS GRADUATES THOUGHT COULD HAVE BEEN o1
TAUGHT, OR TAUGHT NORE THOROUGHLY, 1IN HIGH SCHOOL

B e e e e e e e e e e e e i o e et i}

Nos of Graduates Hesponding
Per
1945 |1946 (1947 Yotal |Cent
Office Practlce 2 6 5 13 13%
leeting Callers 4 1 5 10 10%
##Comptometer 3 4 e g 9%
Answering the Telephone 2 3 3 8 8%
##burroughs bHookkeeping-Electric 2 3 2 7 7%
Dictephone 4 1 2 7 %
Filing 2 4 1 7 7%
Zooklkeeping or Record Keeping 2 3 1 8 6%
Fusiness Letter Vriting 3 2 1 6 6%
furroughs Calculator 3 1 1 5 5%
lionroe Celeulator-Electric S e 5 5%
##Typewriter-Electric 1 ¥ 2 5 5%
Ldding lHachine~iienual 1 &) 4 4%
Typewrliting Flgures end
Statistics 1 1 2 4 4%
Mguring Discounts 1 1 2 2%
Cashiering and Hendling Money 2 | 3 3%
#hddressogranh = 2 2%
#Eurroughs £illing lMachine 1 . | e 2%
Insurance Information, Deeds,
Contracts end Mortgages 1 1 2 2%
#limeograph~Electric 2 2 2%
0ffice frocedure--Crganizing
e Day's Work b | 3 2 2%
Spelling ' 2 2 2%
Cutting Stenclls 1 1 4
Engllish Grammar 1 1 1%
#rlden Caleulator 1 1 1%
#[ Bl Nachines--3Socokkeeping 1 3 1%
Job Eveluation Personnel Records 1 1 1%
#+Sundstrand bookkeeping 1 1 1%
#Switehboard 1 i 1%
#Teletype 1 1 1%
Shorthand S e 2 7 10%
Trenseription 3 2 2 7 10%

Fer cent based on (101) number who worked

#Machines not ia schocl
##lfachlines not in school in 1945 and 1946 but purchased in 1947

Boston Untwsr -,
oLnon! of Educau
~. Liki ary
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knowledge of the fects Involved might explaln the difficulty
thet some graduates had In ansvering the telephone with ease.

Of the ten graduates whe stated that they used the
electric bookkeeplng mechine (see Table XII) two from the
class of 1947 stated that they thought it could have been
taught more thoroughly, and five Ifrom the classes of 1945
and 1946 thought it should have been taught as it was not
introduced until 1947 as shcwn in Teble XIV.

¢f the 28 graduates who use the dictaphone (see
Table XII) seven felt thet 1t could have been taught more
thoroughly as shown in Table XIV.

Seventy~five of the greduates (see Table XI) stated
that £filing is one of the skills thet they felt well prepared
to use. Only seven graduates felt that they necled more
training in it &s shown in Teble XIVe. The findings show
that enough treining was glven In {iling for thie majority
of the greduates.

Thiriy-ceven gradurtes (see Tsble XI) stated that
they felt well prepered to perform bookkeeplng duties, und
only s8lx felt that they needed further training in 1t as
shown in Table XIV.

Fifty-six graduates found that they were well
prepered in business letter writing (see Teble XI) and only
slx gradustes inllicated the need for more training In it as

shown in Table XIV. uhwe findings show that enough training
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waa glven in business letter writing for the majority of the
greaduates.

0f the 20 graduatee who stabed that they used the
Burroughs Calculator (see Table XIL), flve stated that they
neecded more training in it as shown in Teble XIV.

Hine greduates used the electric Monroe Calculator
(see Ueble XIiI), md of thess, Iive Ielt that they needed
more training on i1t as shown in Table XIV,

Cf the 21 graduates who used thie electric typewrliter
on=-the-job (see Table AII) only two from the class of 1947
had any tralning on it as 1L was not purchased untll that
year., As shown in Table XIV three graduates from the classes
of 1945 and 1946 indicated that they felt the need for
training on the electric typewriter, and two gradustes Ifrom
the class of 1947 who had recelved such itraining, indicated
that they needed further practice.

Flfty-two greduates used the menuel adding machine
(see Teble XLI) anc only four felt the need for more trainlng
on 1t es shown in Tahle XIV, #%his indicates that sufficient
practice was given on 1t for the needs of the majority.

Fifty-four of the 10l gradusates found they were well
prepared by the high school to use arithmetiec (see Teble XI),
and four graduates indicated theat they needed more training
in figuring discounts &s shown in Table AIV. Three graduates
stated that they needed more training in casliering cr hendling

monNey «
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Eleven students used the addressograph (see Table XII),

and two stated that they felt training should be given on
it eas shown in Table XIV,

Only three gradustes used the urroughs Ellling llachine
(see Table XII}, and two gradustes felt the need for training
on it &s shown in Teble XIV. It 1s not taught in high school.
Two graduates felt the need for more preparsaticn in insurence
inforgation involving deeds anu nmortyages.

Equipment or mechines which ere not in the high school
but used by the graduastes (see iable AII and XIV) were thes
Lddressograpl, manuel DBookkeeping iachine, Irent sutomatiec
Calculator, Surrougns ©illing, Cardultzer, Ditto, Ediphone,
Friden Caleulator, ibk Machines, loterel iall iachine,
electric lilmeograpn, manual ifultigraph, Photestael, swltchboard,
and the teletype. 48 only one cr two graduates stated that
they used these machines, installlng or teaching them does
not appear necessary.

Switehboard training is offered free by the telephone
company 8o that students who need this tralining may avell
themselves of Thls service.

Pwo studenta stated that they would have liked further
training in organizing a day's work as shown in Table XIV,

Fifty-one graduates, or ebout one-halfl of those
interviewed (see Table XI) stated that they were welil prepered
in spellinge Unly two graduates, as shown in Table XIV,
stated that they felt the need of more training in this subject.
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Three graduates stated that they cut stencils (see
Table XI) and of these one stated that she felt unprepared
to do 80,

Mfty-two of the 10l graduaetecs interviewed (seec Table
XT) stated that they were wsll prepared by the high school
to use anliéh gramnar efficiently. Only one respondent,
a8 showvm in Table XIV, stated that she felt unprepared in
ETammar,

One graduate stated that she would have 1liked to have
had tralning in evaluating persommel records. As this is a
speclallzed fleld, the high school does not attenpt to give
tralning in 1t.

Twenty-seven ;raduates felt well prepared to use
shorthand and to transeribe (ses Table XI) und seven graduates
wished more traoining in it as shown in Table XIV,

Courses that the graduates consldered of most value in
the order in wvhich they rated them are btypewrlting, Inglish
grammar, offlee practlce, bookizeeping or record keeping,
spelling, arithmetic, filing, and business English (letter
writing). One craduate voted blology &s of most value as
she had worked in & dentist's office; one votad law as of
most value.

Ag shorthand end trenscription were taken by only 68
of the 101 gradustes intserviewed who have worked, these
subjects did not recelve &s high & vote as expected. Only
24 pradustes of those who took these Lwo courses rated them

as of most value.



TABLE XV

COURSES CONSIDERED TO EE OI" MOST VALUE BY

BUSINESS GRALUATES

Noes of Crasduates Kesponding
19456 [1946 1947 [Lotal
Typewriting 28 30 21 79
English Grammer 17 15 5 7
Office Practice 15 18 6 3
Dookkeeping or Hecord Keeping 10 6 25
Spelling (included in Inglish

Susiness) 2 5 15 22
Arithmetic 10 3 6 19
Filing 6 5 3 i4
Business English (Letter Writing) 2 3] 10
Biology 1 i
Law - 1 1
#Snorthand 7 14 S 24
#Transerintion : T 14 3 24

#A total of 68 students of those interviewed tosk shorthand
and transcription.

Eusiness greaduates considersd the following subjects of
soms value to then in the folloving order of importance:
bookkeeping or record keeping, lLnglish grammear, business English
{(letter writing), filing, office prectice, law, typewriting,
arithmetic, junior business tralnlng, retailling, spelling,
consumer education, and economics. Nine respondents considered
bookkeeping of some value, and the ansvers ranged from this
number cown to one response each for consumer education and
economics.

Shorthand and transcription received 1l responses and as

thls wae besed on the total of 68 of the 10l graduates interviewed
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who heve worked, these subjecls ocutranked bookkeeping for

actusl number of responsses.

TABLE XVI

COUASES CONSIDINED Yo bk OF 30ME VALUR BY

BUSINESS CGRADUATES

Nos of Cradustes lLiesponding

1945 1946 1947 Total

Bookkeeping or Lecord Keeplng 2 4 3 9
English Grammar 4 1 = 8
cuslness lnglishe-Letter lWriting 1 6 7
Filing < 5 4 5
Office Practice 5 5
Lawu 1 5 4
Typewrlting 2 2 4
irithmetic 3 3
Junior fusiness Tralaning 1 1 o
Hetalling i 1 o
Spelling (included in rusiness

' . Fnglish) 2 2
Consumer kducatlion. L 1
Economics ;! 1
#Shorthend 4 & S 11
#Transeription 4 £ 3 11

A totnf of &8 atud;nts of those 1nf§rviewed took shorthaend
end trenscription.

Business graduates ranked the following subjects of
little velue in the following order: history, retalling,
consumer education, economics, flling, Jjunior business

training, English grammsr, soclology, and law.



TABLE ZVII o8

COURSES CONSIDERED TC :E OF LITTLE VALUE BY
BUSINESS GRADUATES -

Ho. of Graduates Lesponding

1945 | 1946 | 1947 Totel

History o ! 1 2 <
Ketalling p P 1 4
Consumer Education 5 | 1 ) | S
Economies 1 e 3
Filing 1 1 p | S
Junior usiness Trealnlng & 1 P2
English Grammar 1 1 2
Soclology 4 X 1
Law 1 b

Table XVIII shows jobs periormed most often in the order
of freguency of use as the business graduates renked them, A4is
approximatély 33 por cent of the greduates are working as
general clericel, it is not surnrising that filing, snswering
the telephone end typewrliting ranked first on the list,
Keeting callers. bookkeeping or record keeping, composing
business letters, teking dictation or shortheand, sorting meil,
and making out payrolls followed in order. Using the
dictaphone, dupliceting, cashiering, flguring costs of sales,
using the metered meail msohine, end using the electric lonroe
Caleunletor or the addressograph followed nexts Billing
involces, using the comptometer, mimeographing, using the
teletype, analyzing personnel records, using the Cardultser,

the Friden Calculator, the II¥ maehines, the FPhotostat,



TABLE XVIII

JOBS PERFORMED MOST OFTEN IN OKDER OF FREQUEKCY OF USE

99
B e e e e e e e e e e et e et et e et e
Performed in Order Per Cent
of Fregquency of all
_ . Jobs lere
w1l #8 #3 #4 #5 #6 #7 8 Total formed
Filing *28 leo|al|71 1] 1 KE) )
Ansvering the Telephone 3O RO| 7! 75141 &1 2 88 8¢5
Typewriting 46 18] 9| 211 66 8e8

Figures snd Stetistics 190 U6 8jIO V[ 28] 1| g 66 B8e3

Torm l.etters 22 1 412! BIS 11l g 2 40 8el

Envelopes 186 2| 6211 45 8.8

lls 6{9] 6] ¢ 1}l 1] 1 40 B0

Irenseription 26 16 4 111 37 4.8

Tabulated Material 12 4110 Sl 861 g 58 4.8

Lictetion 316| ¢ 14 3 26 Bel

¥enuseripts 6 2 4 11 1ed

Malking laster Coples b I« 1 F
Meeting Callers 29 hl 6l €6 |1 58 7.3
Hookkeeping or Lecord

Keeping 26 (g 8] 62 g 1 853 Ge0
Composing Business '

Letters 16 |8| 3| BB1LI L] S 59 40
Shorthand 22 gl 5 18 54 4ad
Sorting Mall 20 {6 4 1 31 3¢9
Peyrolls (meking out) glal3fi1PBi{1 4 £3 249
Dlstaphone 312 8 7 9
Duplicating 1{28;1 1 5 N
Cashiering or Handling

loney 1 ia S b
Figuring Cost of Cales 1 31X S od
lietered Mall kachine 21313 ) od
Monroe Calculator :

{(Electric) 1i1l1 3 od
Addressograph 111 2 -3
5illing Invoices l1i1 2 o
Comptometer 111 e D
Eimeographing W b 1 2 )
Tsletype N 1y | 2 o
Analysing Personnel

liecords b 3 1 ol
Cardultzer 1 1 ol
Iriden Caleulator i i ol
I5M Kachines 1 1 ol
Fhotostat : 1 i
Preparing Outgoing lall 1 1l ol
Sundstrand Calculator : 3 L ol
Swi tehboard 1 | A 1 ol

ot 798 10000

# = Job number
4 - Responses
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preparing outgoling maell, using the Sundstrend Calculator,

and using the swltchbosrd were last in order of use.

ihe jobs listed me per ormed most often in order of
frequeney of use 1s in keeping cenerelly with Fottertsl
findingse ©he found thsat

Over 85 per cent of the work of beginning

general clericel emplojyees In lerge businesses

involves the skillse of typewrliting, filing, end

such nonespeclalized clerlical work as classifying

and sorting or checking names and numbers for

aocuracy s '

snswering the telephone wes rated by &3 of the graduates
questloned In this study es the Job performed most often,
by 10 as the second Job periormed most often, and vy 14 es
the job performed third and fourth most oftens rotter,
however, did not find In Ler siudy thel the Joi of answering
the telephone was one of the dubles performed most oftens

Table i) 1s 1n partial ansver to Luestion 14 whieh
asked: "hat subjects or 1n what [leld would you have liked
to have had more training?" COffice practice rated first as
the subject in which gradustes woull like to have had more
traininge lieeting callers, transeription, shorthand,
answering the telephone correctly, bookkeeping or record
keeping and aritlmetlic followed in the alove order. Iusiness
letter writing, typewrliting reports, statlstics, and rough

arefts, £iling, epelling, snd further knowledge of deeds,

z 3 .
“rotter, Thelmsa ke, An sis of the Vork al
Clericel es, Contributions Iﬁue_a?i&% %2—

aureau of cations, Teachers College, Columbla University,
1944, ppe T5=75.
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leusss, contrucis, and Ingllsh (ramer were the subjects
or knowledge for which the gradustes f{elt the need of
more btralninge 7The graduates aleso statoed that they thought
they should have hed tralaing or [lurther tralning In
nendling money, law, advencel uabhenatlos, meklng master

copies, wd Jjob evaluation ol porsonnel records.

“ MAMLE XIX

STAIROTES OR FNORLEDCES IN Y I1CH EUSINESS GRADUATES
WOULD HAVE LIKED THRALINIRG Wi FURTHLAR FPRACTICE

ioe of inswers ircem Credustes

Subjects or Inowledge 1945 1946 1947 Total

0ffice Fragtice ;S

Yeeting Cellers

Transeriptlon

Shorthand

inswering the lelephone
corroctly

oockkeeping or record
keeping

Aritimetlic

Ausiness Lotter Writing

Typewriting reports, statletles
ané rough drafis

¥iling

Spelling

Leeds, Leases, Contracte

English Cropmer

Handllng Yconey

L.ew

Advenced Xathematlcs

Haling Mester Coples

Job Lveluatlon of rersonnel
Records

<a
11
10

2

weampe

P

MG W GO
=N N kO

o i - N e e 0 S R
o S S

H O NENREOGEOS Go-a -3

g o o o e o R

Total 41 32
#Some graduetes responded twice to this question
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The responses glven to this questlion were not exactly
like those In Table AIV which shows the dutles that business
graduates thought could have been taught or taught more
thoroughly in high school., ey falled to anawer (uestlion
14 and the discrepancy is undoubtedly because of this fact.

liowever, the response to both guestions followa & general
trend. Joth Ueble XIV and Table XIX show that the praduates
rate office practice as the subject in which they felt the
need of more tralning.

Omitting the machines listed In Table XIV, and compering
this table with Table XIX, it mey be seen that ths need for
more training 1in meeting callers, transcription and.
shorthand, answering the telephone, bookkeeplng, Ililing,
business letter writing, typewrlting reports, statistics,
and rough drafte, spelling, and Engllish grammear, follow
roughly in the same order in toth tables.

Aa shown in Table XX, nine graduates Indicated that
they Chought the dictaphone could have been taught more
thoroughly. olx graduates deslired treaeining on the
complometor, «n:d two who had been trained on 1t felt the
need of more practice. Seven gradustes desired more
tralning on the ourroughs Celculator, Iive graduates felt
that they should have had tralning on the electric typewriter,
and altbough 1t was Ueught Ln 1947, Uwe graduates from that
class deslired further practice on this mechine. Six

gradustes felt the need of more training on the manual



TABLE XX

EQUIPMENT OR MACHINES BUSINESS GRADUATES THOUGHT COULD 623
RAVE EEEN TAUGHT OR TAUCHT MORE THOROUGHLY IN HIGH
SCHOOL

Hl

llachines or Equipment 1945 |1946 |1947 Total

Dictaphone

suComptometer

o <~ B

Surroughs Caleulator

i)

##Typewriter Electriec

Hookkeeping lachine Manusl

LS o o B <L o

Typewriting Heports--Statistics
s#haddressograph

s Bookkeeplng Kaclilne illectrlic

#surroughs B1lling Machine

e R o < BN < B o

#iiimeograph Klectrie

lonroe Caleculeator Eleetric

T T R S R

s#drant Automestic Caleulator

#Friden Caleculator

fud

#I 0k J.achines
#¥etered lail llachline
#Fuotostat
#Switehboard
#Teletype .

#Cardultzer

H ¥ N M MDD NN N N B W G R
L . I R - I - - R - R T - T S N ¢« B

#Sundstrend Celeunletor

&A
™

25 17

-3
[o2]

f

Fllachlines merized % not in 8Chool
#:)achines marited #¥ not purchased until 1947
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bookkeeping machine, five wented rore training in t:r;“g_writing
reports and stetistics, and twe wvented treining on the
sddressogrephs Three graduates desired tralning on the
electric bookkeeping machine, snd one graduaste {rom the

cless of 1947 who hed recelved practice on it, felt the

need of further tralning on this machine,

Four graduates wilshed training on the Burroughs
Billing Machine, four on the electric mimecgraph, end three
felt the need of more tralning on the electric lonroe
Calculator.

Two gradustes in each case desired training on the
following equipment or mechines, none of which were offered
et Roger Ludlowe: brant Automatlc Csleulator, Friden
Calculator, I3l lMachlnes, lletered iieil ilachine, Photostat,
switehboerd, and the teletype. One graduate felt the need
for treining on the Cardultzer, and one graduate fron the
claess of 1945 felt the need for tralning on the Surdstrand
Calculator which was offered in 1947,

The snall number of requests for training on the
ebove-mentioned machines does not indicate that encugh
rraduates use them to malke the Iinstallation of them practicel
or necessar; as yet.
following courses should have beop offered by the high school:
speech, nlne; personellify, six; oflice donduct and procedure,

five; separate transcription course 1n the senior yesr, four;



TABLE XXI

COURSES EUSINESS GRADUATES THOUGHT COULD HAVE BEEN OO
OFFERED IN HIGH SCHOOI. AS THEY RATED THEM
COURSES : : 1945 1946 | 1947 Total
Speech 2 S 9
Personallty 2 S 1 i ]
Office Conduet and FProcedure e 2 1 ' 5
Separate Transcriptlon Course
in Senior Year 2 1l 4
Psycholcegy e 3
Office lManagement 1 |
Total 10 | 9 9 28

TABLE XXII

OTHER SUGGESTIONS FROM BUSINESS GRADUATES

e
e e

COURSES 1945 1946 | 1947 Total
(n-the=-job tralning in High School |3 2 1 2 8
Omit Retalling and Consumer |

Education b # : & ; 2
Begin office practice junior year k% 3 2
Five-Year High School (Last Year

for Speciglization) ' 1 |1 2

!
Have variety of people dictate |

shorthand > | b 2
Have more outside speakers on

business subjects : § 1 2
lore dictation at the typewriter i 1 2
Instruction in proper dress and

proper use of make-up for girls & 1
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psychology, three; and offio; management, ones A course
in speech was introduced In 1948.

Other suggestions from the business graduates as shown
in Table XXII were as follows: on-the-job training in high
school, omlssion of retailing and consumer educatlon,
introduction of office practice in the junior year, a five-
vear high school with the fifth year devoted to specialization,
diectetion from a variety of people, outside speakers on business
sub jects, more dictation at the typewriter, instruction in
proper dress and proper use of make-up for girls.

The following expressions of opinion were offered by
the graduates:

I think that we should have had more ofiice
practice training--at least two years of thls subject.
Instead of stressing the point of not chewing gum
end eating candy durlng office hours, we should
have been taught how to approach diflferent callers
and also the correct way of enswering the telephone.
After all, we do meet many people and of all types
end netionaelities. It reelly is wonderful to know
how to spproach and handle each one.

e should have newer office machines in school.
In my opinion what I learned in high school was of
very little use on the jobs VWhen you become a
secretary you set up your own systeme.

One system I thought very helpful in school
was the spelling drllls we had in our senlor year
in Inglish. The words that were given us over and
over are words which are used in every office daily.
This spelling should be continued in every English
class.

I wish that I had had more experience in typing
statistics and figures. My job calls for typing
reports and I had quite some difficulty in first
setting them upes I also think that the electric
typewriter should be offered.



I really thought that I was trained for the 67
business world very welle I guess it is up to
the student whether or not he or she profits
from what is taughte At my present position I
was trained in school for typing and business
machines sufficiently to do my work well.

In my opinion a student graduating from Roger
Ludlowe 1s prepared to teke on an office job
end should be capable enough of hendling any
ordinary matter or problem that comes up, but
if = special type office job is desired, extra
specialized training may be necessary. I don't
think thet a high school education can ineclude
this speclal work.

I felt well gqualified by my business training
to compete with other high school graduates, as
well as those with business school tralning. I
think that we had an excellent Business English
course which helps me when I have to compose
letters.

In general, the data indicate that the majority of
the business graduates felt well prepared by the high school
to perform jobs requlred of them of business in this area.
Because of indlividuel dlfferences and types of jobs, some
business graduafea felt the need of more training. A
complete detalled summary of the data and specific
recommendations based on the findings of the study will be

presented in Chapter VI.



CHAPTER VI
SURKARY AND RECOMMENDATIONS

«8 stated in Chepter I, the purposes of this lfolloweup

study of the Lusiness gradustes of the clesses of 1945, 1946,
end 1947 of lioger Ludlowe High School in Fairfield, Connecticut

wore to determline:

le

Oe

fa

Se

ihe extent to which hoger Ludlowe iligh School
was reeting the vocational needs of the
community and businees in training the business
graduntes

The extent of specific employment standards or
requirements in this area

‘he specific dutles and sklills most commonly
required of foger Ludlowe Iigh Cchool business
graduates, and the extent to wvwhilch these
craduates felt prepered to meet them

The courses which the graduates felt were of

the most, of some, and of little value as an
evaoluation of the precent business curriculum
and the subjects required in the business course

The improvement or changes necessary in the
training of Hoger Ludlowe Iligh School business
graduates &s suggested by the respondents

A summary of the date obtalned from the 102 guestionnaires

received is glven as follows:

le

Elghty-five per cent of the graduates were working

full tice.s OUnly 1L were at home, four were going to school,

and one was unemployedes

" Ze

Forty-nine per cent of Hoger Ludlowe business

graduates were employed by large manmufacturing concerns.

Life insurance companles employed 1l per cent, and the

68
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remaining 40 per cent were employed by 22 different types
of firms. The majority of the graduates were employed as
office workers, 3535 per cent as general clerical, 10 per cent
as secreterles, 8 per cent as stenogrephers, and 7 per cent
&8s secretary-stenogrephers. Thirty-two per cent of the
remaining graduates held 19 different types of positions.
ihe administrators were justified, therefore, in view of
the small number of business graduates employed as
secretaries, to place restrictions upon those who would
teke the secretarial curriculum. -

3¢ 1he high school plays an active part in placing
the graduate in his initial positione

4. ‘Twenty of the business graduates interviewed
recelved sdvanced trelning.

S« iwo business graduates of the class of 1945 were
completing a fours=year course at the state university.
Four business graduates had two years of advenced treaining
eache T&p average time spent in advenced training either ‘
at night or day school by the remaining l4 was eight months.

6s Seven graduates tock sdvanced training to secure
more advanced positions, six took courses because they felt
thelr high school business training was Insufficient, four
took courses te speclalize, and three took further training
to enter new flelds.

7. usiness graduates listed 10 firms in this area
which gave tests. Ihe majorlty of the tests were typewriting,
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shorthend, transcriptlon, or clerical aptitude. lo

definite standards of employment or tests are adhered to.
The liational Office Management issociation Standard Tests
were formerly used by several high schools and business
firms in this erea. These tests have since been discarded
es 1t was found that the better students were well prepared
by the high schools to pass the NOEA tests with ease, and
that the poorer students were discouraged by them.

Lt present, NOMA, under the direotion of Mr. Elwood
Street, Chairman of the Education Committee in the Lridgeport
area, is meking a survey of locel hlgh schools to determine
what standerds are set by business departiment teachers for
thelr students.

8+ The majority of the business graduates felt well
prepared by the high school to use the manusal typewriter,
to do filing, to write business letters, to use arithmetlc,
to use English grammar correctly, to spell, to answer the
telephone, to do bookkeeplny or record keeping, and to meet
callers.

9, ‘The manual typewriter, and the electric and the
menuel sdding machines were the machines used most frequently
by the majority of the business graduates in this area.

The following machines were the next most commonly used
in this order of frequency: dictaphone; comptometer, electric
typewriter, urroughs Callculator, nanual mimeograph,

sddressograph, urroughs Dbookkeeping (electric), lonroe
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Electric, Llitto, and the electric mimeograph. 1he machines
qsed by the graduates but not offered by the high school
were used by so few that 1t does not seem practical at
this time to install them, except for the electric
rlmeopgraphe The mechines most commonly used in this area
are now taught.

10, Fifty-three per cent of the business graduates
did not recelve on-the=-job training, 31 per cent did
receive cn-the-job training, and 15 per cent did not answer
the question.

Office preactice ranis first as the subject that business
graduates thought could have been taught more thoroughly.
Thie indicates that more time should be alloted to this
course, and that, as 1t conslists princlipally of practice
on the various machines, & two-hour course should be
offered in it if possible. Lack of time, large classes,
and lack of equipment as in other high schools are the main
obstacles to the graduates' demand for more tralning in
office practice.

fesldes more practice on the machines, graduates felt
that more tralning in meeting calliers and answering the
telephone was needed.

The majority of the graduates [elt well prepared to
perform baslec office dutles as the largest number of
graduates who indicated the need for more tralning In the
followlng were seven: shorthand, transeription, filing,
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bookkeeping, business letter writing, typewriting figures
and statistles, handling money, figuring discounts, working
with deeds, contracts, eand mortgages.

1l “he courses taken that the graduates found of
“most importence,” 1n the order in which they rated them,
are: typewriting, English gremmar, office practice,
 bookkeepi~~ or record keeping, shorthend end transeription,
spelling, arithmetlec, filing, end business Engllish, especially
letter writing.

Courses wvhich the gradustes found to be of "some value®
are givan.in the order that the graduates rated them:
shorthend, trenscription, bookkeeplng or record keeping,
English gremmer, business Inglish, chiefly letter writing,
£iling, office practice, law, typewrlting, arithmetie,
junior business, retalling, spelling, consumer education,
end economics,

Courses found tﬁ be of "little value" to business
graduates, in order of Importance, are: history, retailing,
consumer education, economlcs, filing, Junlor business,
English grammar, soclology, and law,

12, Husiness graduates reted "jobs performed most
often” in the following order: filing, emswering the
telephane, typewriting, meeting callers, bookkeeping or
record keeping, oomposing‘busineaa letters, taking dictation,
sorting meil, end meking out pay rolls. HNineteen other jobs

were listed but they were performed by seven or less of the
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gradustes,

13. 5ubjeotsvth0 graduates would have liked to have
had more training in were: oflice practlce, (22 students),
meeting callers, (11 students), end transoription, (10
studeﬁta). Less than ten people indicated thet more
treining would have been desirable in the following
subjects: shorthand, answering the telephone correctly,
bookkeeping or record keeping, aritimetic, business letter
writing, typewriting reports, statlstics, and rough drafts,
filing, spelling,deeds, leases, contracts, English grammear,
hendling money, law, advanced mathematics, meking master
GOpies; and Job evaluatlon of personnel records,

The number of graduates who suggested that more training
shiould be given on the following machines were: dictaphone,
@3 comptometer, 8; Hurroughs Calculator, 7; electric
typewriter, 7; maenual bookkeeplng machine, 6; typewriting
reports and statisties, 63 addressograph, 4; ~urroughs
Sookkeeping Machine (electric), 4; eleetric mimeograph, 4;
and the Monroe Calculator, 3. 4The machines used by the
largest number of graduates sre now taught and sufficient
treining seems to be glven on them for the average
graduates aAcqualintance with, and basic operating techniques
are taughte UGradustes who &ish to speclalize on any machines
should receive advanced training in other schools.

The course and the number of business graduates who

suggested them are:; speech, 93 personality, 6; office
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conduct and procedure, O&; separate course in transcription
the senlor year, 4; psycholoegy, &3 and offlce management, .

Other suggestions for the improvement of the business
educeation program Irom the business graduates in the order
of thelr responses were: on-the-job training in high
schicel, 83 omisslion of reta;ling and consumer education,
office practice in the Junior year, five-year high school
wlth the last year given tov speclalization, varlety of
people to dictete shorthand, outside speakers on business
subjects, more dictation at the typewrlter, £ each; and
instructlon in proper dress and make-up for the girls, 1l.

In generel, the data indlicales that the majorliy of
graduates felt well prepesred by the high school to perform
jobs required of them in business. EBeceuse of individual
differences and varying job requlrements, some graduates
felt the need of more trainling.

The following recommendations ere made on the basis
of the interpretation and analysis of the data of the follow-
up study under discussion.

l. Genersal objectives of the business department. A

broad general education as well as one lmportant major
vocational skill should continue to be an objeective of
business educaticn at Hoger lLudlowe High School, and the
guidance department should continue to encourage btusiness
students to diversify thelr programs as much as posslble.

v 2 Testing programe. The head of the business department




and the guldance director should contlnue in thelr effortacﬁs
in developing a testing program for the business department.

3¢ Stendards for business graduates. Definite

standerds for gradustion and placement should be established
and adhered to, and the administrators should be encouraged
to continue to malntaein high standerds for the business
graduates,

4 [Irogpectlive status for boys ln business. ° The

guidence and business department should be encouraged to do
research to determine the prospective status for boys in
busliness in an effort to détormine the ¢courses best suited
to prepere them for entrance Into business with the tightening
up of factory jobs in this area. '

5. Dusiness subjects open Lo all students. Typewriting

I, bookkeeping I, and shorthand I should continue to be
offered to all students, based on the standards for entrance
into these subjects.

Ge Vitalize retalling and shorten the time of consumer

education. Ilietailing should be off'ered in the senlor year
and students should receive credit for work experience to
make the course more meaningful and practlesal, end bring 1t
nearer to the time of actual use,

Consumer education should be incorporated as & unit in
the clerical practice course and a half year should no longer
be devoted to this subjeect durling the sophomore year,

»/?' Contributing to the student's soclal counfidences. 4
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study end an investigation should be made of the personality

course as offered by business schools and as taught at the
Albert Leonard iligh School in New Lochelle, liew Yorke. If
the course 1s consldered effective and worth while by the
administrators and faculty, it should be incorporated in the
senior business curriculume

8+ (Close contact with the Connecticut State Employment

Service, with business men, and with the lational Office
Menasgement Association. The business department should continue

to malntein close contact with the Connecticut State Imploy-
ment Service, with business men, end with the NOMA In order
that business teachers may be continually awere of the job
requirements of beginning office workers and the standards
and tests adapted in this ares, 1f anye Iusiness should be
educated to the fact that the high school's primary objective
l1s to prepare 1tz graduates to meet initlal Job requirements,
and does not attempt to turn out speclieallsts.
9¢ OUff'lce prsctice equipments A longerange plan for

the replacement of office machines should be worked out in
order that school equipment may be kept up-to-date.

10 Electric mimeograph and electric typewriter. in
electric mimeograph should be installed for practice and
for speeding up the work of students and teachers. Another
electric typewriter should be installed in order to offer
more time and practice on the technlque of I:M machines.

1le Office practice gourse of two hours. The office
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practice course should be offered as a two-hour leboratory
course as the art courses are now offered.

1. Stenderds for admission gg;ahorthand. Students

should continue to be recommended for shorthand on the basls
of an IEnglish prade of B or better. Consideration should
be given elgo teo such factors as interest, aptitude,
intelligence, and scholastlic records.

15. Sepsrate clasc for senior transeription. A&

separate class five times & week should be devoted to
transcription In the senlor yesr to give secretarial students
a full perlod each day for machine transeription of their
shorthand notes; This course should be supplementary to
shorthand II which 1s given-éﬁé;periodﬁa week and permi ts
transeription three helf periods a week as the clases time

is of necessity devoted to shorthand.

14, HRemedial arithmetic classes., Hemedial aritlmetic

classes should egain be started for those business seniors
not a&ble to paseg standard arithmetic tests.

18. Specific recommendatlions for teaching:

. 8+ Interview clinlcs, personsal data sheets,
solicited and unsolicited letters of
epplication should be continued as part
of the work of business seniors.

be The incluslon of spelling should be
continued as part of the dally assignment
in business English.

Ce More emphasis should be placed on training
students to ansver the telephone and
greet callers.
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~de liore emphasls should be placed on
teaching tabulations, reports, and

statlstles to both beginning and
to edvanced typewriting students.

i—ees More emphasis cshould be placed in
law on the detalled study of deeds,
mortgeges, and contracts, and sample
forms should be secured and studied
for this purpose.

l6s Check on business praduates. Close contact should

be meintelned withh the greadusted buslness senlors to determine
the weaknesses and the strengtiis of thelr Lusiness tralning

as revealed Ly thelr work eixperlence. Dusiness teaching may
thus be geared to meet the needs of the times.

17. Vork experlence Ifor business Teachers. bBusiness

teachers should be encouraged Lo have varied work experience
to scqulre new procedures and to keep in touch with sctual
business methods.

18, Adult education classes. The adult education

director might contact former Lusiness graduates of Roger
Ludlowe to determine if 15 or more would profit by refresher
or advanced courses in the light of thelr work experience
needs. If so, courses could be offlered to meet the needs

of Roger Ludlowe business graduates.
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PROGRAM of STUDIES

FOR

Roger Ludlowe High School

FAIRFIELD, CONNECTICUT

1949 —1950

The curriculum of our high school aims to provide for the greatest
mental, moral, and physical growth of the individual consistent with his
abilities and suited to his needs as a member of our democratic society.

THE SELECTION OF A PROGRAM OF STUDIES

The studies pursued in high school should be determined by the
pupil’s previous record, his natural ability, aptitudes, inclinations, and
ambitions. During the first two years the program should be broad and
cultural, thus giving the pupil more insight into the possibilities in a
variety of fields and the background of skills and common knowledge
which most people agree are necessary to understand the present day world.

During the last two years specialization should start so that on
completion of his high school course, the pupil will have acquired the
pre-vocational skills necessary to go to work in his particular field or the
background necessary to continue in college or other institutions of higher
learning.




APPENDIX D

ROGER LUDLOWE HIGH SCHOOL
Business Education Department

November 10, 1948

Dear Ann,

We need your help! Only by your assistance can
the facts be gathered. A survey of the business
graduates of the classes of 1945, 1946, and 1947 of
Roger Ludlowe High School has been undertaken. The
purpose of this survey is to see how well you, as
one of these graduates, feel that you were trained
for the positions that you have since held. Your
answers will help to improve the curriculum and the
training offered present and future graduates. Four
new office machines have already been added since
you were graduated, and various changes in methods
and courses made. This shows that we are doing our
best to keep abreast of the times and give the best
training possible.

I know that you have few spare moments, but we
will certainly appreciate it if you will fill this
questionnarire out over your morning coffee and mail
it back. No names will be used in any report made
on the basis of this survey, so feel free to express
your opinions and give any suggestions that you may
have,

I am hoping for a 100 per cent response, and 1
shall be anxiously awaiting your reply.

Best wishes for your success,

[g&bxl;iéu Aaim%{éb?c{ZC-

Approved: Harold A, Swaffield, Principal
Enc., 2
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ROGER LUDLOWE HIGH SCHOOL
Business Education Department

January 20, 1949

Dear Ann,

Perhaps the first questionnaire that I sent you
arrived just at the time when you were busiest. There-
fore I am sending you another which I hope will arrive
at a time when you can find a few spare moments to fill
it out and return it to me. Tt takes just about fifteen
minutes, and I shall certainly appreciate your effort.

As I told you in my first letter, the purpose of
this survey is to see how well you, as one of the recent
business graduates of Roger Ludlowe High School, feel that
you were trained for the positions that you have since held.
Any suggestions that you may have for improving the train-
ing of future business graduates will be appreciated.

The response from all three classes, 1945, 1946, and
1947, has thus far been excellent, and I do hope that I
may have your questionnaire in the near future.

Sincerely yours,

Cortnas BwAonrstd

Approved: Harold A. Swaffield, Principal
Enc. 2



ained iorgrthe positions

heldsmm. ‘The purpose
tohel.im vathe

time an at.tempi' has_
made to find out how well
 graduates, thamnelvas :E::l
- e

_aspects, but the raspome
: beon slow in coming in, we
learn. From the class of 1845,
23 answered; 19 from the class
~of 1946.&!::1 15 from the class of
- 1947. is gives 57 hnswers
~out of a pouible 139,

‘questions include What are
oing at the 1gresent time; what
ve vou held since graduating;
did you secure your jobs; did
tend a business college after

luation; and if so why; did you
- to take tests to secure ‘any of
your jobs and if so, what type; what
; ific skllls did you find you were
prsig in bgathe high school to l
the job; what office machines
you used on any of your jobs;
1s it necessary to receive any on-
Jjob training that could have
‘given in high school; list and
check the courses that you found of
value as you would rate them; what
subjects or in what field would you
have to have had more train-

ncluding those not offered;

g;;ld hat in your opmmn would im-

(Continued on Page Eight)

87




