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CHAPTER I
INTRODUCTION

With the advent of the Industrial Revolution new commercial
activities came into existence, and the business world became
more complex, As a result of the above-mentioned economic changes,
the need for a different sort of occupational training became
more apparent, To meet this demand academic programs of study
were modified to include vocational business education and
general business education. In the years that followed, several
subjects were incorporated into the business education curriculum.

One of these subjects was clerical practice.

Statement of the Problem

l. Vhat circumstances brought about the introduction of
c¢lerical practice into the secondary school curriculum?

2. What has been the content of clerical practice in the
secondary school?

3. What has been the growth and development of clerical
practice courses based on (a) number of schools offering
course, and (b) enrollment trends?

4, Yow are the course titles characterized?

An effort has been made to produce "a faithful record of"l

the growth of clerical practice in order to make known the
answers to these questions, This study serves as an aid in analyz-

ing and interpreting the present status of clerical practice in
the secondary school curriculum, A sketch of the early advancement

lgarter V. Good, A. S. Barr, and Douglas E., Scates, The
Methodology of Bducational Research, p. 239.




2
of business education in the United States as well as references
to historical events of our country and the world that influenced
the growth of business training have been included in the study
to provide background for the specific subject.

Heed for the Study

Elvin S, Eyster has said, "In the field of business education
there are several areas about which knowledge is incomplete and
regarding which facts and relationships are not clearly estab-
lished,"2 One phase of business education that is still in the
developmental stages is clerical practice,

To further justify the need for a study of the history of
clerical practice, two significant quotations are offered. In
1927 Frederick G, Nichols and his associates saild, "0ffice pro-
cedure has undergone great changes since business courses were
first offered, and yet these courses, which are supposed to train
for the performance of office duties, have undergone little change
as far as the majority of secondary school commercial pupils
are concerned,"d Twenty-two years later, in 1949, another leader
in the field of business education expressed himself in similar

words,

Many social and economic changes in our national life have
occurred which have made it clear that our traditional busi-
ness curriculum no longer adequately prepares students for
modern social and business conditions, Instruction solely in

2 Blvin S, Byster, Some Factors in the Training of Clerical
Workers, by Alton B, Parker Liles, Foreword, D.

3 Frederick G, Nichols and Others, A New Gonoep tion of Qffice
Practice, Harvard Bulletins in Education, No. s De s+ Quote

in Liles, op. cite.; Pe 17.



shorthand, typewriting, bookkeeping, and arithmetic cannot
possibly be accepted as meeting the requirements of sound
vocational businsss education today.
The facts that are revealed in the study have been presented
in an effort to help trace the development of clerical practice

in our educational systems,

Definition of terms

The term vocational business education is "the business

education (specific skill training) needed by business students
in preparation for working in business ocuupationa.'5

Clerical practice, also known as office practice, means

that part of business education in which the student is given
training in the use of office egquipment and the execution of
customary office procedures., Such a course also includes learning
the fundamentals regarding personality traits and manners expected
of an office employee., To further clarify the meaning of the
word clerical, the followinz information is added:

The clerical field is a specialized curriculum, devoted to

the training of clerical workers for business and industry.

In addition to backzround subjects, it generally includes

typing, filing, general office work, some record keeping. It

does not provide training for bookkeeping or secretarial or
selling majors.

4 Paul L. Salsgiver, Curriculum %onat ruction in Business
Bducation, Syllabus, (Boston University Visiting Professor, 1949)

P. 1

5 M, Herbert Freeman, Basic Business Education Research Study,
Preliminary Report No. 5, Federal Security Agency, U, 5. Office
of Education. Division of Vocational Education, Business Educa-
tion Service, p. 4. .

6 1, Herbert Fresman, "The Clerical Field and the Youth Pro-
blem-=-As a2 Business Teacher Sees It," Thirtsenth Yearbook, Eastsrn
Commercial Teachers Associatiom, 1940, p. 90.
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The term clerk was defined by Frederick G. Nichols and his
associates as "one who performs office duties other than taking
and transcribing dictation or keeping of a set of books, There-
fore, any non-stenographic or non-bookkeeping worker may be
regarded as a elerk,"7?

Herbert A, Tonne has stated, "For practical purposes, cleri-
cal occupations may be defined as the occupations that ineclude
the duties not generally assigned to bookkeepers, stenographers,
salespeople, or managers,*8

Ihe Dictionary of Education says the following concerning
the duties of a general c¢lerk: ™"as used in business education,
the designation of one of a large group of office workers who
are not employed in the more clearly defined occupations, such as
stenography, bookkeeping, or accounting, but who do a variety of
office tasks, including the preparation of office forms and
statistics and the operation of various office appliances."®

Secondary schools, as described in the Dictionary of Edu-
cation, are institutions, "publie or private, which usually
conasist of grades seven to twelve or nine to twelve, during which
pupils learn to use independently the tools of learning that
they have previously mastered, in which education is differentiated

7 Prederick G. Nichols and Others, A New m:naogion of Office
Practice, Harvard Bulletins in Tducation, Harva versity Press,
Cambridge, 1927, p. 74, quoted in Liles, op. cit., pp. 26-27,

8 Herbert A. Tonne, Business Education, Basic Principles and
Trends, p. 202,

9 Carter V. Good, Dictionary of Education, p. 77.



in varying degrees according to the needs and interests

of the pupils, and which may be either terminal or preparatory."1C
For the purpose of this study, the meaning is extended to include
the thirteenth and fourteenth years of schooling,

The term gonrse of study is defined as "strictly an official
guids prepared for use by administrators, supervisors, and teach-
ers of a particular school or school system as an aid in teaching
in a given subject or area of study for a given grade, combi-
nation of grades or other designated class or instruction group.“ll

Curriculum means "a systematic group of courses or sequence
of subjects required for graduation or certification in a major

field of study."i®

Method and Procedure

In conducting this survey, the historical method of research
was used as the method best suited to the nature and purposes of
the study. In recent years researchers have utilized the survey,
experimental, and statistical methods of study more frequently
than the historical method to shed new light on the various
phases of our educational system. However, "in the field of
education there is every indication of returning to the historical
method as an ally of the scientific movement rather than to
depend so largely for a solution of educational problems upon a

questionnaire canvass of practice, a battery of standardized

10 garter V. Good, Dictionary of Education, p. 364.
11 1bid., p. 109.
12 Ibid., p. 113,
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tests, a survey program, majority opinion, or statistical calcu-
lations.“l3

The plan suggested in The Methodology of Educational Research

was adopted as a framework of the research outline: (1) collec-
tion and criticism of data, (2) presemtation of the facts in a
readable form,l4

For the collection of the data notes were taken on 4" by 6"
cards of the information included in both primary and secondary
sources. The primary sourcss consisted dr statements by some |
of today's leading business educators, acts of Congress pertaining
to vocational education, and statistical publications of the
United States O0ffice of Education. The secondary sources included
selected articles in business education periodicals, various
clerical practice and business education texts, certain com-
mercial courses of study, yearbooks on business education, and
related studies.

The authorship and genuineness of the sources were determined
by application of the questions: Who was the author? What was
his character? VWhat was his position? When was the material
written? For what purpose was the material written?

After the facts on the history of cleriecal practice were
collected and evaluated, they were classified topically and then
arranged into chronological order in preparation for their

presentation in essay form., The following chapters are devoted

13 Good, Barr, Scates, op. eit., p. 282,
14 1pid., p. 241,



7

to the four questions set down in the ®Statement of the Problem®
at the beginning of this chapter. Certain tables desmed perti-

nent to the study have been inserted in the proper places,



CHAPTER II

EVIDENCES OF CLERICAL PRACTICE
IN EARLY BUSINESS TRAINING

In order to set the stage for a discussion of the early
evidences of clerical practice, the circumstances that brought
about the introduction of business education courses must be
considered, A brief history, therefore, of business education
up to the beginning of the twentieth century and the factors
affeeting its growth are presented,

The Colonial Period

During the colonial period of economic history in the United
States (1635-1789) business was simple, personal, and unorgan-
ized in form, consisting for the most part of home industries,
agriculture, and some tradse.

Their general education having been completed, persons intent
on a business career received their training in one or more of
the following ways: (1) through apprenticeships in business
houses; (2) from private teachers who taught handwriting, arith-
metic, and bookkeeping; (3) from the reading of textbooks com-
posed by private tsachers; (4) by attendance at evening schools,
usually by those enrolled in apprenticeships who felt the need
for supplementary study., Records show schools of this type in
existence as early as 1668,1 It is also lnown that bookkeeping

was included in the curriculum of the grammar schools of

1 Robert ¥, Seybolt, The Even%ge School in Colonial America,
Bureau of Tducational Research Bulletin, No. 24 iﬁniversi v o
Illinois, 1925), p. 9.
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Alexander Malcolm in New York im 1732 and of David James Dove in
Philadelphia in 1759.2

The Early National Period
The agencies of business education that existed in the
colonial period continued to operate during the early national
period from 1790-1820, These years were characterized by a new
sense of economic independence, the Louisiana Purchase, the
westward movement, adoption of the protective tariff, and the

laissez faire policy of the govermnment toward buaineas.3

The Experimental Period

The next era in the expansion of business education is
referred to as the experimental period and extended from 1820-1850,
During these years intense nationalism, heavy immigration, increased
wealth, and new industries were seen, In keeping with the
increase in industrial activities more noticeable advances in
business education were made, for the first schools devoted exclu-
sively to business training were established in this period.
These were the private business schools and colleges.

The first business schools. There is some disagreement as

to which school deserves the honor of being the first institution
founded for the purpose of training persons for business careers.
One source claims "the 'business-college' age in American educa-

tion began about 1827, at which time 'Benjamin F. Foster's Commercial

2 1, L, Kandel, History of Secondary Education, p. 169,

3

Jessie Graham, Bvolution of Business Education in the
United States, Southern California Education Monographs, 10o3-34
SQrIﬂB. Oe s De 23,
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School!' was opened in Boston."4 Accounts, arithmetic, and
penmanship were the subjects offered at the school, Other
information states the first school of this type was begun by

R. Montgomery Bartlett in 1834.% He was a bookkeeper who saw the
need for instruection in that field, Reports of the United States
Commissioners of Education give credit to Dolber's Commercial
College, New York City, instituted in 1835, as the first school
designed exclusively for commercial training,6

Other sarly business education leaders. Other pioneer busi-

ness educators who started their careers during these years
include James A. Bennett, who featured short-term courses and
unlimited attendance in his schools; Thomas Jones, who was the
first to outline a plan for the organization of business education
on the collegiate level; Peter Duff, whose school has the longest
continuous history of any business school in existence; and
Georze Newhall Comer, who, in his school advertisements, mentioned
he could usually procure employment for the students needing it.
These first business schools did much to fill the great
demand for clerical workers, One writer described the private
business schools as follows:
essspeculiarly American, the product of a young, eager, and

gradually maturing people., It was of spontaneous origin,
roughly adapted to the satisfaction of immediate and pressing

4 Benjamin R. Haynes and Harry P. Jackson, A History of
Business Dducation in the United States, p. 22.

5 L. S. Packard, "Commercial Hducation," an address in the
Practical Age, January, 1897, p. 5, quoted in Cloyd Marvin,
Commercial “ducation in Secondary Schools, p. 13.

6 Haynes and Jackson, op. ¢it., p. 24.
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needs in utter disregard of all save a direct response to
current demands,’
The Monopolistic Period

War needs and the new high tariff provided for in the Morrill
Act of 1861 combined to stimulate business during and immediately
following the Civil War, Known as the monopolistic period in
the development of business education, the years 1850-1890 saw
the rapid growth of two types of private business schools: the
independent business school and the chain schools,

The independent business schools. Among the first independent

business schools was Crittendon's Commercial Institute, founded
by A. F. Crittenden in 1844 and incorporated in 1855.8 Tts faculty
was comprised of nine professors and lecturers. A more notable
independent school was that of Harvey G, Eastman established in
Poughkeepsie, New York in 1859. NMr. Eastman, through much adver-
tising, was able to increase his school's enrollment figures to
as much as 4,800 students, "The distribution of what was claimed
to be a million circulars to Civil War soldiers still in the
field" was considered to be one of "his greatest strokes, "9
Thomas May Pierce, Silas S. Packard, and Platt Rogers Spencer
were also founders of independent business schools.

The chain schools. The most prominent of chain schools was

the Bryant-Stratton chain, The first school was started in

7 Zdmund J. James, Commercial Zducation, Monograph prepared
for the St. Louis ExpoaitIon in 1904, quoted in Graham, op. cit.,
De 24,

8 North American and United States Gazette, Septemver 5, 1855,
quoted In Tdwin Knepper, A History of Commercial Iducation in the
United States, p. 38.

9 Haynes and Jackson, op. c¢it., p. 29.
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Cleveland, Ohio, in 1853 by H. B. Bryant, H, D. Stratton, and
James W, Lusk under the name, Bryant, Lusk, and Stratton Business
College,l0 Ten years later more than fifty schools were under
the management of Bryant and Stratton, Lusk withdrew from the
partnership a few years after its formation because of doubts
concerning the success of the chain schools,

The owners arranged for uniform textbooks, a feature hitharto
never undertaken, and scholarships that would be honored at any
of the schools under their management., The curriculum for their
courses which covered three to four months included pemmanship,
bookkeeping, commercial arithmetic, and business law., Heads of
the various schools were given the title of managers and were
awarded part ownership in the school as remunsration for their
efforts, However, trouble arose over unfair agreements of owner-
ghip and most of the partnerships were dissolved by 1870. Two
other chains--less well-known--were R, C. Bacon's Mercantile
College in Cincinnati and its branches which were opened in 1848, 11
and the National Union of Business Colleges organized in 1866 in
opposition to the Bryant-Stratton Schools.l? Both were short-
lived,

The invention of the typewriter. An important phase of this
period was the introductiomn of the typewriter., 1In 1873, after a
series of more than thirty models had been provided, a machine
invented by Christopher Latham Sholes was placed with E. Remington

10 Marvin, op. cit., pp.. 13-14.
11 Knepper, op. cit., p. 40.
12 Haynes and Jackson, op. cit., p. 28.
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and Sons, gunmakers of'llion,'ﬁaw:Yark.lg The Remington Model I
was shartlj produced, and durlng the 1880°'s the typewrlter bugi~
ness was os ‘bllshsd In fact bv 1J85 the typewriter Uab
recogniged as a business nece*sity. 'thh the adontlon of the
typewriter as an sential office aDDllancﬂ the use of shorthand
was grsatly 1ncrgascl. Yevertheleab, boo1ke eping remaiﬁed the

genter around whieh other business aubjects develbped;

Yarly Business Hducation in the Public High Schools
During the 1800's bugsiness sducation did not invade the publie

high school with the same intensity as it did the private school.

3

lhe first public high school in the United States was eﬂt&bllSﬂud

n Boston, HMassachusett:, im 1821 to "furnish the young men who

i

are not intended for a collegiate course of studies, and who

.ha ¢ enjoyed the usual advantages of the public schools, with the
means of completing a zood Buglish educatiOﬂ and of fitting them-
selves for all the departments of commercial 1ifc."l4 Ths school
introduced bookkﬁeping into the curriculum in 18235 but no other
business subjeects save arithmetic and permanship were incorpor-
ated in any public high school course of study until 1863; CIn
that vear shorthand was made o part of the curriculum in Central
High School, Philadelphia, and the 8t. Louls High échsgl,lﬁ

Betwaen 1875-1890 comaercial law, commercial arithmetic, and businsss

13 ¥nepper, op. cit., pp. 59-60.

14 7, Gdmands, Tnzlish Figh School Semi-Centennial Anniver-
sary in Boston, 1871, p. 76, quoted im Timit Duncan Grizzsll,
Origin and Development of the High School ia Hew un01and Befgre
1865, ©D. 42

15

Leverett 5. Lyon, Lducation for Business, p. 239.
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forms were added to some high school courses,

The formation of ssoarate business csursed, Sepzsrals

P

business courses were formed in some puvlic nisgh schools between

1880 and 1885. "Joseph F. Johnson, in hie article in 4 CGyeclo-
d

ne ia of Zducation, stated thot about 1881 & wnumber of public
high schools offered two-year courses for commereial students, w1l
It was in the sams year that Josevh Wherton gave an endowment to

@

the University of Pennsylvanis Tor the founding of = school of
commnerce and finance.,

Luother source revealed the commercial depazrtmeont wvas organ-
ized in the Pittsburgn Wigh Sekhool a2 carly as 1872. Its
purpose was to provide schooling for those who desired tralning
beyond grade school bul who could not spend four ysars in hish

gchool, The twoeyear courss praparad students for business

J
R

The establighnent of high schools of commerce. In the latter

part of the nineteenth ceutury, numerous high schools introduced
ona-, two=-, three~, and four-year courses to enable those who
wished to leave altsr any one of the four years of schooling to

zo into business., The shorter ones were found of 1littls value

but three and four-ysar courses were kept, finally resulting in-
the formation of separate high schodls of commerce, The firat
such school established as part of a oublic sechool system, was the

Business High School of Washington V. C. started in 189@.18 In

16 gaynes and Jackson, 0. Cit.s D. 46,
17 1vig.
18 1pid., p. 65.



1898 the depariment of commerece in Central Hi gh School of

Philad

,\._x
N

2lphis was reorganized into the High Schaol of Jommerce

offering a four-year business course. By 1910 high schools of

comnerce were in operation in many other cities,

Pactors Affecting the Growth
Of Barly Businzsss Tducation

The following list of aids and hindrances that affected the
expansion of business education up to the twenticth century is
offered,

1. Long apprenticaships beéame too slow, inefficient, and
costly in the coemplex husiness iife that developsd, thus necsa-
gitating the establiahmenf of bhusiness schools,

2. The rugh from rursl to urban 1ife of untrained workers

regsulted in the need Tor training facilities

;._u

-

3. Due to the gurolug of workers, child-labor laws and com~

pulsory schooling were broug ht inte beiang. =

4, BHLiI ess establishment head reguired that their employees

have pome business schooling prior to their smployment.

Hindrances.

1. Hany Oducétors held the 901nt of view that business sdu-~
eation lacked the cultitural values,

e Businessmem contended that Ybhusiness trainiﬁg could not
be obtained in the classroom,*19

3. The studentsg eanrclled in the early business courses were

19 Chegsman A. Herricl, ﬁuan:mv and Practice of Commercial
Tducation,¥ p. 3B, quoted in Harvin, o0pn. cit., w. 47.



often:
a. too immasture to properly prepare for business
be inferior, haviung besn discouragsd from taking the class-
ical course due to their lack of scholastic ability
¢. of foreign dosceant and conssguently lacked {training
in English gramasy necessary in business

teachers did not have proper teacher-

w

4, The Tirst businesg
training, hoving enly their own business experience as material
for their instructions. |

5. The egquipment avzilable to pionecer business tzachers wasg

geant~~poorly-written texts or nones &% 21l and their own bhusiness

6. Some privaete schools were astablished for the sols

purpose of making money.

Clerical Practice in Zarly Business Hducation
Althouzh ne coursss undey the name Ycoleriecal practice” were
mentioned in early business education curricula, some of the prin~-
ciples embodised in the course as it exists today were evident in
the early growth of business training. Befors thess princinles
are cited, a review of ths mesning of clerical practice scems

cal practice.

3y G Ao e e A e
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)
b
-
o
4]
*
froda
i
[
[
v
'
[x4)
<4
]
ct
&
4
-
[+
b
CL:
[-J 0]

embraces ths training of persons in the uze of offica equipment
and in the performance of the ususl office techniques. Imstruction
chines ord keepninz az wall as in

proper office etiguette is given. In many sehnols actual eoffice

The apprenticeshja aystem., The early appreuticeshin system
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of instruetion resembled the modern elerical practice course in
many ways, but apprsnticeships had cerialn dravbacks. The persons

who @evaa aparentices had had no previous business training, and

the guality of instrucition they received depended on the business

experisnces oi ths employer and his ability to convey his busi-
ness lmowledge %o others., Furthsrmors, thers was 1ittle oppor=
tunity for comparison or improvement of methods. Wotwithstanding,

the anprenticeshily systsm was a beginning in providing »racties

(‘3

Al

nture business employees,

By
[#]
L
ﬂ""’

IThe teaching of practical pemnanshin, lMore progress in the

asvanczment of businegs sducaiion was made with the establishment

o

¥ business schools to supplement and replacs the ap

"fa
-w.‘
H
o
|..s.
4
&
0
gt
&
B
[ ]

&

In daoy business schools as well se eveni z business schools which
begen as sarly as 10668, pemanship was an important subject “For

good handwriting was nseded by bookkeepers, scriveners, and for
general ¢lsrical puroogss, Orunamental handwriting was also in

demand for the drawing up of desds and wills."20 Many ysars later

]

the wide use of the ty;

nevwriter

&

[-h

in offices made good permaunships o
less important skill,

The teachinm of practical bookkesping and arithmetic. In

Terey

1759 a book, The Hodsrn Ilements of FNumeral Arithmetic, mentioning
no author, was Imown to contsin “demonstrations of the theory and
practice of the several branches of commercial aritimetie. a2l

An advertisement by Thomas Byerley and Josiash Day in MHew York

20 Haymes and Jackson, 0p. ¢lt., 9. 10,

] >

£ - o 5% 1 . PP | &
“1 Charleg G. Beigner, "3Beginnings of the Commercial Ichools,”
134, quoted in Haywes and Jackson, op. clt.,

TD. 15.
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in 1774 offered to teach "bookkeeping after the Italian method,
and the practice of the most regular Counting Houses, "22

In his history of Commercial Education in the United States,
Edwin G. Knepper reported that in the early national period from
1790-1820 the three subjects--pemmanship, arithmetic, and book-
keeping--continued to dominate the business training field., "Late
in the period there was beginning to be evidence of a broadening
of the training to include more general business information, bor-
dering very closely on the field of clerical training.'35

To James A. Bennett is given the credit for being the first
to make records of transactions from actual business papers and
documents or copies of the same, He thought the schoolroom should
duplicate the practices of the counting house, with respect to
the manner of proposing transactions for the students' consider-
ation, This was in 1820.24

In an announcement concerning his System of Rapid Writing in
1835, Benjamin ¥, Foster said, "the Clerk acquires a masterly use
of the pen and reaps the benefit in an increased salary ... Com=-
mercial Book-Keeping is taught in a practical manner; the learner
is exercised in buying and selling, in making out bills, invoices,

and account sales,"25

22 geybolt, Source Studies in Q?prioan Colonial Education;
The Private Schéol, Bureau of Educational Researc ulletin, No., 28
(University of Illinois, 1925), p. 48.

23 gnepper, op. cit., p. 16.

24 mgaynes and Jackson, 0p. Cit., P. 18.

25 1pid., p. 21.



19

- Ihe adoption of actual business methods. Foster, and later,

George W, Tastman, introduced a change in subject matter in book-
keeping by the use of practice in order to make the instruction
comparable to the actual business situation. This innovation of
conneeting systematic bookkeeping with actual transactions was
later adopted in the public high schools,<0

Some few commercial educators, such as B, F. Foster and
Thomas Jones, "exercised a wholesome influence in attempting to
give real information regarding the requirements and opportunities
of business,"27

That the actual business method was regarded with importance
may be concluded from the following account of an attempt to
patent the plan which appeared in the Poughkeepsie Eagle in the

year 1864:

Important Patent}

A patent has just been issued from the patent office
granting to Professor Bastman (proprietor of Rastman's Busi-
ness College) the full privilege of his mode of instruetion,
combining theory and practice in a business education, of
which he is the originator, securing to him, the exclusive
right of fitting schoolrooms or college buildings with offices
and apparatus for school purposes, covering the entire system
of practical instruction as applied to commercial or mercan-
tile colleges or schoolrooms whgge a practical mode of busi-
ness instruction is introduced.

Early Business Education Curricula

A committee on curriculum for the Bryant-Stratton Organization

26 gnepper, op. c¢it., p. 26.
27 1pid., DP. 28.

28 william J. Hamilton, "Changing Patterns in Business
Education," American Business Edueation, III (October, 1946),
P. 58.



20

during one of the early conventions, made the following sugges-
tions for a schedule of studies for what they called "The
Collegiate Course: orthography (proper writing of words); arith-
metic, mental and written; pemmanship, practicalj bookkeeping;
law (civil, international, commercial); business correspondence;
business cuatm.na. ethies, etiquette; commercial geography and
statistics; science and wealth (political economy); actual busi-
ness training in such fields as agriculture, mining, manufactur-
:lng,_'— émarca. and finance.*2? of these subjects which were
proposed by the Conmittee, the fundamentals of business corres-
pondence; business customs, ethics, etigquette; and actual business
training are incorporated in the modern elerical practice course,

ALirst commercial department, Edmund James, in his statement
about the first commercial department which was established at
Pittsburgh High School in 1872, said: "A practical department
containing various kinds of offices has been established which
the students must work through in time, "0

An office practice course. In 1898 the Central High School
in Philadelphia offered a four-year commercial curriculum which
included, besides the common cultural studies, the following
business subjects: "business technique, permanship and business
forms, commercial arithmetic, commerecial geography, bookkeeping,
economics and political science, political economy, modern indus-

trial and commercial history, industrial chemistry, transportation,

29 Knepper, op. cit., p. 49.

%0 Bamund J. James, “Commercial Tducation,® %nogaphﬂ on
Tducation in the United States, pp. 27, 669, quot n Haynes and

3aann. OP« 2__r£t. Pe Z'?.

o
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benking and financing stetistics, ethics im business, commercial
law, office practice, stenography, and observation of bhusiness
methods, 9l Thig body of coursss was one of the sarliest found

to 1igt office practice as a separate unit in the curriculum,
Though no explanation as to its content was presented, the assunp-
tion 1s made that the office practice course covered some of tha
technigues which sre inecluded in the c¢lerical practice course
today. It is to be noted, however, that business techuigues,
ethics in busineass, and obhservation of business methods, phases

of the pregent clerical practice course, were treated gseparately

1.,

in the curriculum just guoted,

Summary
The followinz statements relate the events of paramount
interest in the development of business education up to the twen-
tieth century and, more particularly, the sarly growth of cleri~
cal practice,.

i. The early growth of business education during the colenial
period (1635-1789) and the early national period (1790-1820) was
characterizad by business training through apprenticeshipe, by
atténdance at evening schools, by instruction from private teachers,
and from the roading of business texts.

2. The first schools designed exclﬂsivély for busin@s’
training were established during the sxpsrimental peried from
1826-1850,

3, Indevncndent buziness schools and chain schools dominated

&

S1 Haynes and Jackson, 08. cit., p. D3,



the field of bvusiness training in the so-called monopolistic
period which sxtended from 1850-18%0,

4, The public high schools offered no business education
other than arithmetic, pemmanship, and bookkeeping until the 1870's
when saorthand commercial law, and oth@? business sugjéctg wers
introduced into the curriculs.

5, By 1885 thé typewriter was recognized as a business
vnecessity,

6, The first high school of commserce was sstablished in
Washington, D. C., in 1890,

7. The sarly apprenticeship system res sembled the modern
clerical practice coursc in many resgpects.

8, Freguently, the early iteachings in pemﬁan ghiip, arith-
metic, and bookkeeping included instruction camparablé to the

actual businegs gituation.

9. Tarly business education curricula listed many courses,

v

the fuudam snbals of whieh are mow incorporated in the c¢larical

practice courss

10. A course sntitled “offiece practice® was offered at the

Central High School in Philadelphis in 1898.
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CHAPTER IIIX

CLERICAL PRACTICE IN THE FIRST HALF
OF THE TWENTIETH CEHTURY

This chapter relates primarily the development of the cler-
ieal practice course during the first fifty years of the twen-
tieth century. Discussions of the aims, the subject matter and
equipment, the grade placement, the time allotment, the credit
toward graduation, the teacher requirements, and the various plans
of presentation of the clerical practice course in the business
education curriculum are ineluded, The discussions are prefaced
by an explanation of the variety of course titles under which
clerical practice has been taught, The conclusion of the chapter
presents findings and recommendations concerning the advancement

of eclerical training.,

Variety of Titles for Clerical Training Courses
Prederick G. Nichols asked in his column, “Criticism, Comment,
and Challenge," in 1933 concerning office practice:

Doeg this term mean anything definite? No other subject
is so befuddled with alleged synonyms as this one. Some
items which are inecluded in "office practice" or "secretar-
ial practice" belong in typewriting; others belong in advanced
shorthand; others belong in junior business training; and
still others belong in separate units of instruction in pre-
paration for specific office jobs, Is elerical practice a
better term than "off ice practice"? Or should we use "steno-
graphic practice® for the units of instruction required by
prospective stenographers, "bookkeeping practice" for pro-
spective bookkeepers, and "machine clerical practice® for
those who wish to develop skill in the opsration of office
machines? Should we speak of "general office practice," "cal-
culating machine practice," "dictating machine practice,”
and "filing practice"? The writer doesn't know. Do you?
Can this kind of work be standardized and given a name that
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will mean something?l

In a study of 186 titles used to designate the courses which
train for office positions, twenty-five different titles were
found in existence in 1935.% The most commonly used terms were
office practice, office training, secretarial practice, secre-
tarial training, office appliances, and secretarial office prac-
tice.

A report made by James S. Carter® in 1946 revealed the fol-
lowing variations of instruction in courses entitled office
training:

1. ©Some schools teach from a secretarial training text,
with no machine work required at all,

2. Another school teaches advanced typewriting under the
same name,

3+ Another teaches advanced typewriting, duplication, and
some filing.

4, Another teaches advanced typing, shorthand, transcrip-
tion, and voice writing.

5. Another teaches the general clerical problems, filing,
duplication, office practice theory, and voice writing.

A fairly recent development in business education which may
help standardize the terminology concerning practice courses has
been the introduction of a clerical practice curriculum to parallel
the traditional bookkeeping and stenographic curricula., The

clerical curriculum is considered in more detail further on in

1 prederiek G. Nichols, "Criticism, Comment, and Challenge,*
Journal of Business Dducation, VIII, (February, 1933), 30.

2 p, W, Loso, "Trends in Office Practice," Journal of Business
Bdueation, XI (October, 1935), 12.

3 James S. Carter, "Modern High School Office Training,®
American Business Bdueation, II (March, 1946), 152,
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this chapter.,

The Clerieal Practice Course in the
Business Education Curriculum

It may be seen from the paragraphs immediately preceding that
a large variety of titles have been used to designate a course in
office training, 1In view of this the reminder is given that not
all the courses mentioned in the following paragraphs were named
"eclerical practice" but that the courses embodied some or all of
the features of clerical practice as defined in Chapter I,

Aims and objectives. Through the years there has been little
agreement by most business education leaders on the purposes of
the clerical practice course, The main issues seem to be:

1. Should office practice be primarily a machine course,
or should it be primarily a course in office information,
or should it combine the two?

2. Should office practice be a broad general course in
which students are given introductory training in a
variety of office procedures, or should it be a rather
narrowly-planned specialized course?

The source material for this study on a history of clerical
practice revealed various opinions on the two foregoing questions.

Kehn and Klein, writing in 1914, stated, "Our public schools
must content themselves with offering instructions of a general
nature. Still a real bridging of the gap between school and office
is possible and feasible.,"® Ten years later, Bdward R, Loveland

held the viewpoint that “we must have ample opportunity in a

4 peter L. Agnew, "Recent Trends in Office Practice," The
National Business Education Quarterly, VIII (October, 1939), 15.

5 Joseph Kahn and Joseph Klein, Principles and Methods in
Commercial Education, p. 145.
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separately organized class to teach, emphasize, and praectice those
things which the business office demands aside from the-techhical
taking of dictation or the operation of a typewriter,% He went on
to say, "we should give them, also, &:finishing course, to what-

ever degree poasible, in order to minimize thsir 'greermess,! to

give them something of the office atmosphers, to ensils them
quickly and intelligently to £it into the organization ﬁhey’will
enter,®o

In 1925, when speaking of the office praetice course for a
business eollege, Jay Wilson Miller said, %It should bes so
gonducted that the students will have ample opportunity net only
to zequire skill in dictation and transcription but to acquaint
themselves with all the mschanical appliances and syuipmeat now
Qsed in modern business for making, transferring, and keeping
office records,"?

F. W, Loso® expressed the spinion in 1230 that the office
practice course should be a finishing~up process of training
celerical workers in which all isolated kuowledges and gkills gained
from previous education are united, reviewad, and consclidated.

He recommended that the pupil be given the opportunity of becoming
scquainted with some of the more common methods and precedures
that are observed and practiced in th2 modern husiness office and

to develop skill in performing various tasks.

6 mdward R. Lovelawd, "0ffice Practice,® Teaching Businesg
Subjects in the Secondary School, edited by Conner T. Jones, p. 169.

7 Jay Wilson Miller, metnodg in Commercial Teaching, p. 385.

& #, W, Loso, "What is Office Practice?® [Ihe Balance Sheet,
XII {September, 193C), 6 and 9.




A similar ountlook was expressed by Alfred Sorénaon in an
editorial publisned in 1933. XHe deeclarsd, "Through office practice,
it is possible to revitalize, bring up to date, and correliate
with ocurrent business problems and practices the previoué educa-
tion of the student and thus aid him ia making the transitioun
from the gchool to his first business job.u?

Ths aims outlined Dy Peter L. Agnew in his workbook “rrlncl-

ples and Problems of Office Praectice, printed in 1937, were:

-

le A general knowledge of business and office orgzanization
from the point of view of the office worker

2. A reasonable skill in the operation of the more widely
used office machines and & knowledge of their plazce in
the businesg offics

3. A thoroughgclna knowledge of filing techniques and
methods

4, A Inowledge of the work of the various genersl gervice
and special departments of the business office with
gpecial emphasis on the office routine, business forms,
reference materials, and special equipment used by
each

5. A complete understanding and appreciastion of thz personnel
problems of the business office with special reference
te the employment and trainiug of office workers and to
problems of persons 1ity and ethicsll
1The developmsnt of those personal qualities so necessary
for dasirable contacts with othsr members of society”ll was one
of the main objectives of office practice at Armstrong College

in 1238.

2 Alfred Sorenson, "iditorial Comuent,® Journal of Business

Education, IX (December, 1933), &-7.

10 peter L. Agnew, Principles and Problems of Office Practice,
p».‘ 1 L 4

1t 1, L. Deal, *0ffice Practice at Armsirvong College,®
Journal of 3U°1nus~ Béucation, XTIV {(June, 1930), 14,
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Rufus Stickney stated in 1945, concerning office practice,
that “some training (and beyond the acquaintanceship stage)
ghould be provided in the operation of the more commonly used
office machines,"12

Speaking of the aims of offigce practice in 1945, Edwin A,
Swanson said:

The objectives and purposes of office practice instruec~-
tion will and should vary from situation to situation, and
this variance undoubtedly should be greater in office prac-
tice than it is in most other business subject offerings.
Community needs, individual needs, type of institution,
character of offering, grade level, and other significant
factors should be considered, The result should be a set of
defensible objectives growing out of and reflecting {%e
circumstances that characterize the given situation.

Subject matter and equipment. “Several years ago, office

practice courses, if given at all, were for the most part infor-
mational courses dealing largely with telephone and telegraph,
travel facilities, filing, and such other things that might be
included in an office practice textbook. Some of these classes
were just recitation courses; others inecluded Jjobs that could be
done on the typewriter.'14

The author of one source dated 1914, in explaining about a
course entitled Business Practice and Office Routine, declared
that "the work in office routine ought to familiarize the student
with sueh factors as the preparation of the letter for mailing,

postal laws and regulations, the use of the copying press, and

12 purus Stickney, "Courses in Vocational Business Schools,"
Journal of Business Hducation, XXI (October, 1945), 16.

13 ndwin A. Swanson, "Instruction in Office Practice,®
The National Business Bdusation Quarterly, XIV (December, 1945), 4.

14 peter 1.. Agnew, "Recent Trends in Office Practice," The
National Business Lducation Quarterly, ViIi (OGectober, 1939), 16.
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filing systems."l5 Another course discussed by the same authors
was "practicum.," The course consisted of discussion periods
during which the students, who had been afforded the opportunity
to visit business establislments to observe methods and processes
in use, reported their findings to the class.

In a chapter on "Office Practice and Routine," Kahn and
Klein said of office equipment, "If funds are available, it is
undoubtedly good policy to acquire as complete a set of modern
appliances as possible." TFor those institutions that could not
aim at completeness in this matter, the following pieces of
equipment, in the order given, were suggested: "“a filing cabi-
net, a letter copying press or a rotary copying press, an elivelope
gsealer, and an avtomatic addresser, Minor furnishings need
not be specifically indicated."® The authors added the note
that in the absence of certain egquipment, graphie illustrations
or inspections of the appliance in actual business use were
suitable substitutes for personal experiences with the piece of
equipment.

An example of the fact that office machines were not too
readily accepted at first is the notation by Eaton and Stevensl?
that in 1915 the mansger of a private commercial school in
Cleveland refused to introduce the dictating machine because, in
his opinion, it was bad for the operator's nerves and it made
for mechanical work, Correspondence with Felt and Tarrant

15 EKahn and Klein. 0D« git-' Pe ) %

16 1pid., p. 145,

17 Jeanette Hatom and Bertha Stevens, Commercial Work and
Iraining for Girls, p. 31. o
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Marnufacturing - Company, L. C. Smith & Corona Typewriters, Incor-
poraﬁ%d, and lMarchant Caleulating lachine Company revealed that
typewriters, ecalculators, and comptometers were used in some
schoole for elerical training purpdﬁes_be%wean 1205-1920, However,
‘not until during the twenties was a very definite movement felt
to introduce office machines,#18

In 1981, Claude B, Wivel declared, "Students pursuing the
bookkeeping course ghould be taught the use of adding machines,
caleulating machines, billing machines, protectographs, and the
various mechanical appliances to be found in different business
offices, 99

in 19%4,‘William Baehrach reporited, *the Chileago schools
use some five hundred calculating machines in centers gnd give

& practical course in their operation, They also use the dieta

phone, multigraph, adding machine, and filing deviges in largs
centers where a large number of machines are agcessiple, rather
than z few machines in each aahnél,"gg

In 1924, Bdward Lovelend®l stated that the office practice
course should be varied according to lecal needs in business,

Tor lacture room egulpment he suggested a model business office

1€ pgnew, "Recent Trends in Office Practice," The Hational
Business Bdugation Quarterly, VIII (Octeber, 1239), 1G.

‘ 19 glaude B. Wivel, "The High School Curricvlum in Business
Subjects," The Balance Sheet, IITI (Wovember, 1921}, 3.

.20 yilliam Bachrach, "Wocational Convention, St. Louis,®
The fmericen ghorthend Teacher, IV (April, 1924), 309,

©1 :‘L@Vé’l&;ﬂd-\; QE; C it. » e 177 °
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tup, conemstlnw of o set of de sks, typewritcrs, Iillﬁb cablnets,
printed blanks to il 1udtrmte usual deps rtmental forms, capjing
and dUplletlnG mach¢nﬂry} mail room SP@GL&ltIGS, a small gwiteh-
board, listing mmCQAHCE, alculatznb machlneg, 2 check protect@r,
rubber stamps, a numbcrlnp madhlﬂe, cony holders, a st@gler, ﬁ

dlctating outxlt, and a colleatlan‘a+fra£erencw books such as
directories and credit“rating*bedk§; :

The writer of a magszine article published in 1927 described
the office practice course at th@CRoosevelt‘Highv%ch@ol in
Seattle, ‘éshlngtca, a8 ﬁ&Llﬁg the form of an aetual office, the
narébnnelfox vhich performed actual work for school orzanizations,
Taculty memﬁers, and community organiywtlana such as the Parent-
iB&ChQI” Acaeciwtian.za

Jenn G.'KlrL, in dc&crlbinb office eguipment instruction in

hilaﬁelphia,‘eXQlained‘that the squipment used in ths course
included coﬁntometers, Burrouth c&lcul@tor, a Mbnroe caleula-
tor, a Dalton addlng machine, an.bllvatt—ﬂls;ar bmllinm maschine,
a Burrocughs bookkesping machine, an Undarwood boakkeepingvm&ehine,
Bieta@hone'équipment; an Blliott addressing machine, an A, B.
Diek Himeégréph,:a Gfaphi@\duplicataf, a.MimEQSGOEQ; standaré‘
typevwriters, wide-carriage typewriters, a stapling mschine, a
@erforating’méshine. o numbering machine, ﬁ pasta1 séale;.g

paper cutter, filing equipment, and a supply cabinet.as In anothex

22 7, g, Chemberlin, "0ffice Treining," The Belance gheet,
VIII (May, 1927), 13-14. :

23 John G. Kirk, “How Pbll&&elghlu,Pl@ﬂnﬂd Its Office Bquip-
mant)lnstructlcn," Journal of Business Hdueation, III {FPebruary,
30), 27




artiele Kirk presented a classification of the twelve units

of work covered in the office training course.®4 The units

weres
1. Books of reference 7« Billing machines
2. Telephons 8+ Posting machines
3« Typewriters 9. Filing
4, Duplieating machines 10, Correspondence
5, Dictaphones 11, Personal qualifications
6, Adding machines 12, Miscellaneous office work

Peter L. Agnew stated in 1932 that the choice of equipment
for a elerical training course depends on "(1) how long the course
is to be and when it is to be given, (2) what the probable pro=-
portion of bookkeeping and stenography students who will take the
course is, (3) on what plan the course is to be operated,"25 pe
suggested that the most desirable types of equipment to secure
were duplicating devieces, dictating machines, adding and calecu-
lating machines, bookkeeping and billing machines, filing equip-
ment, "“The exact make of machine to be selected and the number
of each to be used will depend on local usage in business offices,
the number of students taking the course and their field of
specialization wvhether secretarial, bookkeeping. or general office
worker, "26

Aceording to a report by Elizabeth A, Nash in 1932, Roxbury
High School in Massachusetts presented three office practice
courses, each one adapted for the three fields of specialization:

24 girk, op. eit., (Mareh, 1930), 25-27.

25 peter L. Agnew, "Machines, Equipment, and Supplies,®
Journal of Business Education, VII (January, 1932), 8-9.

26 Ibid., 9.
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the bookkeeping, the secretarial, and the cleriecal fields. The
office practice course for bookkeepers was correlated directly
with the work earried on in the fourth year bookkeeping class.
Emphasis was placed on the operation of calculators and book-
keeping machines, The secretarial offics practice course was
connected with the shorthand and typewriting classes., Instruction
on the Ediphone, the Dictaphone, filing systems, duplicators,
calculators, and individual secretarial jobs was stressed,

The third office practice course treated of teachings of a
general clerical nature auch as filing, duplicating, calculator
work, Diectaphone, work, simple billing, and certain secretarial
problems, The following eight units were presantadsz7

l. Unit on Burroughs calculator or Comptometer
2. Unit on Monroe or Marchant
3. Unit on the Burroughs listing machine
4, Unit on the Dictaphone or the Ediphone (for those
showing skill in typewriting)
5., Unit on filing
6, Unit on billing (simple operations)
7. Unit on duplicating work
8, Unit on secretarial problems
a. Mailing procedure (incoming and outgoing mail)
b. Postal information
¢, Sources of information
d, Technique of telephoning
é. Routine of the office clerk (reception of callers
and making appointments)
f. Personality in business
g. Steps in securing employment

A type of office practice not yet mentioned in this study
is the actual job situation. In an article printed in 1934

27 m1izabeth A. Nash, "Office Practice in Roxbury, Massachu-
setts," Journal of Business Education, VII (March, 1932), 17-18.
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entitled "Trying Out for thé‘JabvnA Gourse iﬁjOffiee ?faétices“zg
Alice Bell axplained that the clerical practice atudents o» the
’Senigr,ﬂigh Schoosl of Michigan City, Indiana, spent twe week& in

' eacﬁ!bf five businegs offices in tha @ipy, thus eovering ten-weéks
of work., Reports on the work of tha students were submibtted to
the~éierica1 practice teacher by’the vari@us office manegers.

The students received no eannensatlan.' At the time the high
achool possessed no sguipment for ufflce tralnlng classes,

For the sel“ctlon of equipment Peler Aﬁnewzg stated four
 factors which should be considered: the method of instruction,
tine available in relation to objectives of the course, equipment
necessary to meet nﬁjéetivaa‘ and availability of funds for pur-~
chasing the equlpmant,r

Three classiflcatiens of equinmant were suggestﬂé by AgneW*
necessary equlgment@~a§&i;able‘equlpmant, sugglementa?yvaqulgment,
Under necessary equipment the following items were listed:
bullétin and bia@k&oardMS§£ae, desks, chairs, storage cabinets,

a ‘teacher's desk, &iéietienary, waste baskets, a paper stapler,
a pa g,r eutter, a pencil sharpener, wire baskets, and adequate
ﬁyplngffacilities, Other-items listed under désirable equipment
wégé:f.référeﬁaé books, filing equipment, Mimeograph, portable
Mimeosgépe, gelatin or offset duplicator, and a model of'eaeﬁ

ganersl type of adding and caleulating machine, Supgleméntary

<8 Alice Bell, iPrying Out for the Job-~A Course in Office
Practice," The Ealance Sheet, XV (May, 1934}, 412.

=9 Pater L. Agnuw, *Teachera' Service 001umn, Offlce Practice,¥
The Balance Sheet, XVIII (October, 1936), 88.
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Supnlems ntary equipment ineluded & Multigraph machine, complete

=

dictating unit, billing machine, posting machine, bookkesning

machine,

,e.-.

4 dater 3un110 vhion of the "Teacherw? Service Jolumn® garvied

) N . - . = oA N =z
o description of the ideal office pracitico rooms SU

1. A larger then ofdinary rdbﬁ7(22‘ X 451)

2, Well-lighted, properly heated, correctly venmtilated
facilities

3. Bufficient wall and floer sockets for elecirically
Gﬁerated.machines

4, A master switch to control all electric eguipment

5., o wires across the floor {(as a preventative of
accidents)

6. A wash basin and necessary supplies

7. Two or more ¢losets in different parts of the room
for smell equipment {aids to gotting and putting away
matarials)

&, A bullstin board for display of students' work and

items of interest to office training students
e ound-proofed walle (or sound-absorbing ceiling at
least)

During the years of World War II, office training prograng
were adjusted to wartime neseds, The public high schools of

Atlanta, Georgia; Boston, Massachusettsy Greensboro, Horth

ponaw, "Teachers'! Service Column--0ffice Practicel

LG
[l $

: 30 p er L.
The malaﬂ, Sheat, U {February, 1240), 261,
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Carolinas; New York, New York; and Washington, D, C, trained

stenographers and typists for the War Department,

To assist the armed forces in meeting their needs for

stenographic and elerical help, preinduction training out-
lines in Army c¢lerical procedure were made available for
school use by the 0ffice of Education in cooperation with
the Adjutant General's School, Fort Washington, Maryland,

and the Civilian Preinduction Training Branch of the War
Department, This preinduction course was based upon clerical
procedures as followed in a headquarters office and was
designed to train young men and women for service in
clerical military jobs held by soldiers, members of the
Women's Army Corps, and c¢ivilian employees at Army posts.sl

In 1945 in an artiecle entitled "Duties of the General O0ffice

Clerk," M. Herbert Freeman set down a list of seventy general

clerical
in order

1.
2
Se
4,
5.
64
7
8
e
10.
1l.
12,
13.
14.
15.
16,
17.
18.
19,
20.
21.

duties to be learned in school, These duties are listed
of 1mrtane0.32

Compose letters

Type letters

Take dictation

Keep bank balances on check stubs
Figurs interest

File alphabetically

Receive c¢ash and record receipts
Meet office callers

Figure discounts

Make change

Make cash reports

Operate key-driven calculatoxr
Prepare bank deposit

Figure percentage

Use cross references in files
Cheeck postings

Make original account entries
Keep expense account

Operate card index file
Prove bank balances

Operate adding machine

31 y, s. Pederal Security Agency 8 of tha
United States %ice of BEducation for't%% §ms21‘9!:-5§.

3s DD. 60~

32 j, Herbert Freeman, "Duties of the General Office Ck rk,"
American Business Education Digest, I (lMay, 1945), 211.



22,
23,
24.
25,
26.
27,
28,
29,
30.
31,
32,
33,
34,
35.
36.
37.
38,
39.
40.
41,
42,
43.
44,
45.
46,
47,

487

49,
50.
'51.
52.
53,
54.
55.
56
57.
58.
59.
60.
61.
62,
63.
64.
65.
66.
67«
68.
69.
704

The
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Post original entries

Operate comptometer

Operate bookkeeping machine
Make out receipts

File numerically

Type simple tabulations

File geographically

Make telephone calls

Cheek and verify bills

Cut stenecils

Figure and check invoices
Answer telephone

Operate petty cash fund

Keep a sales record

Operate billing machine

Figure pay rolls

Classify materials to be filed
File by subject

Transcribe shorthand notes
Make out statements

Make long distance calls

Make out checks by hand

Inspect mail before sending out
Make duplicating master copies
Get material from files

Operate dictating machine

Type information on blank forms
Operate mimeograph

Operate telephone switchboard
Operate duplicat ing machine
Make out pay roll records

Type routine records

Operate numbering and dating machines
Operate envelope sealer

Send telegrams

Make bank deposits

Check copies of data with original
Make out bills or invoices
Find data in reference books
Prepare folders for filing
Keep perpetual inventory

Make out credit memoranda
Operate erank calculator

Make out purchase orders

lMake graphs

Operate listing machine

Copy printed matter in longhand
Operate multigraph machine

Do lettering of show cards or signs

Business Education World carried in its pages in November,

1949, a writeup of the non-stenographic office training program
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developed in Virginmia. TFor the content of the courss, the follow-
ing general informational units were suggested: #(1l) +the office
worker and his job, (<) handling the office mail, (3) commwnication
faciliﬂ&es, used by the office, (4) transportation facilities
used by the offiece, (5)”receiving office callers, (8) finding and
kéeping an office position.?
The proposed skill-training units includeds
1. A forty-period course in verkicsl filing
2. Stencil duplication
3, Fluid process duplication
4. Traﬁscribing'machine operation {disc type)
5. Transcribing machine operation (eylinder type)
8. Training on rotary ecalculator
7. Training on key-driven calculator

8. Vocational competence in the use of selective aud
- ten-key adding machines

8. Speecial typewriting problems
10, Miscellaneous office apnlisnces--date stamp, sutomatic
numbering machine, sgtapler; postage scales, copy-
holders, and so onv~

Grade placement, time gllotment, and'credit toward gradus-

tion. Kahn and Klein reported 'in 1914:

. It is advocated that office duties shall be a subject
of instruction during the Tirst yeasr, not as a special
course, but cerrelated with some other subject. In this

33 s Iy - 3 2 -4 - -

Y9 Tponise Mogses and 4. L. Walker, *Virginia Develops &
Program of Nonstenograpnlic Office Training,® Business Education
World, ¥XX (Wovember, 1940}, 117-119.
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connection it is necessary to point out that certain office
appliances must be secured, Finally, much of the work in
connection with office routine and practice belongs to the
course in stenography andsiypmiting. and should there
recaive proper attention,
The same authors mentioned a course entitled “practicum" which
was devoted to discussions by students of their field trips to
business establislments, This ¢lass met one period a week in the
fourth year of high school,

Ths Biennial Survey of Education for the years 1916-1918
listed a course in simple office procedures in the second yesar
of high school.

A commereial curriculum for cosmopolitan high schools was
adopted by Boston in 1917.3% The curriculum was divided into
three distinct sections in the third and fourth years of high
school=--accounting or bookkeeping, stenography, and merchandis-
ing, Office practice was a required subject in the fourth year
of the asccounting curriculum, Two or thres points of credit
toward graduation were given. During the fourth year of the
secretarial curriculum, office practice was offered as an elec-
tive and carried two or three credits toward graduation. Office
practice was a required subject for those enrolled in merchan-
dising and yielded the same number of eredits as were given the

accounting and secretarial students.

34 gahn and Klein, op. eit., p. 148.

35 Uy, S. Department of the Interior, Bureau of Eduoation.
Survey Education, 1916-1918, Bulletin 1919, Volume I,
a7 . N 5



40

In a chapter on “The Nature and Importance of Office Practice,"
written in 1924, Loveland recommended that the office practice
course be given in the last semester of the senior year, five
periods a week with each period lasting forty-five minutes, 96

In his outline for an eight-month shorthand course for pri-
vate business schools in 1925, Jay Miller listed office practice
for presentation during the two concluding months of the course,
Instruction was given in thirty-minute periods and in all covered
twenty-four hours of study.

In 1931 the curriculum of the John Hay High School in
Cleveland, Ohio, offered office appliances I and II in the
eleventh year and office production I and II in the twelfth year,
Each of the courses was one semester in length and carried one-
half eredit toward graduation. Also presented in the twelfth
year was a filing course which covered one semester of instrue-
tion and for which one credit was given,d’

Writing in 1932, Peter L. Agnew said, "There seems to be a
general feeling now that the office practice course should be
offered in the twelfth year and that it should be a full-year
course required of all students, Less than a full-year course
will not be adequate," He went on to say the course must be
given in the twelfth year to articulate the work of the school
with the work of the business office,

In an article on office practice at Roxbury High School
in Massachusetts, the information was given that office practice

56 roveland, op. ¢it., p. 170.

37 william L. Moore, "Qur Curriculum Emphasizes Tréining
for the Job," Journal of Business Education, VI (May, 1931), 17.
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was presented five periods a wesk and carried five points of
credit toward graduation,S®

In 1936, Stanley S. Smith gave a detailed account of the
office practice courses at the Fordson public schools in
Dearborn, Michigan. "Office practice is required of all steno-
graphic students in the twelfth grade, The first five wesks
are spent in teaching the students to become good operators of
the Mimeograph, the Ditto, and the Ediphone machines. . . The
next fifteen wecks are spent working in various school offices
one hour daily., The second semester is spent working two hours
daily in several business offices in Dearborn,"39

According to Bernice Ensels,‘o in 1939, the business curri-
culum in Chicago, Illinois, high schools offered one unit of
work in clerical practice for which one unit of credit was given.
The course, which covered a year of work, was presented in the
eleventh or twelfth grades,

In 1942, Alan C. Lloyd4l suggested the postponement of cler-
ical practice courses until the student's thirteenth or fourteenth
year of schooling., He stressed the advantage of presenting such

business subjects as clerical practice in junior colleges when

58 Wash, op. eit., p. 12,

39 stanley S. Smith, quoted in Practical Cooperative
Training in Commercial Education, Monograph 30, Sou%EJWestern

Publishing Company, p. l1l3.

40 pernice Engels, "The Business Curriculum in Cosmopol=
itan High Schools," The Business %urriculum, National Commercial
Teachers Federation Sixth YearbookK, Pe <<l.

41 p1an C. Lloyd, "Grade Placement of Business Education,"
American Business Hducation Digest, VI (May, 1942), 103,
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the student has reached a more maturs age,

According to Kahn and Klein4R office practice was frequently
offered in the ninth or tenth grades because of the fact that
students often withdrew from school before completing four years
of study. Thus the students were afforded some clerical training
in preparation for their office positions., Gradually, however,
four years of high school education became a standard requirement
of employers, and office practice was moved to the eleventh or
twelfth grades of the curriculum,

Teacher requirements. The Commercial Education Circular No.
4 of the Bureau of HEducation recommended that the subject of
off ice practice be under the direction of a teacher who has had
practical office experience, preferably in one or more of the
leading lines of business.4d

In 1925, C. M. deer“ pointed out that many of the early
commercial teachers were not squipped with the same amount of
education as teachers in academic work, some business teachers
having only business experience, Yoder expressed the opinion
that as teacher requirements were raised by the state departments
of education the quality of the training course would improve.

J. O. Malott, in the Biemnial Survey of Education for 1928~

1930, related various changes in teacher requirements made by
the different state departments during the biennium, In California

42 gahn and Klein, op. cit., p. 135.

43 Loveland, op. ¢it., p. 181,

44 ¢, M, Yoder, "The First Commercial Courses," Methods in
Commercial Teaching, edited by Jay Wilson Miller, p. .
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new standards including practice teaching and business experience
were established for the certification of commercial teachers,
New York abolished the three-year commercial teacher-training
program and organized a four-year program. The State Department
of Education in New Jersey lengthened the commerecial teacher-
training curricula from three to four years., Certification
requirements for a commercial teacher were raised from two to
three years of post-secondary training., The department also
stated that after June, 1932, four years of training would be
required.45

In 1944, Bernard F. Baker listed the essentials for success-
ful office practice among which was "teachers with business
experience of consequence or with a deep interest in the subject
and a desire to keep close to current office praotioes."e

In 1948, the Office of Education proposad some plans for
"helping surmount the obstacles in providing actual business
experience in the pre-service, in-service, and graduate training
of teachers, coordinators, department heads, supervisors, and
directors of business education."?’ oOne plan suggested the
acquiremsent of business experience for those in teacher-training.
Another proposal was the requirement of a certain amount of

actual wage-earning experience for business education majors., A

45 7, 0, Malott, Biemnial Survey of Educat 28-1930,
U. S. Department of tre Interior, %ﬁ%&ﬁﬁ of Eahoa%ion, Bulletin
1931, Yo. 20. Pe 189.

46 perpard F. Baker, "Modermized Office Practice in the

Chicago Publie High Schools," American Business Hducation Digest,
II (March, 1945), l18. e

47 pederal Security Agency, Office of Tduecation, Business
%5;grisnoe Tor Business Teachers, Miscellaneous Bulletin G257,
948, p.
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third »nlan was the granting of ecredits toward a degree for actual
work experiencz., Ths cooperative plan, in which alternate work
in the offics and the school is carried on, was also mentioned.

Plans of prosentstion. Various plensg are used for teaching

(G

office »ractice. Tha choice of a2 plan depsnds on the amount of
gquimment available, the numbsr of pupils enrollcd in the class,
and the time allotted to the course, Degeriptions of the more

comuonly used nlauns under which office practice is taught are pre-

~

gented in the following paragraph

o0

For the general course in clerical »rectice in which instruc-

@

tion in a variety of arcas 1o given, the rotation plan is often

",

utilized. The plan of rotating groups of pupils from one type
machine to snother is idzal when the number of maechines of one

type is insufficient for an entire class, It is possible under

this svstemn to wuse all the eguipment 21l of the time, Peter L. Agnew

has stated, "There is no other plan for handling an office prac-
tice class that takes care of the individual difference proedlem
as effectively as does the rotation plan, Individual differences
are taken care of by planning many more jobs than can ressonably
be ecomnleted even by the besgt students and then by requiring

a, minimum number of jobs of the poorsr students while the

better gtudents proceed to do as many as possible in the time
allotted, 48 Agnew explained that job sheets are nscessary when
studenta are working on different type assignments so that the

teachay may have more time to devote to individual help. He

48 peter L. Agnew, *iew Trendse in Office Practice,® The
¥ational Business Hducation Quarterly, VIII {October, 1939), 36.
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recommended that the job sheets contain instructions for the
students concerning the equipment necessary for the various jobs
and the actual operation of the jobs as well as any preparations
that must be made before the jobs are atartad.49

Another plan used in the teaehiné of eclerical practice is
the model office plan. The class is organized along the lines of
a business office. Nach pupil has an opportunity to work in the
capacity of various office persomnel, The duties of office
manager, bookkeeper, file clerk, office boy, and other positions
of a clerical nature are performed by pupils during the course,
"A great deal of emphasis is placed upon office routine and the
proper handling and preparation of business forms, The student
also acquires an operating Imowledge of a number of machines,"50

George P. Hillmer, while discussing one high school's clerical
practice course, explained that two weeks of the half-year course
provided for working experience in a model office., Xach pupil
entered as an office boy and advanced to junior elerk, senior
eclerk, and then office manager, The pupil remained at each
position one-half of a week, 91

In a model office class reported on by Nettie Black,52 the

49 peter L. Agnew, "Teachers' Service Column, Office Practice,"
The Balance Sheet, XXI (December, 1939), 184.

50 :
Agnes Lebeda, "Recent Trends in Te&ghigg Office Practice,"
Report, Oklahoma A.&!H aoIIcgc, 1945, p. ;

51 george P, Hillmer, "Office Training for Graduating Students,"
Journal of Business Edueation, XIV (December, 1938), 23,

52 yettie Blaek, "Creating an Office Atmosphere," Journal
of Business Education, XVIII (September, 1942), 14. 5 i
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pupils were marked in terms of the wages earned which were computed
éccording to the quality and quantity of the work performed.
If office machines and other office equipment can be placed
in one workroom, the service bureau plan of training clerical
workers may be used. This plan is one in which the puplls,
under the instructor's directions, perform various elerieal jobs
for the teachers and organizations in the schools. Such jobs as
duplicating, typing, record~keeping, addressing, and filing may
be performed by the class. “Care must be taken, however, to sea
that the pupils are learning and evaluating, not merely producing."53
Schools posaessing s large nunber of the various types of
machines may utilize the battery plan of presenting elerical
training. in this system the whole class iz given imstruction
in one type of machine at one time., Most typewriting classes
are conducted in this way. The plan lends itself well to the
apecialized office practice course; however most schools do
not own enough machines of sach type to make this plan a
practical one.
For schools which are able to adopt the battery plan, Jearnnie
P, Bhean offers the following four advantages:54

1. The teacher has more time to devote to teaching the
one kind of machine,

2. The pupils can better judzge ths amount of work they
should perform by comparing their advancement with that
pf othsars,

93 Lebeda, 0p. cit., p. 18,

54 Jeannie F. Shean, *Drills for Caleulating Machines,®
Journal of Business Hducation, XIT (September, 1936), 23.




: i 1z te keep a bettsyr chieelk an the
progress of the cla

4, Individuals are permitted to alvance according to
thair 2bility as thers can be 2 maxinmum and o ninimum
amount of work prescribed.

The integrated »lan is most aporopriate for schools in which

g.u.
¢

- 1little ecquipment or in wh ic;.equiuruau has been dis

v
(22

thers
buted throughout the voriosus rooms, Undar this system the use
of the vaerious machines is taught in the different courses. TFor
uxmmgla, ingtruction in filing snd communication may be given in
the general business class and dlctatlngmtranacribing and
duplicating machines may be utilized in the typing Clbus.

The last plan to b2 described is the coopsrative plan in
which pupils %#gpend port of the tinms in school learniug about
the attitudes, skills, and knowledgss that are nesded in an office
and nart of their time in an actual office of & business firm

%99

learning how theorises work out in practice,f The guccessiul

g

operation of the cooperative »nlan reguires much preparziion an
cooperation from both the school authorities and the busineszmen,
Hdna ¥, Cranna, of the Department of Secretarial Situdies, Margaret
Y¥orrigon Carnegie College, in speaking of their cooperative plan,

aaid, *In many cases the students are semployed, aftur graduation,

in the offices in which they have had office practice, Ve are
able to determine through interview with the students and the
emnloyers whether or not our tre o fits the gtud@ﬂts for
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positions in the community."56 xKitson stated, "This plan embodies
one of the paramount principles of education--that theory should
be accompanied by practice,"d7

The Clerical Practice Curriculum

Some schools have made an honest effort for many years to
provide clericel training by setting up a clerical curriculum
comparable to the traditional stenographic and accounting curri-
cula, According to Alton B, Parker Liles, the greatest growth
in elerical curricula has probably taken place since 1330.

Liles stated in 1946, "The eclerical curriculum should be
designed to meet needs of students who will seek employment in
the various types of elerical poritions prevalent in business
today." He continued, "Obviously, it is impossible to give
spegific skill training for each of the several hundred types of
duties performed by elerical workers, Nevertheless, vocational
skill can be developed for those duties and operations which
comprise the majority of elerical positions,"58

Liles said that the most nearly ideal elerical ceurriculum
was the one offered in Philadelphia, The curriculum is listed
below showing the topics or units covered in each of the H ur

56 Tdna N. Cranna, quoted in Practical Cooperative Train
In gm&mi% Edueation, Monograph No. 30, South-western Publ ing
Company, pe 19.

97 Harry D. Kitson, Commercial HNducation in Secondary Schools,
Pe %

58 Alton B, Parker Liles, "Clerical Training in the High

Schot):]., Part I," Journal of Business Education, XXII (November,
1946), 13-14.




9th Grade

General Business I
General Business II

1lth Grade

Typewriting III
Clerical Practice I
Economic Geography
Typewriting IV
Cleriecal Practice II
Business Law

11-L Clerical Practice I

The work of':

Purchasing Order Clerk
Receiving Clerk

Stock or Stores Clerk
Sales Order Clerk
Shipping Clerk
Cash Clerk
Billing Clerk
Posting Clerk

12-1, Clerical Practice III

The work of:

16. Production Department
Clerk

Cost Department Clerk
Statistical Department
Clerk

Filing (using practice
sets including alpha-
betical, subjsect,
numeric, and geographiec
2 syatcmas

17.
18.

19,

49

semesters of the eclerical practice curriculum,59

10th Grade

Typewriting I
Accounting I

Business Arithmetic I
Typewriting II
Accounting II
Business Arithmetic II

12th Grade

Office Practice I

Business Machines I

Applied Economics

Office Practice II

Business Machines II

Business Principles or Organ-
ization

11-i Clerical Practice II

The work ofs

9. Time and Payroll Clerk

10. Accounts Payable Clerk

1l. Credit and Collection
Clerk

12, Reception Clerk

13. HMailing Clerk

14, Personnel Department Clerk

154

Messenger
12«11 office Practice
Includings
1. Transcribing Machine
Operation
Duplication Device Operation
Caleulating Machine
Operation
Adding Machine Operation
General Secrstarial Duties

2
S

4.
5.

59 riles, op. cit., Part II, XXII (December, 1946), 13-14, 24.
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Findings aﬁdvRecemmendétionsfCohcernﬁng the
Advancémént of CGlerical Practice

In past years surveys have been conducted by aasociations
and individuals for the purpvese of improﬁingvtha clerical
training offered in the schools, Thevfollawing paragraphs relate
the findings and recommendations of sbmé of the surveys, |

Surveys ¢onducted in Cleveland,_ﬁinnea@olis, and Indianapolis
revealed that commercial educationm in high schools was being
presented without consideration for the business needs and condi-
tions of the eomeunity. 80 |

The biennial report for the years 1920~1922 related the status
of business education in mors detail, It stated, "The courses
Wera‘p:actieally.always confined to teaching bookkeeping or
shorthand with related subjeets, as if a knowledge of both or
gither of these subjects constitut@d»thﬂ orily infomation nesded
for sueeesm in the world of business occupations.® Speaking of
office tralﬂlng, the artlcla contlnued by S&Jlﬂg, “Ingtruction in
the seneral office dutlEp;Of 2 stenographer wae seluam givan._»
Some of the mors progressive schools did have classes in office r‘h
practice, "6k

Thé 1924-1926 biennial survey contained a report on the

trond toward the standardizations of business occupations which

bo Te S. Deo%rtm nt of the Interior, Bureau of Education,
Biennial Survey of Education, 1916-1018, BLlletln 1919, ¥e. 88,
De 112,

8 y. s. Department of the Interior, Bure@u of Education,
Biennial Survey of Bdueation, 1920-1922, Bulletin 1924, Volume I,
Wo. 13, p. 318+ .
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had a great effect on curriculim building. According to the
report, the rapid development of this trend was dus to such
factors as division of labor in the offices, emvhasis on the
introduction of modern office appliances, and increased use of
tests and measursments For an example of the division of labor
in cleriealbaccupaﬁimns, the survey had the fall@wing ta says
There are low levels where tasks are rautiﬂs, such a8
classifying, filing, and recording under supervision. There
are intermediate levels which require initiative, judgment,
gkill, and perhaps aupervisian of work of others. Then
there are higher levels,; requiring high degrees of skills and
‘specific bedies of kmowledge,B< :

In 1928 Frederick G. Hichols and his associates at Harvard
Univers 1tv in cooperation with the Hationel Association of Office
lanagers, began 2 study of ¢lericsl training needs. The stvdy
was bagsed upon reports from 54 office managers and 6,060 clerks.
Upon the completion of the survey four years later, thirty-ope -
conclusions were presented, among which wero the followix ~°3

1, +that ¢loser cooperation between businesgmen and com~-

mercial teachers is essential te real progress in the
golution ¢f business training problems

2. that the general c¢lerical fraining courses should he
baged on duties Barformed inptead of on payroll titles
3. that specialization in cleriecal tralnlnﬁ gshould be ”
- possible if time limitation, individuwal interest, and
local needs make more intemsive training desirable

4s  Lhat teacher-training institutions should pren&rﬂ
teschers of elerical training

In the hiennial survey for 1924-1926 the comment was made

62 y, s. uev&rtment of the Interior, Bursaun of Eﬁgcatiaﬂ,
Biennisl Survey of Hducation, 1924~1936, Bulletin 1928, HNo. 25,

63 1hid., PD. 265-266.
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that recent commercial occupation surveys and researches contri-
buted more than all other factors to the progress of commercial
edugation during the biennium,

Je. Os Malott,64 in a report published in 1931, told about
office equipment surveys that were carried on by various communi-
ties and individuals to develop syllabi for machine instruction.
The chief problem confronting the researchers was to determine
what phases of instruction on office equipment should be given
in the schools and what phases could be learned satisfactorily on
the job.

Lloyd H. Swart made a study in Rochester, New York, on The
Place of Office Machines in the Commercial Curriculum. He stated
that the commercial curriculum was not preparing pupils to become
useful members of society unless instruction on the more commonly
used machines was given. Speaking about the cost of office
appliances, he said, "It is true that this type of equipment is
expensive, However a full complement of machines for an office
machine class would not exceed the cost of two lathes in a well-
equipped machine-shop class,*65

In a survey of office practiee courses in the New Jersey
high schools during 1929-1930, Louis A. Rice found that only half
of the schools offered machine-operating courses, He recommended

that the smaller high schools acquire at least a variety of

64 1, 0, Malott, U. S. Department of the Interior, Bureau of

Education, Biennial Survey of Edueation, 1928-1930, Bulletin No.
30, 1031, po T8 '

65 1bid., 190.
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office eguipment even though the cost of sguipment preventad
theﬁ from purchasing meny machines of one type.

The purpose of Ruth ¥, Helmdahl's study in 1931 was %o
ascertain by means of questionnaires sent te schools offering
foiee practice the general status of the office practice course,

Amorng the recommepdations sdvanced by Miss Holmdahl were:

1. Bliminate the domination of astenography and bookkeeping
and put office training or a par with these skills.

2. HMaks the course at least one year in lenzth and dsvelop
some specifiec skill in duties to whieh the student
seems hest adapted.

Utilize the office practice depariment for enabling
prospective drop-outs to develop skill for specific
jobs.

4, TUse actual business material mors widely and maks closer
contacts between actual business procedure and school
training.,

5, IlMake the highest type of office atmosphers pervade
the courss and demand the highest guelity of wrk at
2ll times,06
In Yay, 1932, R. S. Rowland reported seventecen findings
concerning office training., Some of them are pressnted balows 67

1. Schools are becoming increasingly alert tc the servics
the maechine is psrforming.

2. Grade placsment is advancing., {Certaln machines may
well be deferred until post-zradnate school or junior
eollegs,

3, There is an inersasing tendency to ferm independent
curricula for training non-stenographic and non-book-
keeping majors.

4, Office practice courses now occupy two, three, or four

66 Ruth P, Holmdahl, The Teaching of Office “raoctice in Public
Secondary Schools of the United States, Unpublished thesis, p. 85.

‘ 87 R. 8. Rowland, Business Bducation Digest and Federation
Hotes, II (May, 1938), 55-57.
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semesters iu some schools, Time depends upon local
factors, . : : '

Textbook publishers and machine menufa acturers ars
improving instructional materials

.

6. Standards of achievement arc m@vs and more being based
on those which business desires

- 7. Teacher-training institutioms are giving more atiention
to the field. .

Frederick Fox set up professional performance standards for
different types of office operations, 'A number of widelwy scattered
gsources were used for the time and motion study which was made in
1941, The sources included the home office of a leadiﬁg publishing
firm, the offices of a large milling company, the officss of
banks, snd office equipment manufecturers and their representatives.
The criteria ag determined by Fox are presented here§68

1., Typing. A widely adopted standard for straight copy
work is a thousand lines a day or 7,400 lines per
week, using a standard line as a bauls.

2. Maochine ﬁranscription. Ediphone and Dictaphone
operators are generally expected to transcribhe at the
rate of 124 lines per hour or 900 lines a day. A
transcribing rate of approximately twenty-five woxrds
ner minute is considered reasonable.

3. Hultigraph compositien. .an operator working on ths
¥Model 600 Typuetter should be gble to set one line in
two minutes (sixty stroke line). A good operator doesg
a line a minute. The Satotype will set type as fast
s the opsrator can write. Letter~shop standards call
for 8001000 lines a day.

4. Burroughs Calculator, Calculoting items should be
: handled at the rate of 360 extensions of four~digit
figures an hour; addition, 2,100 items per hour,

Adding machine, Banks frequently reguire applicants
to record Tifty checks a minute with one hundred

(ﬂ
.

88 prederick ¢. Tox, "Performance Stendards in Office Operations,*
The National Business Tduc&tlon nuarterly, IX (Mareh, 1941), 15-16,
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par cent accuracy; Bank addlng machine op@ratora
are allowed one error in 200,000 items. :

In 1944 Thelma 1. Potter®? made o study "o determine the
common elements in the work of genex al clerical employees in
‘large businesses, and by so doing, to cOnt:ibute to a general
understanding of the common educational needs of business and
education.® Some of Miss Potter's fecomﬁendations were

1., 7%he cors of the general clerical training progran in
secondary schools should ba the development of skills
in typewriting, filing, non-speciaglized clerieal work,
and simple adding-machine operation. Specialized
training should be given only when certain jobs are
agsursd students.

2« Secondary scheools are the chiel gourcs of general cler-
ical workers. They should sasune the responsibility
more effeectively by constantly improving the offerings
in general clerical training, by developing more dirasct
relationghios with the offices for which they ars
training workers, and by developing flexible training
programs which can respend to rapid chunges in the
needs of business offices,

3. A continuous and intensive study of aptitude testing
and emaloyment testing is necessary to both business
and educstion in their suvecemssiul selection of the
right workers fTor the right jobs. :

The major purpose of the research conducted by Alton B, Parker
TLiles in 1947 was 1o determine thy validity ozlre@resentativs
eclerical aptitude tests and to explore the value of a representative
intelligence test for predicting clerical aptitudse, Tests were
administersd to one hundrsd employess engaged in clserical work

A

in various business fimms in Allanta, Georgia. 4 few of Liles!

[

69 Thelma M, Uotter, An Analysis of the VWork of Genural
Clerical Zmnloyees, ». 71.
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findings are quoted hewe;7C

1. The factors which constitute succssg in clericol work,
according to selected supervisors of clerieal workers,
nave been isolated and determined. Analysis of thes
factors reveals that they may be divided into thrse

- clasgifications: efficiency factors, personality
factors, and physical factors, The detarmlﬂatwon of
these factors ghould be of value to ths curriculum
expert a8 & basis for,determinlng curricular econtent
and mathods of instruction in clerical training
programs in secondary schools,

It is recommended that thoss skillsz, knowledgss,
and personality traoite which are ewmbodied in the
factors which constitute sucecess in elerical work
serve as the basis for the development of effeective
teacher-learning naterisls which will facilitate the
training of adeo1mwely prepared elerigal workers for
business.,

2. Relsted skills, gueh as dexterity in ths handling of
cardm, bills, etec., organization of materials, sconomy
oi body motions, and the liks, affeect production of
clerical workers, These related skills affect
production in typewriting, the uss of adding and
calcula b ing machines, filing, sorting and classifying,
and many other routine clericsl sctivities,.

It is sugmested that specifiiec training in the
related skills which charascterize clerical work should
be made & definite part of clericsl tvalnlnd. The
findings of time and motion studles in clerical work
in busginess should be ubilized in the development of
instructional matsrials. 4Additional rescarch should
be conducted in this area,

A cle?lc al fest that was not included in Liles? étudy is the
Fational Clerical Ability Test. This test was first given on a
permznent basis invﬁay, 1938, undar the auspices of ths Joiat
Committee renresenting the Tational OFFi @ Management ﬂ55001wtlan
and the uatlanal Council of Business Hducation. “About 1400 girls
and bhoys took the tast in twenty-five centers rep esenting thirty-

five eities in a2 territory bounded by Boston, Cleveland, St. Paul,

70 Alton B. Parkesx
Clerieal Yorkers, po.
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Omahd, Cincinnati and Pittsburg. The scope of the testing program
includgd the Tollowing divisions: stenographer, machine transcriber,
typist, bookkeseper, file clerk, key-driven calculating machine
;oparator.“71 Bach pupil was teésted in the division he preferred,
andball pupils were given work on general information and
Tundamentals., Another part of the tesﬁ consists of a @erganaliﬁy
rating kept by the teachers of those tested over a periocd of

time. The teachers arye given a.personality rating schedule to

ald them.

Carl T, McKenzie said of the Hationmal Clerieal Antitude Tests
in 1946, "Theae tests hove done much Lo focusg the attention of
buginessmen on the reguirements for different types of eoffice
employees. Analyses of the tests, it is hoped, have given business
education a ¢learer understanding of the reguirements of different

types of office training programs,“72

Federal Aid and Clerical Training
'Investigatian into the lezislation of the Federal Govermment
for the betterment of clerical training yielded the following
facts. The Smith-Hughes Act of 1917 anwd the George-Deen Act of
>1957, though formulated for the improvement of vocational education,
gidestepped the clerical field, In the original GeorgeéBarden
bill of 1946 was an allotment of $4,000,000 to be used for office

training programs., However, bhafore the passage of the bill, the

71 Frederiek ¢, Wichole, "Criticism, Comment, and Challenge,*
Journal of RBusinsss FTducation, XIV (November, 1938), 28-29.

72 Carl H. McKenzie, “Cooperation Between Business and
Bducation," Journal of Business Education, XXI (June, 1946}, 11-12.
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provision for office training programs was taken out. "Failure
to focus attention on the fact that office training is in dire

-

niecd of improvement and that even a token alloitment would have
been @ great help is a major cause of the climination of the planned
allotment for office traininga"75

Herbert Tonne reported in November of 1946 that some money
was beihg allocated to offTice itraining under the divergified
gecupations plan, “Under this pracedﬁre, howevér, the high
school cooperating students who work in offices get tholf gchool
training along with thoss who work in hotal&, 1n&r1as, and indus- v%;
trial shops, A8 such, it does nct take much\lm@glnatLov 1o

digcover how meaningless this school training is.“74

Summary
Resesarch into the history of clerieal practice during the
first fifty years of the twantieth century has revealed many facts.
A number of generzlizations concerning these facts are ypressnted
nere,
l. The clerical training courze has been taught under a

e Wa i ]

wide variety of titles including secretarial practice, office
training, clerical practice, and, most commonly, office practice,
2, The aims and objectives of the clerical practice course
vary from situation to situation. The subject mattsr and equiyment
used have depended upon community and individual needs, the type

of sechool, and the funds available for clerical training.

73 Herbert 4. Tonne, "Notes by the Tditor," Journal of
Business .ducatlon, ¥XII {October, 1946), 7. '

- ?4 Tonne, ®Hotes by the Bditor," Journal of Business ZGducation,
XXII {Wovember, 19 46) 5 7. :
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C 5 Little similority hos existasd concerninz the tize alloted

by

te the tenehing of cleriecal praectice and the credits to bhe given

£x

upon completion of the course, The olacement of clerieal uwractice
in the sleventh or twelfth ysar of schooling has bocome & gensrally
agegpted procedure., Vhen meny pupils did not continue their
schiooling to the twelfth ysar, clerical nractice courses wore
offered in the junior high schools or the ninth and tenth grades

of high schools,

4, Teacher reguirements for the ecleériesl practice course
have been lamproved through the years by the raising of standards
by state deporiments of esducation,

S, The clsrical practiece sourse ils taught uncer differant
plans:  the rotation plan, the model office plan, the serviee
bursav plan, the battery plan, the integration plan, and the
eooperastive plan.

8. Through the ysars guf?@ys Of‘V%riQMS types have been
conducted--govarnmental bicnnisl surveyvs of clerieal itraining
courses, clerical occupntion surveys,; assocliation surveys of
clericel treining needs, reperits by individusls on time and wmotion
gtudiss of elzrieal workers, and status surveys of office practics
in certain cities or piatss, swong othera.

7« Durine the first Fifty ysars of the twentiath century,
Jongregsional appropriations for the support of office training

programs have bsen very small.



CHAPTER IV
THE GROWTH OF CILEZRICAL PRACTICE ACCORDING 70 PUPIL EWROLLMENTS

AND THE NUMBER OF SCHOOLS OFFERING THE COURSH

This chapter relates the growth of c¢lerieal praétice as
revealed by various statistical surveys., The material has been
organized under two main headings: (1) pupil enrollments in office
practice as compared with enrollments in other business subjects
and (2) number of schools reportingvoffice practice and pupil

enrollments in office practice in various years,

Inrollments in Office Praectice and in Other Business Subjects

Table I gives figures on the number of students enrolled in
certain business subjects in public high schools of the United
States for the yearg 1822, 1928, and 1954.1 In 1922, a total of
7,721 pupils were enrolled in office practice and 40,848 pupils
were enrolled in the course in 1928, representing a 529 per cent
increase, By 1934 the number enrolled iun officé practice had
grown to 72,072, representing an increase of $33 per cent over the
1922 figure of 7,721 pupils,

aAceording to the dats in Table I, enrollments in each of the
subjects which contribute to the preparation of students for
hookkeeping and stenographic positions--bookkeeping, shorthand,

and tvpewriting--far exceeded the enrollments in office practice

1 pederal Security Agency, U, S. Office of Rdueation,
Biennial JSurvey of Zducation in the United States, 1936-1938,
Bullatin, 1940; ¥o. 2, D. 24.




TABLE I

NUMBER OF STUDENTS ENROLLED IN CERTAIYN BUSIWESS SUBJECTS
I PUBLIC HIGH SCHOOLS OF THE UNITED STATES, 1922-1934

Subject 1022

1928 1934
Bookkeeping 270,517 309,138 442,933
Shorthend 191,901 251,631 404,237
Typewriting 281,524 439,379 749,315
Commercial Avithmetic 31,688 201,287 220,688
Commercial Law 19,611 76,434 144,342
Commereial Geography 36,616 140,246 178,408
Commercial History 8,307 5,321 8,614
Penmanship 36,667 21,647 11,665
Offiee Practice 7,721 40,848 72,072

Elemsntary Pusiness Training evesreo

275,332

Note: In the Blomnisl Survey of Zducation, 19226-1928, it was stated
that enrollment figures by subject in commercial courses were not

collected by the buresu until 1915,

The figures for 1915 have

81

not been ineluded in this tsble as bookkeeving was the only subjeet

on vhich date were given.

So tables on pupil enrocllments by business subjects were compiled

by the govermaent after 1934.



in the years covered by the survey.
The popularity of the thres subjects just nemed is in shozi

fable II which gives the nuwnber and percentags dlg-
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tribution of male and femals workers gainfully emvleyed in office

. -

pogitions between the years 1890 and 1946,% It is 4o be noted

vhant in Teble IT uot only clerks but hookkeepers, coshicro,

VA I

accountants, messengers; office boys and zgirls, stenogranhers, and

typists are included under the category clerical occupntions.

Clerical, ag used in this study, doey not include bookkeseyers and
stenographers.

An examination of the figurss in Table II shows thet between
1870 and 1240 Fifty per ceunt or more of those sngaged in office
occupations were clerks, except in the vear 1910, when the percent-
age was about 44, Bookkeepers, cashiers, &nd accountants

x

comoprised o meximum of 29,8 per ceent of the total number in offiee

w

occupations during the seventy-yesr periocd. Stenographers and
tyvpists showed aun even lower perceuntage then bookkeepsrs, cashiers,

and sceountants in the number employed, the highest percentage for

stenographers and typists being 22.9 in 1940. Speaking on this

point in 1949, Alten B. Parker Liles said, “In gpite of the admon-
ition of educational leaders, the facts revealed by ressarch, and
by employment trends, shorthaund, bookkeeping, and typowriting

have comntinued to lead the list in business enrollments iun

2 1, Dewey Anderson and Percy £, Davidson, Occupational
Trends in the United States, p. 584,




TABLE 1II

NUMBER AND PERCENTAGE DISTRIBUTION OF GAINPUL WORKERS, MALE AND FEMALE
I CLERICAL OCCUPATIONS IN THE UNITED SlﬁTFB, %70-193@

Group W70 1830 1890 1900 1910 1920 1930 19400
Bockkeepers, T o o
Coshiers, and  No. 61,740 105,575 159,374 254,880 486,700 734,688 930,648 931,308
Acecovntants Po Gto 19.8 - 1909 » 1902 2{205 ‘ 29.8 24,09 2‘!‘.&.3 K 20.1
Clerks (except o 241,432 396,310 536,164 696,338 720,498 1,487,905 1,997,000 2,555,886
in stores)® P. Ct. T7ed T T0.6 61.3 B Y 5044 52.1 © B5.5
e BAT 13,985 51,355 T,6022 105,035 113,028 90,379 68,276
BOYS and Girlg P. Gto 2.8 2.6 602 \3-3 6.6 | 3.% 2.4 lu5
Stenographers Tio. casenes 14,713 33,418 112,364 316;693 615,154 811,190 1,056,836
and Typists PoCbe  eoveees . 2.8 4o 99 1944 20,9 2.2 22.9
Totals Ko, 311,859 531,083 830,311 1,135,204 1,631,926 2,950,760 3,829,217 4,612,356

Fe Ct. 100.0 - 100.0 1@0.0 100.0 '100,0 100.0 100.0 - 100.0

Wote: 2 Owing to census classification difflculties, figures for each deCa&e prior to 1910 include some
clerks in stores as well as. gener&l clerks. For that rcason, the series ig elosely comparable only
from 1910 to 1930. ' ' : 2 S

Note: © Figures for thie Gﬁlhﬂﬁ vere taken from the United States Depertment of Coamerce, Zixtesnth Census
of the United States, 1940, Volume IIL, quﬂtud in Liles, Some Pagetors in ithe Training of Clerical
Horkers, p. 13.

g9



gacgﬁdary business education even until the present time,*d

A study of curriculsr offerings and enrollments in 1,684
publie sechools and 113 nounpublie schools in the North Central
Association of Collegss and Secondary Schools was m&de in 1925.4
The results are shown in Table IIX.  Tﬁe,data in this table show
that 9,527 students were enrolled in officé practice in 1925.
This nuaber represented only l.4 per cent of the total school
enrollments and 3.1 per cent of those enrolled in thaAbuainsss |
dayartments; on the other hand, typewriting, steﬁegraphy; and
bookkesping, collectively, attracted 34.5 ?ér_cent of the school
enrollments and 75.7 per cent of the business depariment enrollments;y

In reforence to the information given in Table III, C. O.
Davis explained that the subjects for which statistics wore given
were not the only business gurriaular afferings but were chosen
ag being_represenﬁaﬁive of all the businéss subjadts»included in
the studye.

" The enrollment figures for certain business subjects in
Virginiats 293 high schools for 1948 are presented in Table IV,SK
The tatulation shovs that only 971 pupils in 29 of the 293 schools
werd pursuing office practice. It may be noted from the data in

Table IV that bookkseping, shorthand, and typewriting lead in the

3 Liles, Some Fuctors inm the Trailaning of Clerical Workers,
P:) - 17 "'18 ® 7 ) ) )

4 ¢. 0. Davis, The Balance Sheet, IX (February, 1928), 4.

v 3 Louise Moses and A, L. Walker, "Virginia Develops a Program
of Wounstenographic 0ffice Training," Business Tducation World,
{(ilovember, 1949), 11%. . )




TABLE I7I

OFFERINGS AND ENROLLMENTS IN SELECTRED BUSINESZS COURSES IN 1,684 PUBLIC SCHOOLS AMD 113 HONPUBLIC SCHOOLS
N Iil THE HOKTH CENTRAL ASSCCYATIOW OF COLLEGES AND SECCHDARY SCHOOLS, 1925
Humber of fumber of Total Per Cent of Per Cent of

Subi Boys Earoclled Girls Enrolled Enrollment Total Sehocl Total Business
Ject
Earollment Department
« Enrollnent
Typewriting 27,179 73,900 101,079 149 32.7
Stenograpvhy 12,851 56,840 69,691 10.3 22.5
Bookkeeping 24,760 38,574 63,334 93 20,5
Commereial Arithmetic 17,118 25,338 4£2,456 6.3 13.7
Commereial Geogranhy 10,848 12,359 23,208 3ed Te5
Office Practice 3,024 %5603 9,627 el 3.1
Totals 95, gt 213,6}—‘3& 3099395 4506 100.0

haxs

L

ote

Thig table should be read as follous:
making a total enrollment of 101,079 pupils.

In typewriting 27,179 beys and 73,900 glrls were enrolled,
The total eonrollment in typewritiing represented 14.9 -

per cent of the tetal school enrollment and 32.7 per cent of the totasl busineass deparitment

enrollmsent.



TasLE IV

FET r}—}

ENROLLMERT PIG
I VIRGIN

TUHES POR CERYVAIN BUSITHAESS RURJIECTS
i

IATS 293 HIGH SCHOOLS, 1948

Humber of Schools Subjecs Humber of Pupils

Inrolled

281 Beginning Typewriting 13,967
232 Advanced Typewriting. 5,351
220 Beginning Shorthand I, 280
109 Advanced Shorthand 1,57k
166 Beginming Bookkeening 5,065
L3 Advanced Bockkeeping L60
o8 Gﬁnoral Businecss h,#ﬁB
1 Filing 22
29 Office Practice 971

19 Work-53tudy Program 100
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number of enrolled pupils,

The results of this survey of business subject offerings in
Virginia's high schools were used as a basis for the development
of a program of nonstenographic office training. During the 1948~
1949 school year, 15 high schools provided nonstenographic office-
training programs for about 225 students, "It is expected that
six, seven, or eight more high schools will be added to the pro-
gram each year until all the communities evidencing a need for

cooperative office~training programs have been serviced,"6

Number of Schools Reporting Office Practice and Pupil
Enrollments in Office Practice in Various Years

The statistics in Tables V, VI, and VII reveal the number of
high schools reporting office practice, as woll as the number of
pupils enrolled in office practice in each state of the United
States and the District of Columbia for the school years 1921-1922,
1927-1928, and 1933-1934,7 It may be observed that in the 1922
survey only 21 states reported offerings in office practice, whereas
in the 1928 survey lNevada and New Mexico were the only states
which reported no office practice statisties, In 1933-1934 every
state submitted figures on the number of schools reporting office
practice and the pupil enrollments., A comparison of the 1921-1922
and 1927-1928 figures on the number of high schools reporting

6 TLouise Moses and A. L. Walker, "Virginia Develops a Program
of Nonstenographiec Office Training," Business Education World,
(November, 1949), 119.

7 vU. S. Department of the Interior, Office of Zducation,

Bienni Surve g;:Eduoatign, 19%8‘19%%. 1926-1 s 193219343
Eﬂfﬂ'ﬁu » Da 653 » P 3 38, D. .



TABLE V.

‘, NUMBER OF SHCOUDARY BTUDENTS IN PUBLIC HIGH oﬁnOOL*‘
PGWSUIEG OFFPICE PRACTICE IN 1921-1922

State | Number of Enrollment

Schools Reporting Boys = Girls

) Alabar’]? - . : LK & L ' e e
AI‘l ona . et w ) . b ) tt .l [
Al‘l’laﬂSaS - L . n-  eeawy

- Galifornia ' 27 ' 170 - 506
- Colorado 2 v 5*» RS X&'
Connecticut 5 6. 282
. Delavigre . ) i w . e e rwa
D. C\c e L ‘v.. . .»".’
FlOI’ida . P E 'qv : o E Y
Georgia o 2o vee eeee
Idab;@ ) L ».';- » TaE e bew
Illinois , 3 9. 85
Indiana o L - ho C 98
Towa i e ' e s
Kansas : - 1 cun 3
Rentucky - v e Cene s
Loui Si&na X "_t L] x Qe 1-' .
Maine 1 6 3
Aua}; wriand o ‘ ) . aw c- o ¥ e
Ma aacnusetts 15 172 F 765

 Kichigan 2 50 - 78
| Minnesota R TR _ 33 - ho
-‘ IriSSiSSinpi » "..‘ bo'- - v'c“-nc -
¢ Missouri _ v 2 ‘ 6 25
" Montana . e . e e
. NebI‘aSI{a ov‘p . R v vees
N@Vafi& » oo PP 8 o8
New Hampshirve 1 2 3
New Jersey g - 2k 100
New Mexico “ve ver L emsws
Wew York 8 169 3,216
North Carolina v e R - e w b
NOI‘bh Dakota P P R E
‘Ohio 1 10 15
Oklahomg ces ces  eesen
Oregon 2 53 123
Pennsylvania 13 90 1,086
Rhode Island . on .%o YR
South Carolins ces ‘e e cedoa
South Dakotsa v e s a0 --;66

(Continued)



TABLE V {(Continued)

PUBLIC HIGH

192119

STHOULS

SEETRSE,

Numbey of
Schools Reporting

nrollme:

1t

Girls

Tennsssee
Texas

Utah

Veruont
Virginia
Washington
West Virginia
Wisconsin -
Wyoming

v e

Tobal




TABLE VI

HUMBER OF SECONDARY STUDENTS IN PUBLIC HIGE SCHOOLS
PURSUING CFPICE PRACTICE IN 1927-1928

State Hunber of , Fnrollment

Schools Reporting Boys Girls
Alabama L g 15
Arizona 5 10 - 23
Arkansas _ 2 2 -8
California , 127 5e8 2,480
Colorado 1l 30 121
Connecticut 23 85 bis7
Delaware 2 10 52
D. C. 3 132 136
Florida , 1% 29 - 91
Georglia - 7 Lo ‘ 7
Tdaho 10 31 ooz
- Illinois - 6L 002 413553
Indiana 36 77 502
Towa : 23 ' - 102 360
Kansas , 18 o I3 174
Kentucky 9 U6 136
Lounisians 2 sevae 195
Maine 21. R ¥ © 287
Maryland 12 219 398
Massachusetts 75 1,090 3,323
Michigan 61 38l 1,157
Winnesota 25 110 TLUT
Uississippi L N 113 3
Missouri 21 303 768
Montana , 5 13 68
Nebraska | 2l 180 366
Hevada , aw s cenas ireen
New Hawmpshire 29 108 34T
Wew Jersey 70 731 1,688
Hew Mexico e ew - resea
New York L7 965 i, 8hs
North Carolina 5 31 Q0
North Dakota 1 1 66
Ohio 68 68l 1,168
Oklahoma . 1l 8 159
Oregon 17 35 180
Pennsylvania 130 1,328 B:Qﬁé
Rhode Island 7 159 541
South Carolina 1 I 6
South Dakota 5 11 20

{Continued)
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TABLE VI {Continued)

HOMpPeR OF SECONDARY STUDENTS IH PUBLIC HIGH SCHOOLS
PURSUING OFFICE PRACTICE IW 1927-19208

y e o A S e et e LAY S e AT =

State Humber of Earollment
Schools Keporting Boys Givls

Tennessee

Texas

Utan

Vermond

Virginia

Washington
T

West Virginiag
ii

22 o1
7ly 19l
U 104

: 45
79 207
13 709

sh 177
209 651
26 31

=

OO 2 N =3 O
i_.i
s

»

{iscongin
Wyoning

Wy =

ot
v
H
)
\D
v
v
.
[ae

Total 31,530
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TABLE VII

72

OFFERINGS AND RECGISTRATIONS IW HIGH SCHOOL OFFICE PRACTICE
COURSES IN THE UNITED STATES, 1933-1934

e e
Number of . Enrollment
State Schools Grades 7 and O High;Schcol
Reporting 1-Yr. = §-¥r. 1-¥r. 5=Yr..
Course GCourss Course Course
Alabaws 1 vEvew e s essesa weovesa
Arizona 7 e w e . % & 169 'EEEERE
Arkansas 6 evarr  ews 13 - 107
California 18L cesee  mae 3,597 . 1,082
Colorado 23 evees ‘s 130 10
Connecticut L1 cesoa e 1,806 1,08
Delaware 3 ceean  ssw 127 a
D. C. 10 527 325 216 273
FlOI’ida 7 LA IR se . 70 . 23
Georgia 6 e e . . 206 68
Idsho 19 cewas ki 171 L3
Illinois 53 ireew  awe 2,957 1,470
Indian.a 69 wea e > 772 : 98
» Towa L[,B e he e a )_{;83 ?5
Kansas L2 chsee  aee 459 138
Kentucky 15 consy 97 156 395
Louisiana 6 crvee e 395 10
Maine 26 vosas .ba 430 351
Maryland 16 - 22 152 720 160
Massachusetts 103 85 enu 8,537 . 75
Michigan 63 eeves - 1,285 86
Miinnesota 28 head oee 92?' 683
Mississippi 8 ceons s : 1
Missouri 26 caves cen 13&71 61l
Montana 10 cesee .ue 97 28
Nebraska Lo chees - 1,041 2568
Nevada 5 cease - 17 1
New Hampshire Lo seaee A 766 cesens
New Jersey 117 cemae ces 5,037 889
New lMexico 5 - Cawdew cos 103 2
New York 57 ceves Lo 2,402 L32
Horth Carolina 11 73 o 260 13l
North Dakota 7 vose - 1y 30
Ohio 131 80 - 5,032 1,906
Oklahoma 22 comasn ver 2Ii5 léL
Oregon 18 P 5o 362
Pennsylvania 233 ceene e a,éoo 5,0&6
Rhode Island 10 70 osse 235

{Continued)
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TABLE VII (Continued)

OFFERINGS AND REGISTRATIONS IN HIGH SCHOOL OFFICE PRACTIGE
COURSES IN THE UNITED STATES, 1933-1934

R R B T v S e e e S R I,
Numbsr of , Enrollment

State Sehools Grades 7 and © __High School
: Reporting 1-Yr. g-Y¥r. 1-¥r. S{Ta
’ Course Course - Course  CGourse
SOuth CaPOIiI‘la 2 AL R R ) . 50 R I S ]
South Dakota o cesee  wes 137 1
Tennesses 5. Ceeees cas 137 55
Texas 30 33 105 L13 287
Utah 10 cesee  awe 173 12
Vermont 15 cenee cse 297 78
Virginia 12 cvare ses 722 270
Washington 68 ceeee  eee 1,410 523
West Virginia 2l 2L ... 533 93
Wisconsin 67 cesas .o 1,270 1,139
Wyoming 5 senve  awe Lo 9
Total 1,781 1,116 742 51,075 20,997

e e e e e e e e e e
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office practice shows that the 1,119 schools reporting office
practice in 1923 represented an lncreage of 965 per cent over the
116 schools which reported office practice in 1922, By 1933-1934,
a total of 1,781 schobls reported office practice, a 1,535 per
cent increase over the 118 schools repoerting office practice im
1922.

The nupil enrcollments in the 1921-~1922 and 1927-1928 surveys
were broken dowm into the number of boys and the number of girls
inrolled in office practice., The data given in Table V show that
970 boys and 6,751 girls were enrolled in office practice in 1921~

ms

he data revealed in Table VI sghow that 2,312 boys sud

3

1822,
31,530 girls were enrolled in office nractice in 1928-1929.
Tae pupil enrollments for 1233-1234 shewn in Tabhle VII ware
classified according to the placement (junior high and/or senior
high school) and the length of the office practice course, The
larger snrollments in both the Jjunior high scheools and the seniorxr
high schools weve im the one-yesr courses in office practice. In
193319234 juuior high students enrolled in the gne-year course
numbered 1,116 which was 374 more gtudents than the 742 studenta
enrollied in the halflf-year coursc, The nugber of senior high
schiool students eurclled in the ons-yoar course in 1933-1934 was
51,075 or 30,078 more students than the 20,937 students enrolled
in the halféyear COurss.
Tables VIII, IX, and X give statistical information on the
total number of students instrucited in courses in nmachine operating
and office practice in privete commereial and buéiness schools

of the United States in the school years 1924-1925, 1928-1929,



TABLE VIII

TOTAL HIUMBER OF STUDTNTS PURSUING MACKINI
OFFICH PRACTICA COURSHES IN PRIVATE CO

ATD DUSINESS SCHOCOLS I 192l-1925

Numbey of Enrollment in the Hoyollmend in the
State Schools Machine Operating Office Practice
Reporting Course Courss

Alabawma & 160 bl
Arizons n 218 12l
- Arkansas 3 Lo 85
California 22 191 1,051
Colorado 9 189 2,458
Connecticut i2 375 1,3L6
Delaware 1 6 Iy
D. C. Ly ceeoea L50
Florida é Iy 232
Georglia 6 217 1,073
Tdaho 2 0 81
I1llinois 27 L6 1,430
Indiana 18 230 2,372
Towa 1b 636 1,125
Kansas B 155 1,166
Fentucky iz 301 ,7?
Louigiana 3 1 15“ ‘ 9008
Maine & 82 ’ 220
Maryland N - 20 269
lagssachusetts 21 o51 _ 1,353
iichigan 15 87 537
Minnesota 11 383 333
Mississippi Lo o5 o5
Vissourl 1 ' 88iy L5877
liontana 13 569 ; 7180
Hebraska 7 20U, Lob
ew Jersey & 1l 175
N@w exico 1 3 cesue
Hew York 50 2,052 5,675
NOPtb Carolina 5 17 60
North Dakota 3 62 L7
Ohio 20 1,078 2,557
Oklahorma o 11 : GO0
Oregon i o1 212
Penmsylvania 36 1,129 ly,237
Rhode Islond b ceves 115
ouch.bnroli I cenes 103

{(Continued)
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TABLE VIII (Continued)

TOTAL WOMBZR OF SPUDENTS PURSUING MACHINE OPERATING AND
OFFICE PRACTICE COURSES I¥ PRIVATE COMMERCIAL
ARD BUSINESS SCHOOLS IN 1924-1925

Number of - Enrollment in the Earollment in the

State Schools Machine Operating CfTice Practice

3 Reporting Gourse Course
South Dakota 1 L2 36
Tennessee o 279 968
Texas 19 632 A 1,521
Jtah 2 066 270
Virginia L L6 103
Washington , 10 - Lsl ‘869
West Virginia 9 » ceeen , 08
Wisconsin 7 117 116

Total L53 15,270 39,897




TABLE IX
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TOTAL NUMBER OF STUDENTS PURSUING MACHINE OPERATING AND
OFFICE PRACTICE COURSES IN PRIVATE COMMERCIAL

AND BUSINESS SCHOOLS IN 1928-1929

Number of

Enrollment in the Enrollment in the

State Schools Machine Operating Office Practice
Reporting Course Course
Alabama 7 127 1,252
mzﬂn& 0 esenae sases
Arkansas 7 13 1}y
California XL 321 1,033
Colorado 6 93
Connecticut 5 s ess 5?1]-
Delaware ers e R
Do C. 5 e e s "eese
Florida- 1 L 2
Georgia L seeee 369
Idaho 2 15 90
Illinois 18 632 710
Indiana 5 173- 1,206
Iowa 10 30 g&g
Kansas 8 31
Kentucky Iy 8 3] N
Louisiana L 10 629
Maine 2 115
m:.m 2 secee
Massachusetts 16 1,358 l,go
lﬂ.ﬁhigan m sesae 9
Minnesota 3 37 170
Mississippi 2 caven
Missouri 8 600 88
Montana 3 157
Nebraska 5 239 232
New Hampshire 1 39 39
New Jersey % 27 162
New York 2 398 2,189
North Carolina 3 30 201
North Dakota 2 i 28
Ohio 23 602 1,677
Oklahoma 5 117 1.36g
Oregon 3 23 12
Pemnsylvania 30 627 2,&52
Bt foked, 4 6 116

(Continued)
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TABLE IX (Continued)

TOTAL NUMBER OF STUDENTS PURSUING WACEINE OPERATING AND
OFFICE PRACTICE COURSES IN PRIVATE COMMERCIAL
LND BUSINTSS SCHOOLS IM 1928-1929

—rr
s =<

Number of Enrollment in the Enrollment in the

State Schools Hachine Operating Cffice Practice

Reporting = = Course Course
South Dakota 2 oo L7
Tennesseoe 12 118l 797
Toxas 1Ly 803 1,211
Vermont 1 2 covas
Virginia 3 25 o2
Washington 7 103 1,215
West Virginia 5 ceeree - 625
Wisconsin 5 16 313

Total 307 8314-37 . . 21—1»3 &'?9




TABLE X

TOTAL WUMBER OF STUDBNTS PURSUINHG MACHINE OPLBRATING AND
OFFIL R

4T
NS 4

RACTI

COURSES Iu 543 PRIVATE COMMERCTIAL AND
BUSINESS SCHOOLS IN 1932-1933

Enrollment in the

e

Enrollment in the

State HMachine Operating Office Practicse
Course Course
Alebama 'Eé 139
Arizona 346 295
Arkansas 250 217
California 835 1,611
Colorado 1ﬁ9 113
Connecticut 557 067
Delaware sseae crens
D. C. Loo L70
Florida 33 216
Georgia 92 749
Idaho 12 ceree
Illinois oL, 1,360
Indiana 15l 690
Towa 108 L65
Kansas 195 1,008
Kentucky 20k Lol
Loulgiana saves 52
Maine 353 312
Maryland 67 iy
Massachusetts Li57 1,034
Michigan 290 1,500
linnesota L10 66%
Mississippl ceens 15
Missouri 50 1,516
Hontana 201 200
Nebraska 51 181
~ Wew Hampshire 208 129
New Jersey 01,166 1,062
Vew York 2,571 L, 702
North Carolina L3z 3
North Dakota P §65
Ohio 1,%76 2,8L9
Oklahoma 31 1,730
Oregon o7 238
Pennsylvania 1,492 5,495
Rhode Island 51 67

{(Continued)
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TABLE X {Continued)

TOTAL NUMBER OF STUDENTS PURSUING MACHINE OPERATING AND
OFFICE PRACTICE COURSES IN Sh3 PRIVATE COMMERCIAL AUD
BUSINESS SCHOOLS IN 1932-1933

Enrollment in the Bnrollment in the

State Machine Operating Office Practice
Course Course
South Carolina 59 138
South Dakota 177 187
Tennessee 205 o 520
Texas 678 2,171
Ttah ) . es e . e e
Vermont Iy 13
Virginia 323 520
Washington 359 682
West Virginia 120 LoT
Wisconsin 215 Ll
Total v 16,2l 37,543

W
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and 1932-1933.8 The 1924-1925 and 1928-1929 records also contain
figures on the number of schools reporting mzehine operating and
office practice courses, The 1928-~1929 recard reveals a decruoaze
of 148, or 32 nar cent in the numbar of schools reporting machihe
operating and office practice courses aé'COmpared with the 1924«
1925 figure. The drop in the 1928-1929 pupil énrollm&ﬁts in
machine operating courses numbered 6,833 and in office practice,
5,018,

Thne 1932-1933 record in Table X reveals that the number of
private commercial and business school pupils enrdlleﬁ in machine
operating courses surpassed the 1924-1925 figure of 15,270 by
974 or 8.4 per cent and the number enrolled in office practiece
fell 2,354 pupils or 5.9 per cent short of the 1924-1925 figurs
of 39,897 pupils. |

For her master's thesis, Ruth Holmdahl sent questionnaifes
to four hundred high schools of the United States which offered
office practice in.their business educsation curriculs., She
racelived responses frowm 144 schools, 27 of whiceh reported no

office practice courges (despite the fact the 27 schools were

2]

clagsified as offering office practice in governmsntal surveys
and 12 of which gave too little information for the datsa to be
used, The guestiomnaires of five other schools were discardsd

hecause some jJjunior business training was taught in the office

practice eourses.

& y. 8, De epartnent of the Interior, O0ffice of Tducation,
Biennial Surveys of Education, 1924-1926, 1928-1930, 1932-19343
Bulleting 1926, p. 203 1930, . 143 1938, ». 20.
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In her questionnaire Miss Holmdahl asked whether the office
practice course offered was primarily clerical in content and, if
80, what the length of the c¢ourse was, - The results of her |
findinge on this guestion are shown in Table XI.9 Of the 100
schools reporting, 85, or 85 per csut, offaercd aﬁ cffiée practice
course which was primerily clerical in content., One semester
courses were carried on in 55 schools and two semester courses,
in 30 schools.

The growth in the numbsr of pupils enrolled in Wew Jersey
high schools in the ten~year period from 1929-1930 to 1938-1939
is depicted in Table XIL1.10 It may be seen from the data given
in the table that there was a steady incrszase in the number enrolled )
in office practice during ths ten-year period except for the sechool
year 1932-1933, when pupil enrslliments in office practice dropped
638 below the figurs of 4,035 for the previous year., By 1938-1939
a3 total of 7,495 more pupils %era enrolled in office practice
than were enrolled in 1929-1930, representing an inersease of

455,8 pe2r cent.

Summary
- To summarize the growth of clerieal practice according to
pupil enrollments and the number of schools offering the ecourse,

the following statements are presented,

9 Ruth P. Holmdahl, The Teaching of Qffice Practice In Public
Secondary Schools of the United States, unpublished master's
thesj.s 3 Do 300

10 Charles W. Hamilton, "The Teaching of Office Practice and
Off ice Machines," The National Commercisl Teachers Federation
Sixth Yearbook, p. 431,




iIMiRI CLERICAL

10@ HIGHE SGHO TED SYATES OW COURSES

] LERGTH OP COURSE

cass = T B

Size orf Humber of Nuwber of Per Cent Length of Course
School Schiools Schools Offering One Two
Group Reporting Offering Course Semester = Semesters
Course '
Group A
1-1di9 10 5 50 2 3
Group O ,
500-599 32 29 90 15 1l
Group © ' ' o '
1000-1999 39 32 32 23 9
Group D
2000 ovr
fore i9 19 100 15 ls
A1l Schools 100 8 85 55 30
ote: This table should be ad follows: Of 10 schools

per cent offer a course pi :;iy clez cal in caht@nt.
Two courses were one scmester in length and three were
23

as
reporiing with less Llaﬂ 500 enrollment, 5 schools or 50
rima
J gt
two sewmesters in length.



TABLE XII1

WUMBER AWD PER CENT OF PUPILS HHROLLED IN OFPFICE PRACTICE
IN WEW JERSEY HIGH SCHOOLS DURIKG TEE TEN-YEAR PERIOD
FROM 1929-1930 TO 1938-193% B

Total Number of Percentage of All High
School Year: Pupils Enrolled Schoel Pupils EBnrelled
in Office Practice in Office Practice
1920-1930 , 2,101 1.6
1930-1931 2 817 1.9
1931-1932 1,035 2.5
1932-1933 - 3,397 1.8
1933-193L 597l 3.0
193L-1935 6,435 3.1
1935-1936 6,509 3.1
1936-1937 7,331 3.5
1937-1938 8,225 3.9
1938-1939 94576 L5




1. Govermasntal surveys on the nuaber of students enrolled
in certain business subjscts in publie high schonls of the United
States Tor 1922, 1928, and 1934 revealed that ypupil enrollments

in each of the subjects--bookkesping, shorthand, and typewriting=-

s

=5y

far ciceeded the pupll earolliments in oifice practice.

¥,

2. Tablz II which gives the number and percentages distribu~
tion of gainfully caployed male and feomale workers im clerica
occunations from 1870 to 1940 shows that o much larger aumber of
celerks werc employad than ware bookikeepars, cagshiers, accountants,
gtenographers, and typists. Despite these employmsab records,
morse pupils wears enreolled in bookkseping and steéenographic courses
than were enrolled im clérical practice courses.

Se A Bbudy of curricular offeringy znd earollmsuts of 1,884
public schoole and 113 nonpublic schools in the Worth Central
Azsociation of Colleges and Secoundary Schools in 1925 disclossd

th of

ﬁ,

faet that office practice was taught to but 3.1 per cem
the total number of pupils eunrolled in the business departments
and to only 1.4 per cent of the total school enrollments.

4, In a survey’of enrollments in certain business subjects

oo

of Virginia's 293 high schools in 1948, it was found that office
practice was being taught in only 29 schools, Virginia has
recently developed a new nonstenographic office~training program
in arder to provide office training for more pupils,

5. The number of high schools in the United States raeport-

ma

tice in 1227-1928 wag 1,119, an increass of 945

[0}

ing offics

o

PEAC
per cant over the 116 schools reporting office »nractice in 1921~

o

1932, In 1935~1934 schools reported office practice numbered
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1,781, which represented an incrsase of 1,535 .per cent over the
116’$choolé reporting office practice in 19211922,

6. Student enrollments in machine opsrating and offiece
practice courses in private commercial and business schools for -
1924-1925, 1228-1929, and 1932-1933 showad = noticeable decrease
in the 1228-1929 survey as-camyared with the enroliments for |
1094 -1925. By 1032-1033 the mwaber of pupils imstructed in machine
operating surpassed the 1924-1925 figure of 15,270 by 974, or
6.4 per cent, while the number of pupils enrolled in office
practice fell 2,354, or 5.9 per cent, short of the 1924-1925 figure
of 39,897 pupils, ”

7. Of the 100 high.schools‘of the United States returning
Ruth Holmdahl's guestionnaire on office practice, 85 reported
their office practice courses as being primarily clerical in
content, Office practice was taught im one gemester in 55 of the
schools reporting and in two semesters in 30 of the sehgols;
reporting. | v

8, During the teun-yecar period from 19209-193C to 1938-1939,
the number of pupils enrolled in office practice im New Jersey
high schools steadily increased except for the schosl year
1932-1933 when pupil enrollments in office practice dropped 638

below 4,035, the figure for the previous year.
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CHAPTER V
FPIFDINGS AND COICLUSIONS

The findinzgs and conclusions presented in this chapter sre
based on the data given in the previous chapters of this study

on a history of claerical practice in secondary schools,

Findings

1. The growth of business education during the colonial
period (1635-1789) and the early national period (1790~-1820) was
characterized by business training throughbapprﬁntieeships, oy
attendance at evening schools; by instruetion from private
teachers, and from the reading of business textbooks by indivi-
duals,

E; The rapid growth of business during the ecarly and middle
parts of the nineteenth century created a need for more clerical
training facilities,

3. The first private schools designed exclusively for
business training were established during the experimental period
bvetween 1820-1850.

4, Indspendent business schools apd private chain schools
dcminated.the field of business training in the monopolistic
period which extended from 1850-1890.

5. Th

@

public high schools offered business training in
only arithmetic, peunmanship, and bookkeeping until the 1870's,
when shorithend, commercial law, c¢ommercial arithmetic, and busgi-

pness Torms waere introduced into the curricula.

6., Teacher reguirements for business courses have been
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improved since 1928 by the raising of standards by state depart-
ments of education. o |

7. Instruction in vemmanshin, arithmetic, and bookkesping
in the latter part of the nineteenth century included, in certain
caBes, experisnces commarable to thcaé found in sctusl
gituvations.

8. The elerical practice course has been taught under a
wide variety of titles including secrstarial practice, office
training, clsrical practice, and, most comuwonly, office vractice,
Furthermore, the subject matter presented under the same coﬁr%e
titles varies from school to school.

9., The clerical practics course has been tausght under
different plane: the rotation plan, the model office plan,_ﬁhe
serviee bureau plan, the battery plan, the integrated plan, and‘
the cooperative ﬁlén.

10. The aims and objectives of the clerical practice céurse

»

‘have varied from situation to situation. The subject matter
and eguipment used have depsnded upon community and individual
ﬁeeds, the type of school, and the funds available for clerical
practicé.

11. Clerical occupations surveys, surveys of existing office

ce gourses, and time and motion studies of eclerical

=

fis

pract
occunations have been conducted for the purpose of improving

eclerical practice courses.

=t

2. Congressional appropristions for the support of office
training programs have been very small,

' 13, Governmental and association surveys on the number of



tudents enrolled in certain business subjects im pudblic high
chools of the TUnited States in the years 1922, 1825, 1928, 1934,
and 1948 revoealed that pupil enrollments in each of the thres
subjects--hook kevpln shorthand, tJo citing-~far sxcesded the
pupil snrollments in office practics.

14. Statistics by Anderson and Davidson on the number and
pereentage distribution of gainfully employed male and Temsle
workers in clerical occupations from 1870 to 1940 showed that a
much lzrger numbsr of clerks were employzd than were bookkeepers,
caghiers, accountants, stenographers, and typists,

15, According to United States Office of Tducation

statistics, the mumber of high schools in the Unitzd States

..I

reporting office practice in 193 wags 1,781 schools, which

was a 1,535 per cent increuse over the 116 schools reporting

office practice in the 1221-182Z survey.

18, Student cnrollments in maching operating and office
practice courses in private commercial and business schools for

1024-1925, 1928-1029, and 1932-193% showed s noticeable decrease

3]

in the 1928-1%929 survey as compared with the enrollmenta for
1924-1525, By 1932-1933% the number of pupils instructed in
machine operating coursss surpassed the 1924-1925 figure of 15,270
by 974, or 6.4 per cent, while the number cf pupils enrolled in

office practice fell z,354 or 5.9 per cent shori of the 1924~1925

figure of 39,897 pupils.

Conclusions

1., The early apprenticeship system resembled the modern



clcrlcgl practice course in many respects.

2, The orivate business schools filled the need fof trained
gleriecal workers when the public high schools had not yeﬁ
introduced business curricula.

ess sducation GUTIlGUl& of tha 1820%ts listed wmany

s-s-

3. Bus
courses, the fundamentals of which are now ineorporated in the

clerical practice courses,

4. The existence of a wide variety of titles used iy
connection with clerical training courses denotes a need for sz

standardization of tarms

5. The adoption by schools of a clerical practice curriculum

cb

to parallel the traditional stenogra 91% and bookkeeping eurricula
may help standsrdize clerieal training course titles.

‘él Little agreement has been reached on the number of
gemesters the cleriecal practice course should cover or the amount
of credit that should be swarded for gsatisfactory completion of
the course.

7. The eost of office equivment may have prevented many
gchool systems from developing more desirable clericel practice
COULrSEeS.

8, The faect that proposed Congressional appropriations for

office training programs have not bean granted seems to indicate

Q

that business eduecators have failed to make known sufficiently well

the need for the improvemsnt and extemsion of existing office

9, Ststistical reports on pupll enrollments by subject and

by eleriecal occupations raveal that too few students have been
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trained in elerical duties to meet the need for elerks. In con-
trast the schools have probably been producing a supply of book-
keepers, sStenographers, and typists larger than has been

necessary to meet the demand.
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