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A PROGRAM OF ACCREDITATION FOR 
PRIVATE BUSINESS SCHOOLS

CHAPTER I 

THE PROBLEM 

Introduction
The basic justification for the continued existence 

of any business enterprise must be the service that enter
prise renders to its public. This concept is at least as 
applicable to the operation of private business schools as 
to the functioning of other service and merchandising busi
nesses. Competitive pressure is constantly exerted upon pri
vate business schools by secondary schools, colleges and uni
versities, and in-service education programs of business enter
prises. Thus, it is essential that private business schools 
maintain a level of educational service sufficiently out
standing to warrant encouragement and support from both the 
general public and the business firms which employ the grad- 
uates of such schools. The need to maintain effectively com
petitive status through offering the best possible educational 
service has for many years been recognized by leaders in the 
private school movement. It is with certain ways and means



of ensuring the best possible educational service that this 
research report is primarily concerned.

Historically, it was in the private business schools 
that much of the early experimentation was conducted which 
resulted in the development of sound business education cur- 
riculums in secondary schools and colleges. It was in pri
vate business schools that textbooks and appropriate teach
ing techniques were first utilized in the teaching of busi
ness subjects. In the early years of the twentieth century, 
public and private secondary schools and colleges were forced 
by their patrons to begin the offering of extensive programs 
of education for business. Since approximately 1920, the 
competition for students between the tax-supported educa
tional institutions and the private schools of business has 
been greatly intensified. In numerous instances private 
schools of business have been forced to close because they 
could not be maintained in the competitive circumstances.

In recent years, promotional activities involved in 
the increased competition for students have resulted in un
desirable recruitment practices in certain of the private 
business schools. Lack of forceful leadership and strong 
cooperative action has resulted in a wide range of opera
tional standards which have not been beneficial to the field 
of private business education. Currently, there are, in gen
eral, throughout the United States, only rather feeble 
attempts to improve the caliber of instruction, and other



facets of education in the private business schools have been 
restricted in a large measure only to the efforts of the 
individual school ovmers and managers.

Direct control over educational institutions in the 
United States is not exercised by the federal government.
It is true that the federal government does exercise some 
influence over the curriculums, content of subjects, and 
standards of achievement in a limited number of areas of edu
cation. In general, this influence is exerted only in educa
tional programs that are supported at least in part by fed
eral funds. During a meeting of the National Council of 
Chief State School Officers in December, 1937, the following 
resolution was passed: "resolved that the Office of Educa
tion be requested to recommend standards which may be used 
by the departments of education in the several states for 
the accreditation of post-secondary institutions."^ In re
sponse to this request for action, the United States Office 
of Education issued a statement indicating that it deemed 
standards generally applicable to be inadvisable if not im
possible for the following reasons:

1. Standards probably should not be the same in 
all states.

2. Standards for accreditation by various asso
ciations were already undergoing radical changes.

3. Specific recommendations which might slow 
up revisions are undesirable.^

^Fred J. KelJv et al, Collegiate Accreditation bv 
Agencies Within States, U. S. Office of Education, Bulletin 
No. 3 (Washington: U. S. Government Printing Office, 1949),
p. ix.

2Ibid.



Later, an advisory committee of chief state school 
officers was appointed to confer with the United States Com
missioner of Education. In May, 1938, this advisory commit
tee concluded, in effect, that the United States Office of 
Education should study the basic issue of accreditation in 
an attempt to discover where the state departments of educa
tion in general fit into the whole scheme of accreditation.

Direct control over educational institutions in the 
United States is exercised primarily by the various states. 
Each state provides for the chartering of educational insti
tutions of higher learning and for rather complete control 
of elementary and secondary schools. In a few states, a 
degree of control is exercised over private business schools 
through systems of licensing or legislation concerned prima
rily with the ethics in the operation of schools. It is 
evident that most states are much more concerned with the 
quality of instruction in public elementary and secondary 
schools than they are about instruction in institutions of 
higher learning. Because of the tendency to avoid direct 
supervision and control over the quality of instruction and 
the general operation of many educational institutions, there 
exists today wide variation in the circumstances surrounding 
the offering of instruction. Such variation, in some cases, 
exists within the relatively limited confines of a single 
state. It is becoming increasingly apparent that some means 
of identifying the extent of adherence to minimal stauidards
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of excellence by a school is mandatory for proper evaluation 
of educational achievement of students of that school. In
creasingly, schools of all types and levels are turning to 
accreditation.

It is true that the effectiveness of an educational 
institution may be determined in a variety of ways. However, 
some means for evaluating an institution quickly and conven
iently is needed by the lay person seeking to select an edu
cational institution to attend. Some reliable method of rec
ognizing the instructional standards maintained within an 
educational institution is required by a similar institution 
attempting to evaluate credits offered for transfer. Some 
means of selective evaluation of certificates of study com
pleted, as offered by prospective employees, is of real 
value to prospective employers. A strong, enlightened, gen
erally recognized system of accreditation is perhaps capable 
of serving all of these needs.

From the point of view expressed in 1940, by the 
United States Office of Education:

Accreditation in its complete sense includes 
the following: (1) the presumption of minimum stand
ards which the institution must meet in order to be 
accredited; (2) the visitation or inspection of the 
institutions to ascertain whether they are complying 
with the minimum prescribed standards ; and (3) the 
issuance or publication of a list of accredited 
institutions.^

^Ibid., p. 3.



More recently, accreditation has been defined by the Ameri
can Association of University Professors as follows:

Basically, accrediting is the process whereby 
an organization or agency recognizes a college or 
university or a program of study as having met 
certain minimum qualifications or standards.^

According to Good, an accrediting agency is:
an organization that sets up criteria for judg

ing the quality of educational institutions, deter
mines the extent to which institutions meet these 
criteria, and issues some sort of public announce
ment concerning the institutions found to be of 
acceptable quality; may be either a governmental 
bureau such as a state department of education, or 
a voluntary organization, such as a regional asso
ciation of colleges and secondary schools.^

Accrediting agencies fall into two broad categories—  

regional and professional. Regional agencies for accredita
tion normally investigate and judge an institution as an 
entity. Evaluation is usually based on such elements as aims 
and programs, administration, finance, library, instruction, 
and personnel services.

Professional accreditation agencies differ primarily 
in that specific areas of study within institutions are ana
lyzed and evaluated. Quite often the professional accredit
ing agencies operate on a national basis. The accreditation 
of private business schools undoubtedly should logically con
tain some of the elements of both categories. It appears

^William K. Selden, "Accrediting— What Is It?" AAUP 
Bulletin, XLII, No. 4 (Winter, 1956), p. 630.

^Carter V. Good, Dictionary of Education (New York: 
McGraw-Hill Book Co., Inc., 1945), p. 5.



that accreditation for private business schools should in
volve evaluation of schools as entities and evaluation of one 
field of learning— education for business.

In the State of Oklahoma, there is currently no leg
islative control over the standards of operation of private 
business schools. At various times, proposals have been 
made to enact legislation concerning the control of certain 
standards of operation. It is entirely possible that in the 
relatively near future some legislation will be enacted, at 
least to control solicitation of students by schools domi
ciled in other states. If, in Oklahoma, a plan of accredita
tion is accepted as the most desirable method for controlling 
the operations of private business schools, extensive legis
lation governing their activities may not be required.

The Oklahoma Association of Private Business Schools 
has long been interested in the improvement of standards of 
private business education in Oklahoma. In recent years, on 
numerous occasions, the a_ssociation has studied intensively 
various ways and means of accomplishing improvement in ethi
cal practices and standards of education among member 
schools. A sincere desire has been demonstrated by the group 
and by individual members to develop school programs that 
will better serve society and achieve rewards commensurate 
with the service rendered. The program of accreditation de
veloped and reported in this study is further evidence of 
concerted action by the Oklahoma Association of Private
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Business Schools in order to promote better business educa
tion in Oklahoma.

In the spring of 1955, a committee composed of five 
individuals representing the private business schools, the 
University of Oklahoma, the State Accrediting Agency, and 
business and industry met in Oklahoma City to consider prob
lems relating to accreditation of private business schools. 
The committee quickly reached the conclusion that adequate 
accreditation could be achieved only on the state level with 
the Oklahoma Association of Private Business Schools sponsor
ing an appropriate program. The committee was encouraged in 
its efforts by representatives of the Southwest Private Com
mercial Schools Association, the National Association and 
Council of Business Schools, the State Accrediting Agency, 
and individuals who were concerned with the adequacy of 
veterans training as offered in private business schools.
It was only after careful consideration of the recommenda
tions of the committee and study of the general implications 
of accreditation that the author of this report became deeply 
interested in the development of appropriate measures and 
facilities for an accreditation program for the private busi
ness schools.

Statement of the Problem
The problem of this research investigation was to de

velop a program of accreditation adequate to serve the



immediate needs of the private business schools in Oklahoma 
and to provide a basis for long-range continuous up-grading 
of the standards of operation in the accredited schools.

From the outset, this study has been designed spe
cifically to include: (1) the isolation of essential elements
in the offering of adequate programs of education for busi
ness at the thirteenth and fourteenth grade levels, (2) the 
development of adequate, .criteria for determining the extent 
to which the principles are adhered to in the operation of an 
individual private business school, and (3) the development 
of adequate guides, instructions, procedures, and forms for 
the implementation of a state-wide program of accreditation 
of private business schools.

The proposals and specific program of accreditation 
developed in this study are the result of scholarly study, 
scientific research, and careful consideration of conditions 
common to the operations of private business schools through
out the United States. Consequently, the fundamental prin
ciples of accreditation presented in this study might well 
constitute the basis for control and improvement of private 
business schools in states other than Oklahoma.

Sources of Data
The chief source of data for this study was the lit

erature applicable to the various significant elements re
lated directly and indirectly to the problem. The literature
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consisted of periodical reports in magazines, bulletins of 
various organizations, yearbooks of educational associations, 
educational monographs, and so forth. In addition, the lit
erature involved in this study included professional books 
dealing with curriculum, guidance, student recruitment, 
methods of instruction, and educational administration. 
Moreover, government publications, research reports, guides 
to educational evaluation, and numerous other miscellaneous 
kinds of literature were studied at length.

These various kinds of literature were carefully 
analyzed and interpreted in terms of: (1) general informa
tion about the character of education for business, (2) the 
historical development of education for business, especially 
in private business schools, and (3) the historical develop
ment of currently accepted principles, techniques, and pro
cedures of accreditation.

Private business schools in Oklahoma, and several 
other states, constituted another source of data for this 
study. Much information was gained through study of the 
brochures and bulletins of individual private schools, from 
interviews with personnel from numerous schools, by means of 
conferences with groups of school administrators, and from 
extensive correspondence by means of which specific questions 
were answered. A most productive source of information was 
the committee which first considered the problem of accredi
tation of private business schools in Oklahoma and which has
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continued to function since 1955, as an aid to the develop
ment of the total plan of accreditation presented in this 
report.

Procedure
The procedure followed in the development of the 

program of accreditation presented in this report was the 
result of combining practical capabilities with theoretical 
desirabilities. In conducting this study^ which was facili
tated by the goodwill and cooperation of a relatively large 
group of business enterprises,and businessmen, it was neces- 
sary to vary from certain common research procedures because 
of the peculiar circumstances. The circumstances involved, 
however, in no way hindered objective accumulation and 
reporting of data.

The first step taken in the procedure for this study 
involved a survey of all available literature relative to the 
historical development of the private business school move
ment and public school business education, the general topic 
of accreditation, and the specific topic of private business 
school accreditation. This survey revealed that, while a 
considerable amount of space has been given to accreditation 
in general, it is primarily centered around educational insti
tutions considerably different from the private business 
schools in method of operation, organization, and general ob
jectives. However, this survey provided valid guides to
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specific development of the program of accreditation pre
sented in this report.

Based upon the information gained in the survey 
above, the second step involved development of the essential 
elements in the offering of adequate programs of education 
for business at the thirteenth and fourteenth grade levels.

The third step involved determination of the appro
priateness of the essential elements as they were presented 
for evaluation to private business school representatives, 
the committee considering accreditation, and to the private 
business school owners and teachers in an annual meeting. 
Revisions were made in the essential elements where weak
nesses were determined or where suggested improvements were 
acceptable. The original statements of essential elements 
were revised and strengthened by means of this validating 
procedure.

As a fourth step, tentative criteria were developed 
for evaluation of schools to determine the degree of con
formity with the essential elements. The procedure outlined 
above, that of presentation to various groups for evaluation 
and improvement through revisions, was followed in testing 
and revising the criteria.

Following the development of criteria, the fifth step 
involved the development of a procedure for accreditation. 
This included the formulation of an administrative organiza
tion and functional procedures. The methods indicated in
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step three above was again followed in testing and revising 
the procedure.

The necessary forms and other devices in accomplish
ing the evaluative process were developed as a sixth step.
The method outlined in step three above was again followed 
in testing and revising these forms and devices.

The seventh step in the procedure was the prepara
tion of a document for use by the accrediting agency in 
explaining the accreditation program and as a guide for the 
schools in preparation for individual investigaticn and for 
use by the investigators. Validation of this document was 
accomplished as in step three above.

In fulfillment of the need for and intent of this 
study, the completed program for accreditation was presented 
in October, 1958, to the Oklahoma Association of Private 
Business Schools for implementation.

The final step in this study involved the preparation 
of this research report.



CHAPTER II 

BACKGROUND INFORMATION

Initially, in this study extensive reference sources 
were consulted for historical information concerning business 
education, general business education in private business 
schools, and accreditation. The abundance of such informa
tion with respect to publicly-supported schools served to 
point up sharply the paucity of literature dealing with pri
vate business schools. Publications of the United States 
Office of Education provided a great deal of usable statisti
cal information and information concerning accreditation his
tory and practice. However, the information from this source 
dealing with private business schools was extremely limited. 
Historical information on private business schools from the 
Oklahoma State Board of Education was limited to a listing 
of schools and owners or principals from 1916 to date. Much 
valuable historical information was obtained through analysis 
of bulletins and other publications of private business 
schools, personal interviews with individuals long prominent 
in state and national private business school circles, and 
by correspondence with individuals directly involved in pri
vate business school activities. In addition to these

14
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sources ̂ selected books and periodicals were surveyed for 
usable historical information.

History and Development of 
Private Business Schools 

The history of private business school development is 
intertwined with the development of business education and 
the over-all development of education in the United States.
At times, the private business school's lineage is lost in 
the inadequacy of early literature and at other times it 
stands clearly as a point of strength in the educational 
field as evidenced by the literature available. The develop
ment of formal attempts at organization of associations of 
private business schools and the development of recognized 
standards of offerings and operations is even more diffi
cult to trace. In all probability, this difficulty stems 
from the fact that relatively little was done in this area 
until fairly recent times. Certainly this is also true of 
other fields of education.

The first formal attempts at accreditation as we 
know it today did not become evident until around the turn 
of the twentieth century. As is true in many fields of 
endeavor, the development of private business schools, as one 
area of the field of education for business, has been cou
pled with the development of other segments or areas of the 
same field. Progression and distinction of each segment
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does not appear constant and clear. Schools devoted to edu
cation for business were not developed in the United States 
until many years after certain skills and knowledges of busi
ness were introduced into schools designed primarily for 
other purposes. Thus, a history of the private business 
school must include a brief reflection upon the entire field 
of education for business. Knepper^ indicates that although 
there is no confirming record of it, there seems to be little 
doubt that bookkeeping, along with navigation or surveying, 
was taught in Boston and New York during the seventeenth cen
tury. Knepper further draws upon the Statutes at Large,
South Carolina, for a record of teaching arithmetic and mer-

2chants' accounts in the Carolines as early as 1710. The 
needs of the times, then as now, dictated the scope and 
extent of formal education for business. Thus, the offerings 
in the private schools of the colonial period were usually 
confined to the immediately useful minimum essentials of the 
office worker of that day. These offerings normally in
cluded the three subjects of arithmetic, bookkeeping, and 
penmanship. In terms of present-day standards the early 
offerings appear to have been extremely limited. However, 
even in the early stages, the characteristic of adaptability

nEdwin G. Knepper, History of Business Education in 
the United States. (Ann Arbor: Edwards Brothers, Inc., 1941),
p. 7.

2Ibid., p. 6.
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to need was evident in the instruction offered. Education 
for business has always included "vocational" objectives.
The preparation for business positions in the early days re
quired relatively little skill in the broader areas we con
sider essential today. It is evident that a few business 
subjects were taught in public as well as in private schools 
although separate schools only for business preparation were 
not prevalent. In the early eras many of the schools were 
somewhat temporary in location and existence. The develop
ment of educational facilities beyond the common school 
level resulted in the institution known as the "Academy."
The first such school was Franklin's Academy established in 
Philadelphia in 1749. By 1751, Franklin's Academy was offer
ing a variety of subjects including a number involving vari
ous elements of a business nature. The offering actually 
included

arithmetic, accounts, French, German, and Spanish for 
merchants, history of commerce, rise of manufactures, 
progress of trade and change of its seats, with rea
sons and causes.^

During the late 1700's and early 1800's, the academies in
creased in importance as college preparatory institutions.
The almost universal lack of consideration for business at 
the collegiate level during this period resulted in a decline 
in the importance of business education in the academies as

^Jay W. Miller, A Critical Analysis of the Organization, 
Administration, and Functions of the Private Business Schools 
of the United States (Cincinnati, Ohio: South-Western Pub
lishing Co., 1939), p. 16.
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their objective became almost exclusively preparation for 
college.

Generally, the vocational schools, during the tran
sition period around the turn of the 19th century, either 
dropped business subjects entirely or dropped all other voca
tional training to concentrate upon "commercial education." 
The early penmanship schools were beginning to decline in 
importance. However, some of these schools were turning to 
the teaching of business subjects and were becoming rather 
clearly identified as business schools. Many of the early 
business schools of importance were the outgrowth of former 
penmanship schools.

The establishment of definite dates for the first 
clearly recognizable private business school appears impos
sible. Knepper, in discussing the transition period from 
1820 to 1852, states:

Whereas at the opening of this period in 1820, 
there were few private business schools devoting full 
energy to instruction in business subjects, at the 
end of this period, there were a goodly number of 
such schools, and, what is even more important, the 
idea of a separate school for business training was 
generally accepted as both necessary and desirable.

Regarding the origin of the private business school, Reigner
states:

The writer of these papers is firmly convinced 
that to Benjamin Franklin Foster belongs the honor 
of originating the business school in the form which

^Knepper, op. cit., p. 35.
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it retained until stenography and typewriting-were 
introduced into the course early in the '80s.

Mr. Foster apparently established his school in Boston in
1827. In any event, by 1850 there v/ere approximately twenty
private business schools in the United States.

From 1850 to the first quarter of the twentieth cen
tury, the number of private commercial and business schools 
continued to grow. These schools were not uniform in their 
subject and course offerings or length of courses, but all 
were directed toward the preparation of students for voca
tional undertakings in the field of business. Numerous rea
sons may be suggested for the rapid growth in business edu
cation during this period. The number of private business 
schools and the number of students are difficult to determine 
accurately. The United States Office of Education reports on 
private business and commercial schools indicate a steady 
growth in the number of private business schools until approx
imately 1920 and a decline from then to the present. However, 
this information is subject to question because the numbers 
indicated in the reports are the numbers of schools replying 
to requests for information. Various factors indicate that 
only a small proportion of the schools in existence respond 
to such surveys made by the United States Office of Education.

^Charles G. Reigner, "The Private Commercial School? 
Origin and Development," The American Penman (June, 1912),
p. 118.
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In a recent speech, Mr. Clem Boling^ estimated that there 
were approximately 1,800 private business schools in opera
tion in 1938, and approximately 1,374 such schools in opera
tion in 1958. From the limited information available, it is
evident that in 1929 there were more than 2,000 private busi-

2ness schools in operation. It is thus apparent that there 
has been a substantial decline in the number of private busi
ness schools from the peak number of schools in the 1920's.

During the last half of the nineteenth century, the 
common schools continued in some instances to offer instruc
tion in bookkeeping and public and private high schools made 
minor contributions to business education. Evening schools, 
both of the private business type and the public high school 
type, provided a significant portion of the total business 
education offering. Perhaps one significant development in 
private school organization, popularization, and extension 
was the creation of the Bryant-Stratton Chain in 1852 in 
Cleveland, Ohio. By 1855, there were said to have been not 
fewer than 44 business colleges, in as many cities, associated 
with the Bryant-Stratton Chain. Although the Bryant-Stratton 
organization was dissolved in 1865, after approximately 13 
years in existence, it made distinct contributions in many

Clem Boling, speech made before the Oklahoma Private 
Business Schools Association, Oklahoma City, Oklahoma, Octo
ber, 1958.

2Miller, OP. cit., p. 18.
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ways. The chain provided rather broad concerted action in 
the promotion of business education. The general publicity 
given to business education by this chain aroused public 
interest in the field. Another significant aspect was the 
development and use of a series of business textbooks 
throughout the chain of schools. The use of these books 
aided in enhancing business education in scope and depth.

With the invention of the typewriter in 1873, the 
stage was set for the beginning of the office machine age.
The development of business combinations and the emergence 
of great business organizations brought rapid changes in the 
methods, scope, and needs of business. These changes were 
rapidly reflected in all areas of business education. The 
need for rapid production of written communications was sat
isfied through use of the typewriter. Early instruction in 
typewriting was conducted by the salesmen of the machines. . 
This was necessary as a part of their selling procedure.
The possibilities inherent in the typewriter and the oppor
tunities for training typists was quickly recognized by the 
private business schools. The quick adaptability of the 
private business schools enabled them to take advantage of 
the opportunity to establish rapidly courses of instruction 
in typewriting. The use of the typewriter seemed naturally 
to couple with the older skill of shorthand. The ensuing 
increase in the number of private business schools was accom
panied by a general broadening of the curriculum to include
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a fairly complete business background in commercial law, 
higher mathematics, surveying, banking, political economy, 
and life insurance in addition to bookkeeping, typeVwXiting, 
and shorthand.

According to a report of the United States Commis
sioner of Education for the .1893-94 school year, the public 
high school provided instruction for approximately one tenth 
of the business students while the private business schools 
provided instruction for approximately two thirds of the 
business students. The most obvious reason for the differ
ence in importance of the two types of schools is indicated 
by the fact that public high schools of that time were pri
marily interested in college preparatory work. With the al
most complete lack of business training at the four-year col
lege level, it is not surprising that the public high schools 
did not early emphasize the offering of business subjects. 
However, primarily due to patron pressure, by 1898 the public 
high schools were instructing approximately one fourth of 
all business students. A report in 1912 indicates that the 
number of business students in high schools at that time 
exceeded those in the private business schools.^

At the same time that high schools were making in
roads into the field of business education, there began some

^Annual Report of the Office of Education, Department 
of the Interior, 1911-12,(Washington: U. S. Government Print
ing Office, 1912), p. 585.
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offering of business education at the collegiate level. The 
Wharton School of Commerce and Finance was founded at the 
University of Pennsylvania in 1881. The University of Chi
cago established a School of Commerce in 1898. Within a 
very short time after this, a good many universities estab
lished schools of business or departments of business or 
offered courses in the business field.

A number of other types of schools began to offer 
education in the field of business during the early years of 
the twentieth century. The major types were; normal schools, 
correspondence schools, YMCA schools, university home study 
schools, vestibule schools, endowed schools, commercial high 
schools, junior high schools, and such other temporary 
schools as the continuation schools and evening schools. The 
listing of thèse schools offering instruction in the field 
of business education is indicative of the competition that 
faced the private business schools. It should be noted that 
many of these institutions were tax-supported and in many 
instances enjoyed a greater prestige than the private business 
schools because of their connection with the classical sub
jects. Some of these schools were not in direct competition 
with the private business schools even though they were vo
cational in nature. The vestibule schools, the YMCA school, 
and the home study school are examples; however, the public 
high schools did offer direct competition. During the lat
ter stages of the period ending aroxind 1920, the private
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business schools increased extensively in number and in 
enrolment. The public high schools increased relatively 
more in enrolment of business students, however.

The traditional role of the high school in the pre
paration of students for college entrance was, to some 
extent, a deterring factor in the development of business 
education at the secondary-school level. However, as the 
colleges liberalized their policies in accepting credit for 
admission to include business subjects, the situation changed 
rapidly. This acceptance, coupled with the pressure from 
high school patrons, caused an expansion of the offerings in 
the field of business education by the public high schools.

An era of transition in education was bounded by the 
years 1893 and approximately 1917. Prior to this period, the 
widely-accepted views of education were classical and not 
attuned to the changing needs of the society as evidenced by 
the radical economic and social developments. By the end of 
the era, educational views gave cognizance to the changing 
economic forces in the more modern society. These changed 
views were not yet sufficiently strong to change completely 
educational offerings and increase the flexibility of busi
ness education in public high schools to the extent necessary 
to keep abreast of or ahead of the needs of business. How
ever, the views were sufficiently changed to place severe 
limitations on the relative growth potential of the private 
business schools.
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Growth in the field of business education has been 

extensive in a relatively short span of time at both the 
secondary-school and collegiate levels. Due to the increase 
in business activity in the first quarter of the twentieth 
century f business education gained in importance as an area 
of knowledge and training worthy of consideration at both 
educational levels. Areas of study in the high schools which 
had less student appeal than business education seemed to 
push the vocational training to higher levels. Schools at 
the collegiate level prepared teachers for the secondary 
schools and thus gained in influence over the high schools. 
Business education at the collegiate level has had a major 
role in the development of better textbooks, improved methods 
of instruction, and curriculum development. However, Knepper 
wrote in 1941:

There would seem to be a fine opportunity for 
graduate schools of business education to contribute 
to the cause of business training at the lower levels. 
They might, for example, do much to bring up the 
standard of the business college instruction.^

The influence of education for business at the college level, 
along with business teacher preparation, has resulted in many 
improvements in the field. Perhaps the most significant of 
these improvements has been the development of aggressive 
leadership.

According to Dr. Frank A. Balyeat,2 an ardent Okla- 
home education historian, there were several private business

^Knepper, op. cit., p. 194.
^Personal conversation with Dr. Frank A. Balyeat, 

December, 1958.
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collèges in■opera±ion in the Oklahoma and Indian territories 
when he came to the area several years before Oklahoma state
hood. The Oklahoma Educational Directory for the school 
year, 1916-17, lists the following six private business 
schools: Tulsa Business College, Tulsa; Bartlesville Busi
ness College, Bartlesville; Draughon's Business College, 
Oklahoma City; Enid Business College, Enid; Hill's Business 
College, Oklahoma City; and Draughon's Business College, 
Muskogee. These six colleges were still listed as in opera
tion during the school year, 1957-58. The stability of 
tenure of the private business school in Oklahoma is not as 
firm as might be indicated by the continued existence of 
these six schools, however. The total number of schools 
listed through the years subsequent to 1916 ranged from 20 
in 1917-18 to a high figure of 27 in 1940-41, to a low of 12 
during the school year, 1949-50. As the total number has 
fluctuated between the extremes, the actual number of schools 
entering and leaving the field has been relatively large. To 
illustrate, during the three-year period from 1931-32 to 
1934-35, the total number of private business schools in opera
tion went from 24 to 23, as eight new schools entered the 
field and nine schools closed their doors. Primarily because 
the Oklahoma State Department of Public Instruction does not 
exercise direct control over the private business schools, 
the listing of these schools in the Oklahoma Educational Dir
ectory is subject to some inaccuracy as to the existence and
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ownership of schools. In evidence of this, the 1958-59 di
rectory of schools does not list one of the oldest and most 
aggressive of the schools— the Tulsa Business College. This 
weakness does not, however, invalidate information about the 
trends of numbers and dispersion of schools in Oklahoma

Information is insufficient to permit estimating the 
number of students or size of schools in Oklahoma during the 
period from 1894 to date. This information has been tradi
tionally considered confidential by the schools themselves, 
and even today the records of enrolments for past periods is 
vague. The United States Office of Education has reported 
only ten private business schools responding to its request 
for information for the school year 1917-18. The failure to 
report may have been due to any number of reasons. One 
reason is stated in the Biennial Survey of Education for
1916-18: "Several private commercial schools refused to
report this year on the grounds that other commercial schools 
exaggerated their enrollment in submitting a report."^ How
ever, those ten schools reporting from Oklahoma reported 15 
men instructors, 26 women instructors, for a total of 42 
instructors. The students enrolled totaled 2,908, of which 
1,698 were women and 1,210 were men. The average daily 
attendance was 905. As unreliable as these figures are (the 
Bulletin lists ten reporting Oklahoma schools and lists four

Biennial Survey of Education 1916-18. Department of 
The Interior, Bulletin No. 91, Vol. IV (Washington: U. S.
Government Printing Office, 1919), p. 404.
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schools not reporting for a total of 14 schools, while the 
Oklahoma Educational Directory lists 18 schools for a dis
crepancy of approximately 27 per cent), they are still indi
cative of the extent to which the private schools contributed 
to business education in Oklahoma. The three specific types 
of business education offered by these schools are listed for
1917-18 as: commercial course, stenographic course, and com
bined course. The range of time in months for completion was 
estimated to be from a minimum of four months to a maximum 
of eight months for the commercial course, from four to nine 
months for the stenographic course, and from seven to fifteen 
months for the combined course.^ This may be compared with 
the offerings of one private business college in its 1959-60 
catalog: -

Stenographic course, nine to eleven months; junior 
accounting course, nine to eleven months ; secretarial 
course, eleven to twelve months; executive secretarial 
course, fourteen to fifteen months; and higher account
ing course, twenty-four months.^

In order to provide a setting for the understanding 
of the private business school in Oklahoma, a brief histori
cal summary of two of the oldest schools is given. These 
schools were chosen as representative of not necessarily all 
of the schools which are or have been in operation, but 
rather as representative of those schools which attempt to

^Ibid., p. 495.
^Catalog of Enid Business College, 1959-60, pp. 8-12.
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provide sound vocational business education of the type uni
quely offered by private business schools.

One of the oldest knovm private business colleges in 
terms of continuous operation is the Enid Business College 
of Enid, Oklahoma, which was established in September, 1894. 
According to a letter from Elmo George,^ current President 
of the Enid Business College, a handbill issued at that time 
contained the following information:

The Enid Business College offers a full business 
course, including shorthand and typewriting.

Fall term opens September 11, 1894 $17
Winter term opens January 2, 1895 16
Spring term opens March 28, 1895 16
Life scholarship including a full

business course 40
Typewriting and shorthand per term 18

Write for catalogue. Address: ENID BUSINESS COLLEGE
Enid, Oklahoma Territory

The letter from Elmo George indicates further that 
the Enid Business College was foi.iJed by an itinerant penman. 
In 1896 or 1897, the school was purchased by a Mr. Stevenson, 
who was a distant relative of the present owner and operator. 
In January, 1904, Mr. J. E. George, who had graduated from a 
private academy in Mississippi and had clerked a few months 
in a general store, came to Oklahoma, attended the Enid Busi
ness College and began teaching in the schools. Mr. George 
became full owner of the school in 1906 and has remained 
active in the direction and teaching of the school to the 
present time.

^Letter from Elmo George, November 18, 1958.
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The Enid Business College has a history of develop

ment typical of successful early business schools. In the 
beginning the school had about 12 to 15 day students, and by 
1910 the enrolment was approximately 50 students. Although 
for several years the school offered training in telegraphy, 
the main subjects taught were bookkeeping, typewriting, arith
metic and rapid calculation, penmanship, and shorthand. Since 
there were no textbooks in common use during this early period, 
the teacher improvised problem material and instructional 
illustrations and wrote them on the blackboard for the stu
dents to study.

From the original average enrolment of 12 to 15 stu
dents, the number had increased to an average of nearly 200 
students by the end of World War I. In 1926 the school was 
incorporated as a non-profit corporation with authority to 
grant degrees in commerce for two-year courses. Although 
courses were gradually expanded and new subjects and machines 
were added, the second-year program was seldom offered prior 
to World War II. Subsequent to the war, the two-year account
ing program has been developed and maintained along with 
increased usage of machines and expanded offerings in busi
ness management, secretarial practice, filing, dictaphone 
operation, and the like. The continued growth in enrolment 
has made it possible for the school to be increasingly 
selective in the admission of students.
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Another of the older private business schools in 

Oklahoma is the Tulsa Business College, Tulsa, Oklahoma owned 
and actively managed by Mr. E. A. Guise. According to infor
mation available to the author, Mr. Guise is the oldest, from 
standpoint of service, owner-operator in active management of 
a private business school in Oklahoma. He became a full 
partner in the operation of the school in 1916 and full owner 
in 1944. The history of the Tulsa Business College, like 
the Enid Business College, is rather typical of the develop
ment of successful early business schools throughout the 
United States.

The Tulsa Business College was organized by a Mr. 
Justice in 1900. The educational background of Mr. Justice 
and of Mr. S. Maxwell Smith, who purchased the school in 1907 
and operated it as a sole proprietorship until 1916, is not 
known. However, Mr. Guise's educational background was per
haps stronger than most of the early proprietors. He earned 
a Bachelor of science degree from Rochester College in Indi
ana. He taught three years in a country school in Indiana 
and served two years in a consolidated school as principal 
before attending Logansport Business College at Logansport, 
Indiana. Following his completion of the accounting course 
of the school, he was employed by Indiana Business College 
for three years at Kokomo, Logansport, and Anderson, Indiana.

In 1914 Tulsa Business College was located on the 
third floor of a building with an area of 1,750 square feet.
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Soon thereafter the school moved to a larger building and in 
1918 the school was enlarged to 9,000 square feet of floor 
space. In 1927, a two-story, fire-proof building was erected 
with 13,300 square feet of floor space. In 1952 the school 
moved into its present two-story structure. The present 
building, consisting of 14,000 square feet of space, is fire
proof, completely air conditioned and is used exclusively for 
school purposes.

According to Mr. Guise,
Many years ago when high schools in Oklahoma started 

offering commercial courses, there was an extreme short
age of commercial teachers. In order to help supply the 
need for business teachers, Tulsa Business College was 
authorized by the State Department of Education to offer 
acceptable University credits in Accounting, Shorthand, 
and Typewriting. Numerous students who wished to pre
pare as commercial teachers availed themselves of the 
opportunity to earn these credits and apply them on nec
essary qualifications as commercial teachers.^

Mr. Guise indicates further that:
Until about 1920 the only subjects offered by our 

school were bookkeeping, shorthand, typewriting, arith
metic, English, spelling and penmanship for which the 
college received $90 for 12 months' training. Today we 
offer 12, 18, and 24 months courses, which include num
erous subjects such as: higher accounting, economics,
business management, real estate, business psychology, 
credits and collections, secretarial studies, and a 
broad training in modern office machines. Instead of 
getting $90 for a complete course, we now get $50 
monthly tuition m d  as much as $1,125 for a complete 
two-year course.^

The two foregoing illustrations indicate the types of 
private business schools which were in operation in Oklahoma

^Letter from E. A. Guise, December 15, 1958.
^Ibid.
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from before statehood to the present and the backgrounds of 
the founders. Another facet of private business school his
tory in Oklahoma relates to the area of self-improvement. 
Interest in improvement of standards and practices resulted 
in the organization in 1914 of the first private business 
school association in Oklahoma. This interest is indicated by 
the foreword to a report of the organizational meetings held 
in Oklahoma City on June 10 and 20, 1914:

For years, those interested in Commercial School 
work in Oklahoma have realized the necessity for closer 
co-operation Eind more united effort in the matter of 
improving the standard of Business College Work. Great 
harm is done by irresponsible and "Fly by Night," so- 
called "Business Colleges."

The proprietors of the reputable and established 
Business Colleges of the state met at the suggestion 
and instigation of Mr. J. W. Densford, Manager, Okla
homa City Brcinch, L. C. Smith & Bros. Typewriter Co., 
on June 10th, in the parlors of the Lee-Huckins Hotel, 
Oklahoma City, to discuss the matter fully and (sic) 
and arrange for such protection as mutual co-operation 
would permit.^

It is of more than passing interest to note that the meetings 
were promoted by a typewriter company. No evidence is avail
able to substantiate the part played by such companies in the 
development of business education. However, speculation 
leads one to surmise that the influence of typewriter manu
facturing companies was strong and beneficial.

The efforts of -the private business school proprie
tors in 1914 to improve private business school standards has

^Minutes of the Organizational Meetings, June 10 and 
June 20, 1914, Oklahoma Commercial School Proprietors' Associ
ation, Oklahoma City, Oklahoma.
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continued to the present. Many of these proprietors have 
been active in the development of national and regional asso
ciations designed to improve standards. These efforts have 
culminated in the present cooperation in the development of 
the Accrediting Commission for Business Schools in Oklahoma.

Development of Interest in Accreditation
Statements of requirements and procedures for accred

itation are rather numerous and appear to follow a general 
pattern, differing only in specific details. Analysis of re
gional accrediting agencies' programs revealed a change dur
ing the 1930's from spelling the requirements out in quanti
tative measures, to setting out qualitative criteria as gen
eral guides for accreditation. The North Central Association 
of Secondary Schools and Colleges was perhaps the most 
authoritative of regional accrediting agencies. The National 
Association and Council of Business Schools is the current 
best source of information concerning accreditation of pri
vate business schools. This association created The Accred
iting Commission for Business Schools on November 20, 1952. 
Publications of the Association and of the Commission have 
been valuable sources of information for this study.

Much information obtained from the above sources was 
utilized in the development of plans for accreditation of 
Oklahoma private business schools. Sources of information 
concerning the acceptance and implementation of accreditation
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was necessarily obtained from direct observations, minutes 
of meetings of the Oklahoma Business Schools Association, 
correspondence with officials and members of the association, 
visitations and correspondence with members of the Oklahoma 
Accrediting Commission, and service as a member of the visit
ation committees of the Commission for Accreditation.

The historical development of control and regulation 
of business education through various devices and methods is 
of significance in the development of a program of accredit
ation for private business schools. Control and supervision 
of private business schools by any agency other than the 
owner of the school himself has been a matter for considerable 
discussion since the first business school was established.
The nature of the private business school as a quasi-public 
institution has been sufficient justification for many to 
give special consideration to the adequacy and appropriate
ness of instruction offered by such schools.

In 1943 Henry L. Amonette, in speaking of the evils 
associated with private vocational schools, gives pause to 
comment,

It is appropriate to say here that reputable pri
vate vocational schools are really endeavoring to 
obtain properly qualified students. They usually have 
fairly high entrance requirements. They have an estab
lished reputation, and, for future enrolments, depend 
more on the influence of satisfied graduates than on 
the lure of advertising campaigns.

^The Forty-Second Yearbook of the National Society 
for the Study of Education, 1943, Part I, Vocational Education 
(Bloomington, Illinois: Pantagraph Printing and Stationery
Company, 1943), p. 356.



36
The recognition of possibilities for improvements in 

private schools of business was indicated recently in an 
article by the president of a large eastern business school:

We would frankly recognize that there have been 
instances in which private schools have furnished an 
inferior educational program and have diverted an un
fair amount of profit into private bank accounts.
We frankly recognize that greater care must be exer
cised by any government or educational agency in 
evaluating a private proprietary school. We recog
nize that more safeguards may need to be thrown around _ 
the evaluation procedures in recognizing these schools.

That Oklahoma has its share of schools in which conditions 
exist that are not conducive to the promotion of the best 
interests of students, the general public, and the schools 
themselves was indicated as recently as October, 1958. At a 
meeting of the Oklahoma Business Schools Association, Presi
dent Nolan G. Young made comments indicating that schools 
in Oklahoma need to raise their standards of operation. At 
the same meeting the State Superintendent of Public Instruc
tion for Oklahoma, Dr. Oliver Hodge, stated in effect that 
he was in favor of state legislation that might result in 
supervision and control of private schools of business in 
Oklahoma. Neither of these men were at that time expressing 
dim views regarding the private business schools. Mr.
Young's remarks constituted a frank admission that weaknesses 
existed and that all possible efforts for self-improvement 
should be investigated. His remarks were made with the firm

^Jay W. Miller, "The Place of the Private Business 
School in American Education," The Business School Executive, 
XI, No. 3 (September, 1955), p. 69.
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conviction that men in private business schools can and 
probably should offer constructive criticism of themselves.

In general, owners of private business schools have 
been opposed to any governmental control or regulation of 
their operations. The opposition has been based upon the 
conviction that such regulation would have an undesirable 
effect upon the operations of private business schools. Pri
vate business school operators desire to maintain the flexi
bility of their courses and curriculums in adapting to the 
rapidly-changing needs of the businesses employing their 
graduates. Further it is feared that any regulatory controls 
could easily be administered by individuals not familiar with 
the objectives and problems peculiar to private business 
schools. Fear has been openly expressed that exercising of 
power to control and regulate would result in the ultimate 
disappearance of the private business school.

Opposition to governmental regulation does not mean, 
however, that private business school owners are not in 
favor of upgrading the standards of operations in their 
schools. The early interest of private school operators and 
teachers in the upgrading of their offerings was indicated 
at the Vocational Guidance Conference held at the Peirce 
School of Business Administration in Philadelphia on April 21, 
1923. Consideration was given at that meeting to the possi
bility of requiring regular high school work as a prerequi
site to vocational training. High school graduation prior to
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entrance into a vocational school was believed to be benefi
cial to the student as well as to the vocational school.
This discussion led to the further development of ideas of 
service possibilities of the vocational school to the high 
school instructor.^

Private business school owners appear to recognize 
that under the extremes of present-day competition from sub
sidized schools, the private business school must provide 
uniformly high-quality training which adequately prepares 
graduates for employment. Further, there is recognition of 
the fact that adequate preparation cannot be achieved without 
some means of determining and enforcing uniformly high stand
ards of instruction and operation. From recognition of the 
facts of the situation has come genuine desire for improve
ment which has provided impetus toward development of state
wide accreditation sufficiently strong to enforce desirable 
standards. There exists today a firm belief that accredita
tion should be accomplished through agencies familiar with 
and in sympathy with the private business school objectives 
and operations.

Any treatment of school accreditation must be devel
oped in the light of the historical experiences aind evolution 
of accreditation itself. The experience pattern may indicate

"Vocational Guidance Conference Held at Peirce 
School of Business Administration, Philadelphia, April 21, 
1923," The Balance Sheet, V (September, 1923), p. 3.
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pitfalls to be avoided in any future program. The history of 
education in the United States is sprinkled with information 
concerning development of various systems and schemes of ac
creditation by various agencies. According to Good's 
Dictionarv of Education, an accrediting agency is

An organization that sets up criteria for judging 
the quality of educational institutions, determines the 
extent to which institutions meet these criteria, and 
issues some sort of public announcement concerning the 
institutions found to be of acceptable quality; may be 
either a governmental bureau, such as a state depart
ment of education, or a voluntary organization such as 
a regional association of colleges and secondary 
schools.^

Both state and voluntary agencies have accepted this 
definition of an accrediting agency in numerous educational 
areas.

Early interest in accreditation by educational insti
tutions was fostered by the loose standards prevailing in 
schools, students' desires for transfer of credit from one 
school to another, and lack of uniformity in requirements 
for entrance to schools. Perhaps the consideration deemed 
most pressing was the lack of uniformity in requirements for 
entrance to college. This led to the establishment of the 
first system of accrediting for high schools in 1871, at the 
University of Michigan. It should be pointed out that at 
this time the private business schools were the dominant 
force in business education and the public high schools were 
primarily college preparatory.

^Carter V. Good, op. cit.
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The North Central Association of Secondary Schools and 

Colleges was established in 1895. This association was con
cerned primarily with evaluation of secondary schools until 
shortly after the turn of the century. The first step toward 
standard entrance examinations on a national scale was the 
College Entrance Examination Board established in 1900, which 
developed uniform definitions of subjects required for college 
admission. Prior to 1900, some mid-west colleges had systems 
of accreditation for secondary schools. The North Central 
Association of Secondary Schools and Colleges published its 
first list of accredited secondary schools in 1904.

Toward the end of the nineteenth century many cur
rently recognized professions were emerging from the appren
ticeship state. Various organizations were formed for the 
improvement of training of individuals seeking entrance to 
these professions. Higher requirements for licensure of 
practitioners was made possible. There was an increasing 
tendency for associations of various technical schools to 
accredit institutions for their specialty in training. 
Although professional interest in business education was 
evidenced by the addition of a department of business educa
tion in the National Education Association in 1892, through
out this period there is no evidence of attempts to develop 
a system of accreditation for private business schools.
These institutions were enjoying a prominence in business 
education worthy of attention in view of the increase in
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enrolment from 91,459 in 1900 to 289,579 in 1918. Thus, com
mon standards of entrance, training, and graduation might 
have been of some assistance in the improvement of business 
education.

The early desire for some criteria for measurment of 
achievement is indicated by the fact that the North Central 
Association took cognizance of the private business schools 
in 1923. At the meeting of the North Central Association in 
Chicago in March, 1923, a resolution was passed to accept 
applications for accreditation from private business colleges. 
The announcement was greeted by private school men as the 
greatest step ever taken in the interest of private business 
schools, as it appeared to put business education on a much 
higher and better scale than it ever had been. However, the 
extent to which this regional accrediting agency was utilized 
by private business schools is indicated by Miller's report 
in 1939.^ His questionnaire survey of priyate business 
schools in the United States whose names were available,
1,641, resulted in usable replies from 576, or 39.08 per cent. 
Of the 576 replies, only 11 of the schools, or 1.9 per cent 
of those replying, reported they were accredited by a regional 
accrediting agency. The implication may be fairly drawn from 
this that, for some reason or reasons, the regional accredit
ing agencies were not satisfying the need among the private 
business schools for accreditation. The deterioration of

%iller, OP. cit., p. 70.
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even this meager extent of accreditation among private busi
ness schools is indicated by Miller's statement in 1956 that 
regional accrediting associations do not accredit private 
business schools.^

In an attempt to provide an agency for accreditation 
with an appropriate background and understanding of the spe
cific needs and operational procedures of private business 
schools adequate to perform a realistic examination of these 
schools, the National Association and Council of Business 
Schools created the Accrediting Commission for Business 
Schools on November 20, 1952. This commission follows rather 
standard accreditation procedures in the examination and 
recognition of applicant schools. Between 1952 and 1957, 
the Accrediting Commission for Business Schools extended 
accreditation to a total of approximately 145 schools in all 
classes of one-year, two-year business schools, junior col
leges of business, and specialized colleges of business. The 
level of the standards of this Commission is indicated by the 
fact that it is recognized and encouraged by the United 
States Office of Education as the national accrediting agency 
for the private business school field.

While the efforts of the Accrediting Commission for 
Business Schools are commendable, the accreditation needs of 
Oklahoma private business schools have not been adequately 
met by this agency. This is undoubtedly due to the factor of

^Miller, OP. cit.
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distance which makes adequate communication, investigation, 
and accurate evaluation extremely difficult. The need for
an accrediting agency which could intimately guide the pri-

1 ■

vate business schools of Oklahoma in improvement of stand
ards of instruction and operation resulted in the beginning 
in 1955 of a program to develop an appropriate accreditation 
program for Oklahoma. The development of the components of 
the accreditation program and the document for use and guid
ance of the Oklahoma Accrediting Commission for Private Busi
ness Schools comprise the information presented in the sub
sequent chapters of this report.



CHAPTER III 

BASIC FACTORS IN THE ACCREDITATION PROGRAM

Success in the operation of a private business school 
is determined in a large measure by the extent to which cer
tain essential elements are developed and maintained in this 
somewhat unique kind of educational enterprise. Most private 
business schools endeavor to offer instructional programs 
that are appropriate for students at the thirteenth and four
teenth grade levels. Therefore# in the first major section 
of this chapter an attempt is made to isolate and clearly 
define the essential elements in education for business at 
those two grade levels. At the same time# it is recognized 
by the author that private business schools may on occasion 
appropriately offer instruction at lower levels and that in 
a few cases certain schools offer programs of education ex
tending well above the fourteenth grade level.

The establishment of a program of accreditation neces
sitates the development of adequate criteria for determining 
the degree to which a particular school functions in an appro
priate manner. The criteria developed must be utilized in 
measuring the extent to which essential elements are ful
filled in the operation of the educational institution. In

44
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this chapter an attempt is made to develop adequate criteria 
for determining the extent to which the essential elements 
are present in the operation of an individual private busi
ness school in Oklahoma. The material in the second major 
section in this chapter concerns such criteria. Of final 
significcuice in this chapter are the factors of organiza
tional structure which must be present in the accreditation 
plan to be used to facilitate the implementation of a program 
of evaluation and accreditation deemed appropriate for pri
vate business schools in Oklahoma.

Determination of Essential Elements in the Successful 
Operation of a Private Business School 

The essential elements in private business school 
operation presented in this study are the result of assimi
lation and synthesis of the ideas, suggestions, observations, 
and recommendations of various educational authors, accredit
ing agencies, and educational associations which have been 
concerned with accreditation of various types of educational 
institutions. While it is virtually impossible to give 
credit to each source of influence, a partial list of sources 
significant to this study includes: North Central Associa
tion of Colleges and Secondary Schools, Business Education 
Research Associates, National Association and Council of 
Business Schools, National Association for Business Teacher 
Education, Division of Teacher Education and Certification
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of the State Department of Education of Oklahoma, and 
National Council for Accreditation of Teacher Education.

The author's analysis of literature pertinent to the 
organization and operation of educational institutions re
vealed consistency in opinions relative to essential ele
ments. Regardless of the type of institution involved, it 
is apparent that a school must have objectives, programs of 
instruction, instructional staff, physical facilities, stu
dent services, and standards of operation. Current litera
ture deals comprehensively with these elements wherever per
tinent material is presented relative to the programs and .. 
objectives of the currently functioning educational accredit
ing agencies.

The North Central Association of Colleges and Second
ary Schools has established the essential elements in the 
operation of educational institutions as follows:

Criteria of Institutional Excellence:
I Purposes and Clientele

II Faculty
III Curriculum
IV Instruction
V Library

VI Student Personnel Service
VII Administration

VIII Finance
IX Physical Plant
X Institutional Study

XI Athletics^

North Central Association of Colleges and Secondary 
Schools, Revised Manual of Accreditina, prepared by the 
Commission on Institutions of Higher Learning (Chicago;
North Central Association of Colleges and Secondary Schools, 
1941), p. vii.
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Directly applicable to evaluation of the operation 

of private business schools, the Business Education Research 
Associates Reports present the essential elements similarly 
but with a different topical listing as follows:

Criteria for Appraising a Business School:
1. Obj ectives
2. Program of training
3. Selection of students
4. School plant
5. Equipment
6. Library
7. Instructional plan
8. Student counseling
9. Student records .
10. Graduation requirements
11. Graduation credential
12. Placement service
13. Teaching staff
14. Student fees
15. Advertising policy
16. Management
17. Financing!

There is much evidence to indicate that the foregoing and the
criteria of various other evaluative and accrediting agencies
cover approximately the same general educational aspects in 
judging the excellence of the educational activities of indi
vidual educational institutions.

Using as a base an understanding of current educa
tional circumstances and implications for education in the 
future, the specific needs of private business schools in 
Oklahoma were studied. This study by the author involved the 
the determination of the weaknesses most debilitating to

Business Education Research Associates, Essential 
Characteristics of a Good Business School, BERA Reports, 
Series Number I, Administration, Report Number 1 (New York; 
The Gregg Publishing Company, 1951), pp. 3-4.
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education in general, to individual students, and to the pri
vate business schools in Oklahoma. As a result of extensive 
analysis and interpretation, six educational elements were 
determined to be, for the purposes of this study, most essen
tial to the successful operation of a private business 
school in Oklahoma. They are;

Objectives of Instruction 
Instructional Program 
Instructional Staff 
Student Personnel Service 
Physical Plant 
Ethics of Operation
In the presentation which follows, each of the six 

essential elements is isolated, defined, and discussed at 
length. This procedure is followed to ensure that the reader 
will have adequate background for under standing of the total 
plan for accreditation set forth in Chapter IV.

Objectives of Instruction 
It is not the purpose of any program of accreditation 

to enforce uniformity in the objectives of instruction estab
lished by each school. In accreditation programs for 
secondary schools, liberal arts colleges, teacher training 
institutions, and other educational institutions, no open 
intent has been evidenced to standardize objectives of in
struction established by individual schools. The educational 
service offered by the private business school depends to a 
great extent upon its unique flexibility of objectives.
Thus, there is no justification for an attempt to make ob
jectives of instruction uniform among private business
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schools. However, one of the purposes of a program of ac
creditation is to enforce precise definition of objectives 
of instruction. Further, the objectives must be stated in 
terms of standards that can be achieved with the instruc
tional facilities available to the school.

There is no single rule or formula by which objec
tives should be established or modified. The objectives 
appropriate for a private business school must be formu
lated in accordance with the background, ability, and employ
ment aims and possibilities of the students. This broad 
guide to determination of objectives implies a knowledge of 
these factors by the persons developing the objectives. It 
further implies that continuous review and modification of 
objectives is necessary to meet the changing needs of the 
students.

All persons concerned with instruction in a particu
lar school should participate in the development of objec
tives of instruction for that school. In the case of a pri
vate business school, these persons fall into three groups—  

school staff, students, and actual and potential employers. 
The school staff has specific knowledge of the capabilities 
and limitations of instructional facilities, capabilities 
and limitations of the students, and the general pattern of 
employment of the school's graduates. This knowledge, inter
preted by all members of the school staff, constitutes an 
appropriate basis for the formulation of instructional
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objectives. Students may contribute to the development of 
objectives primarily through expressions of their own needs 
and desires. Frequently the desires of students are unreal
istic for various reasons, but in the cooperative determina
tion of instructional objectives, they must be considered.
As "purchasers of the product" of private business school 
instruction, potential employers have a valid interest in 
instructional objectives. Because they establish the per
formance demands and create the employment opportunities, 
potential employers are in a position to contribute realistic 
suggestions in development of appropriate objectives of in
struction. The cooperative participation of these three 
groups in the development of objectives, as well as in fre
quent review and modification of them, should result in 
realistic goals acceptable to both students and instructors 
and actually attainable with the facilities available.

Once the objectives of instruction have been formu
lated, a private business school following acceptable pro
cedure should publish the objectives in clear and completely 
revealing statements. Illustrating this point of view is 
the statement that:

It is of utmost importance, therefore, that cata
logue statements should be given in clear and simple 
language that a high school senior will understand. 
Brevity and directness are absolutely essential.^

^North Central Association of Colleges and Secondary 
Schools, op. cit., p. 1.
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It is common practice for private business schools 

to offer both pre-employment training and preparation for 
occupational upgrading. The former prepares individuals for 
initial employment, while the latter preparation enables 
people to assume higher-level positions in fields where they 
already are basically competent. Publications containing 
statements of objectives should clearly reveal what the 
objectives really are and the distinctions among them. The 
objectives should point up the kinds of employment for which 
students are to be prepared. In the development of objec
tives, basic assumptions’should be made relative to the back
grounds of the students to be served. Such factors as gen
eral knowledges and abilities of students affect directly the 
formulation of objectives that will meet the needs of 
students.

Objectives of instruction stated in terms indicated 
above should reflect all phases of preparation for business 
occupations. In addition to development of business skills, 
appropriate emphasis should be placed on general business 
information and personality development. These phases are 
each so intimately interwoven with occupational competencies 
that it is mandatory that instructional objectives give 
proper cognizance to each. In order to achieve the voca
tional objectives of instruction, basic business understand
ings concerning organization and operation of business enter
prises must be developed. The competent business employee
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of today possesses an understanding of the political envi
ronment within which businesses function. He is cognizant 
of the bases of labor problems, principles pertaining to the 
distribution of goods and services, and characteristics of 
business finance.

It is becoming increasingly essential that emphasis 
be placed upon personal characteristics of employees. The 
complexity of modern business requires reliance upon exer
cising of independent action and good judgment by the indi

vidual employee. This requires the development of desirable 
character traits. Personality development is a necessary 

concomitant of character in preparing an individual for voca

tional competency. The importance of the individual's non

skill facets is emphasized in various reports and studies 

dealing with success and lack of success in occupational per
formance. One such report presents the situation as follows;

Reports of earlier studies have indicated a pre
ponderance (as much as 65 per cent) of involuntary 
separations from jobs is due to bad personal traits 
that militate against satisfactory occupational 
adjustment.!

However, another study indicates that:

The interesting thing is that dismissal for reasons 
of incompetency in skill or adaptability on the job

^Business Education Research Associates, Personalitv 
Development, BERA Reports, Series Number II, Instruction, 
Report Number 3, (New York: The Gregg Publishing Company,
1951), p. 5.
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were listed much more frequently (by employers) as 
reasons for dismissal then were failures due to per
sonality defects.^

In any event# it is obvious that personality development is 
a very important phase of vocational preparation. Any pri
vate business school must# therefore# make appropriate pro
vision in the formulation of its objectives for the incor
poration of personality development.

Objectives of instruction stated in terms of positions 
for which students are being prepared carry implications of 
levels or standards of achievement. Two primary factors 
should be considered in establishing such standards. These 
include a realistic appraisal of standards required by the 
actual occupations for which students prepare# and the capa
city of the school* s facilities in developing ability to meet 
the established standards.

In private business schools as well as other types 
of schools# it is easy to permit classroom requirements to 
deviate from up-to-date business practice. This deviation 
can take the form of higher standards# lower standards# or 
requirements entirely unrelated to actual business practice.
A business education program having as its major objective 
vocational competence# yet failing to recognize business

Charlotte Heilman# "Measuring Skill Competence of 
Potential Office Employees #" Evaluating Competence for Busi
ness Occupations, American Business Education Yearbook# Vol. 
VII (New York: National Business Teachers Association and
Eastern Business Teachers Association# 1950)# p. 157.
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requirements, is bound to fail in the attainment of the 
objective. Stated objectives serve not only as information 
for prospective students but also as a guide to an accredit
ing agency in evaluating the total program of the school. 
Thus, a private business school should establish objectives 
in keeping with circumstances prevailing in the current busi
ness situation.

It is not entirely unknown for a school with one or 
two teachers to establish objectives of instruction encom
passing a wide variety of occupations. Furthermore, in some 
instances schools have instructional objectives logically 
requiring physical facilities far beyond both the scope and 
quantity of those available. Acceptable statements of ob
jectives must be formulated within the reasonable limits of 
the capability of the teachers and the physical facilities 
available.

In summarizing with respect to objectives of instruc
tion as an essential element in the successful operation of 
a private business school, the statement is presented here 
which will guide evaluating committees as they determine the 
extent to which objectives of instruction are appropriately 
formulated and published by private business schools seeking 
accreditation in Oklahoma. This is the statement of essen
tial element number one as it appears in the formal document 
of accreditation in Chapter IV.
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ELEMENT I: OBJECTIVES OF INSTRUCTION

Guiding Principle: Objectives of instruction shall
be clearly defined in terms of achievable standards that are
consistent with the available instructional facilities.

Major Factors: A. Objectives shall be formulated
with the participation of all 
individuals concerned with in
struction and shall be subject 
to periodic review and modifica
tion in terms of changing needs 
of students.

B. The published statements of 
objectives shall reveal to pro
spective students that pre- 
employment training will prepare 
them for initial jobs whereas 
they may obtain higher level 
jobs by means of advanced exten
sion courses.

C. Objectives shall reflect appro
priate emphasis on the personal
ity development, general business 
information, and business skill 
phases of preparation for busi
ness occupations.

D. Achievable standards shall be 
stated in terms of actual occu
pations for which students pre
pare.

Instructional Program 
A program of instruction implies a systematic arrange- 

ment of courses of study by which students may attain appro
priate instructional objectives. In the development of a 
program of instruction in a private business school, the vo
cational objective imposes certain specific requirements. 
Further, the unique position of the private business school
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in our educational pattern places further restrictions on 
its program. A dynamic business community forces continuous 
reviewing of programs of instruction to meet current needs 
of business. Consequently, the development of an adequate 
instructional program is a never-ending task. Certain broad 
principles, however, may be followed in the development of 
the instructional program of a successful school. Analysis 
of the literature reveals the consensus among leaders in 
business education that the instructional program of the 
private business school should be terminal in nature, inten
sive in character, practical in content, and should reflect 
the best current practices in the field of education for 
business.

The instructional program of a private business 
school, involving both preparation for initial employment 
and extension education, should be terminal in nature. It 
should provide within itself the requisite instruction for 
achievement of its occupational goals. Students selecting a 
private business school as the agency to satisfy their edu
cational needs normally expect a rather limited scope of 
instruction compressed into a minimum period of time. The 
time element is one of the unique features of the private 
business school and one which greatly affects the develop
ment of its program of instruction. The desire to develop 
a program intensive in character should not, however, lead 
to an unbalance in offerings.
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While a private business school is obligated by its 

position and function to offer programs that are practical 
in contentf excessive emphasis on skill development and 
immediately applicable knowledge should be avoided. Extra
neous requirements in a program of instruction are distinctly 
out of place. However, such areas of learning as general 
business information and personality development are not 
extraneous. In many respects these knowledges are as essen
tial as business skill development.

Educational research is continually providing new 
information relative to teaching and learning. This infor
mation has significance in the development and modification 
of the business school instructional program. It is manda
tory that private business schools, attempting to maintain 
adequate programs of instruction, incorporate the best cur
rently-known practices in their programs. A recent study 
of 98 private business schools^ revealed that 84.0 per cent 
of the schools rely on standards established by the National 
Association and Council of Business Schools, the American 
Association of Commercial Colleges, or, in some cases, state 
law. The same study reported that 69.0 per cent of 89 pri
vate business schools review and revise curriculums once a 
y e a r T o  the extent that these practices are generally

^Frank Harwood, Administrative Practices of Private 
Business Colleges,Monograph 93 (Cincinnati: South-Western
Publishing Go., 1956), p. 2.

^Ibid., p. 2.



58
prevalent, attempts to reflect good current practices are 
indicated. However, a weakness may be indicated by the re- 
licince upon association recommendations or state law require
ments. A more sound approach to program analysis might be 
through comparison with studies and recommendations from the 
literature and research in the over-all field of business 
education.

Each program of instruction should be designed to 
achieve specific objectives dictated by the requirements of 
the occupation for which the student is being prepared. The 
content of specific objectives of instruction should be formu
lated in terms of that occupation. Each occupation requires 
specific abilities and knowledges of entering workers. Pro
grams of instruction should enable students to acquire satis
factory amounts of such abilities and knowledges. Determina
tion of appropriate subject-matter content and course struc
ture may be accomplished as a result of occupational surveys, 
job analyses, and observational techniques. Careful analysis 
will usually reveal a need for balance among occupational 
abilities, general business information, and personality 
training. One of the BERA Reports indicates that the educa
tional programs of private business schools

should start with the common requirements of all busi
ness occupations and conclude with the specializations 
of each for which training is to be given.1

^Business Education Research Associates, Series 
Number I, Report Number 1, op. cit., p. 10.
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It is self-evident that the sequence of presentation and the 
concomitant offerings should be dictated by the best theories 
available in the business education literature.

Requirements for the completion of each program of 
instruction should be formulated specifically and published. 
These requirements should be measurable in terms of time and 
student achievement. One groupé in studying the require
ments for the completion of programs, has recommended minimum 
time requirements, in terms of weeks and semester hours, for 
the programs culminating in diplomas as most frequently 
offered by private business schools. The Illinois Association 
of Business Colleges recommends relative to achievement as 
follows:

The amount of time devoted to an approved course 
of instruction shall be sufficient to enable the stu
dent to acquire such degree of marketable skill as is 
claimed in the school's prospectus.2

Requirements for completion of instructional programs, stated 
in time and achievement, should be sufficiently high to per
mit the school to demand competence in occupational perform
ance as a prerequisite to the issuance of certificates of 
proficiency.

^National Association and Council of Business Schools, 
Standards of Practice for Private Business Schools. Prepared 
by the Committee on Research and Education (Washington: 
National Association and Council of Business Schools, 1952), 
p. 3.

Code of Standards of the Illinois Association of 
Business Colleges" (The Illinois Association of Business 
Colleges, September 1, 1955), p. 2.
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The instructional program should provide for recog

nition of individual student differences. One of the 
strengths of the private business school is its ability to 
adapt readily educational programs to the needs of individual 
students. The aptitudes and abilities of students should be 
appraised as counseling and advisement are provided students 
relative to educational offerings. Proper consideration 
should be given to preparation and experiences gained outside 
of school. Classroom instruction should be organized to bene
fit all students; permitting more rapid advancement for those 
with the ability to progress quickly and providing adequate 
remedial instruction for those who have deficiencies or for 
other reasons progress slowly. Laboratory activities should 
be arranged and conducted so that the scope and depth of such 
work is in accord with the student's ability. Supervised 
study periods should provide situations in which each student 
actually obtains the assistance and direction.he requires. 
Individual study assignments should be made to assist the 
student in eliminating his own difficulties or areas of 
weakness.

Tailoring of instructional programs, as indicated 
above, requires close and continuous analysis of each stu
dent's work. This analysis should be made in terms of both 
the quality and quantity of student achievement. Levels of 
achievement should be compared continually with acceptable 
standards of progress toward the attainment of over-all
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goals. A student making unsatisfactory progress in his 
course of study should be encouraged to discontinue his 
study program unless reasons for the unsatisfactory progress 
can be determined and alleviated.

In summarizing with respect to the instructional pro
gram as an essential element in the successful operation of 
a private business school, the statement is presented here 
which will guide evaluating committees as they determine the 
extent to which instructional programs are developed ade
quately. This is the statement of essential element number 
two as it appears in the formal document of accreditation in 
Chapter IV.
ELEMENT II: INSTRUCTIONAL PROGRAM

Guiding Principle: Programs of instruction (includ
ing personality development, general business information, 
and business occupational abilities) shall tend to be termi
nal in nature, intensive in character, practical in content, 
and shall reflect the best current practices in the field of 
education for business.

Major Factors: A. Each program shall be designed
to achieve specific objectives 
dictated by the requirements of 
the occupation for which the stu
dent is being prepared. Each 
program shall be designed to 
develop proper balance between 
occupational abilities, general 
business information, and per
sonality training.

B. Requirements of each program 
shall be set forth in terms of



62
measurable requirements as to 
time and achievement. Profici
ency in occupational performance 
shall be demanded for certifica
tion of completion.

C. Recognition of individual stu
dent differences shall be made 
in classroom instruction, lab
oratory practice, supervised and 
individual study. Each student's 
work shall be analyzed in terms 
of quality and quantity in com
parison with acceptable standards 
for progress toward his educa
tional objectives.

Instructional Staff
If it were possible to isolate one single element as 

most essential to a successful school, it might well be that 
of instructional staff. A competent instructional staff, ade
quate in number and provided with ample opportunity for con
tinuous professional growth, is a prerequisite to successful 
operation of any school. The importance of the competence of 
faculty members is emphasized in a BERA Report:

It should be the fixed policy of every business 
school to require adequate professional training and 
appropriate experience elsewhere as a prerequisite for 
appointment to a major teaching or administration posi
tion, to expect that there will be professional grov/th 
from year to year, to provide the means of obtaining 
the professional training that is essential to profes
sional growth, to reward professional growth suitably, 
and to adopt some annual appraisal plan that will 
insure the honest maintenance of this standard.^

The Korean War veterans education bill provides for faculty
competence in schools seeking approval for training of

^Business Education Research Associates, Series 
Number I, Report Number 1, op. cit., p. 56.
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veterans. This law requires that educational and experience 
qualifications of directors^ administrators, and instructors 
be adequate.^

Too often the preparation of teachers in private 
business schools fails to meet professional standards, oppor
tunities for continued professional growth are not present, 
and salaries are inadequate to attract and hold the best- 
qualified teaching personnel. In Oklahoma a public school - 
teacher, must hold a baccalaureate degree involving specific 
kinds of preparation before he can obtain a teacher's certi
ficate enabling him to teach. At least the same level of 
academic achievement, including satisfactorily broad general 
and professional education, should be required of the private 
business school teacher. Most professional teacher training 
institutions do not provide specific preparation for the 
handling of the special problems encountered by private busi
ness school teachers. Some method of preparation for handling 
such special problems should be provided by teacher education 
institutions in addition to the usual business teacher pre
paration program.

Each teacher should be academically proficient in 
each area in which he offers instruction. Although academic 
proficiency alone will not necessarily guarantee competence 
in a teacher, it is self-evident that no person should

(3) .
^U.S.C.F.R., Public Law 550, sec. 254, paragraph (c),
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attempt to teach subjects in which he has had little or no 
formal preparation. Because the private business school 
teacher is engaged in preparing students for vocational com
petence , he should have personal knowledge of the require
ments in the business vocations. Such competence often 
extends beyond the learning of information or of a skill to 
the utilization of that learning in a productive situation. 
Therefore, it seems reasonable that a private business 
school teacher should himself present evidence of vocational 
competence in the area in which he teaches.

The adequacy of faculty, as represented by the ratio 
of number of students to number of faculty members, should 
be in conformity with generally-accepted standards. This 
ratio obviously varies as the type of instruction under con
sideration varies. One writer states: "The students to
instructor ratio should not exceed thirty to one."^ However, 
this ratio might justifiably vary somewhat on certain occa
sions. The guiding principle with respect to the student- 
teacher ratio should be adherence to generally-accepted 
standards...

The conditions of faculty service should be such as 
to permit the full contribution of a competent faculty to the 
instructional program of the school. In addition to employ
ment and dismissal policies and procedures and various fringe 
benefits, these conditions involve such factors as salaries.

^Harwood, op. cit., p. 6.
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teaching loads, and aids to professional growth. A reasona
ble standard of living and relative security of economic 
status are necessary to promote the most effective teacher 
performance. Administrators of private business schools must 
recognize that low salaries in the private business schools 
cause public school positions to be more attractive to the 
professionally-prepared teachers. The practice of requiring 
teachers to teach a full day and to teach again in the 
evening is indefensible. Under such conditions it is diffi
cult to retain well-qualified teachers, and those most 
likely to remain tend to be incapable of maximum teaching 
efficiency.

Aids to professional growth should be provided and 
promoted whenever possible. In-service methods of profes
sional improvement in the form of institutes, professional 
meetings, conferences, refresher occupational activities, 
extension courses, and the like may be utilized. Out-of
service improvement in the form of sabbatical leaves for 
study and research purposes are very rewarding possibilities. 
The progressive school, eager to improve its services, must 
provide opportunities for the professional growth of its 
faculty.

The weaknesses in actual practice in terms of staff 
proficiency are indicated by the results of a recent survey 
of selected private business schools.
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Generally the administrators of the schools parti
cipating in this study report required a bachelor‘s 
degree of inexperienced teachers, plus related business 
experience for teachers employed since 1950. They seem 
to be respecting the prescribed maximum teaching loads 
of not more than twenty-five hours a week, the maximum 
student-instructor ratio of thirty to one, and maximum 
class size in the range of twenty-six to thirty-five.
On the other hand, generally these administrators are 
not providing extensive or intensive in-service pro
fessional improvement opportunities. Most of them are 
offering relatively unattractive salaries in comparison 
with opportunities in the high schools and colleges of 
their communities.1

In summarizing with respect to instructional staff as 
an essential element in the successful operation of a private 
business school, the statement is presented here which will 
guide evaluating committees as they determine the extent to 
which adequate instructional staffs are maintained by private 
business schools seeking accreditation in Oklahoma. This is 
the statement of essential element number three as it appears 
in the formal document of accreditation in Chapter IV.
ELEMENT III: INSTRUCTIONAL STAFF

Guiding Principle: An adequate staff shall be main
tained which is competent in instructional abilities, adequate 
in number, and provided with ample opportunity for continual 
professional growth.

Major Factors: A. Faculty members shall hold bacca
laureate degrees or their equiva
lent involving satisfactory broad 
general and professional education.

B. Faculty members shall present
evidence of vocational competence

^Ibid., p. 11.
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and academic achievement in their 
teaching areas.

C. The ratio of students to faculty 
members shall be in conformity 
with generally-accepted standards,

D. Salaries and teaching loads shall 
be such as to permit a standard 
of living and respite from the 
classroom adequate to promote the 
most effective teacher perform
ance.

E. Aids to professional growth shall 
be provided under conditions con
ducive to utilization by the 
faculty members.

Student Personnel Services 
Students generally approach educational institutions 

with attitudes of trust concerning the propriety of the edu
cational and other services offered by the institutions.
Thus, it appears obligatory that every school do its best to 
provide the services expected of it and which it purports to 
offer. A school should provide services to the student which 
will aid that student in obtaining maximum benefits from the 
time, effort, and money he expends. A responsible and effec
tive private business school should endeavor to build a 
reputation and clientele on the basis of educational and per
sonal service to those it accepts as students to to those 
it may reject for sound reasons. An unofficial checklist 
used by one state accrediting agency as an aid to school 
evaluation lists as question number one: "Does the school
provide an adequate testing program or other means of
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selecting students?"^ The second question deals in a similar 
manner with the provision of an adequate guidance program, 
while the sixth and seventh questions deal with job placement 
services and follow-up. The phases of personnel service most 
essential in the private business school appear to involve 
the selection, retention, placement, and follow-up of stu
dents .

The private business school has as its primary re
sponsibility the preparation of students for specific occupa
tions. Vocational competence for any specific occupation 
implies certain restrictions and requirements for the indi
viduals in those occupations. An occupation requiring a high 
degree of digital manipulative dexterity could not be per
formed by an individual lacking proper physical control of 
his hands. Unsightly facial disfigurement would normally 
militate against a person's preparing for an occupation re
quiring face-to-face contact with the public. A student's 
lack of the type and quality of mental capacity required for 
an occupation should cause him to avoid preparation for that 
occupation. In many cases, prospective students seeking ad
mission to private business schools desire to prepare for 
occupations about which they know relatively little. It is 
the first responsibility of the schools to assist students 
in wise selection of programs of preparation.

^"School Evaluation Sheet," prepared by 0. C. Ball, 
The State Accrediting Agency,,Oklahoma, April 12, 1957.
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The drop-out rate in private business schools is 

probably much higher than it would be if greater effort and 
skill were applied in the selection and initial guidance of 
students. Effort expended to reduce the rate of drop-out 
might well result in greater amounts of money income than a 
similar amount of effort expended in attempts to obtain 
initial enrolments. A school which offers a variety of 
programs leading to employment in various occupations is 
faced with a two-fold problem— determining physical and men
tal abilities and achievements of the applicant, and coun
seling cind guiding the student into that program which best 
matches his abilities. The selection procedure should be 
conducted with a view toward the best interests of the stu
dent. Thus, a school should refuse admission to those 
people who cannot be expected to achieve vocational compe
tence. The school should utilize all its counseling faci
lities to guide students in wise choise of programs best 
suited to their abilities and interests. Finally, it should 
be recognized that a guiding principle to follow in selection 
is to accept only those students who can be helped by the 
school sufficiently so that the school is not knowingly 
accepting money under false pretenses.

Retention of students once they have been accepted is 
a major responsibility of the school. With appropriate 
selection procedures, there should normally be few cases in 
which drop-out prior to completion of educational programs
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is warranted. Many things may happen to cause students to 
become discouraged or disheartened. The counselors and 
teachers in private business schools should be expected to 
exercise reasonably good judgment in counseling and guiding 
students as the discouraging or disheartening events occur. 
If continuous normal progress is achieved by students, most 
drop-out problems can be avoided. The teacher who maintains 
a reasonably close relationship with his students should be 
able to determine causes of academic weakness and to suggest 
measures for overcoming those weaknesses. Such analysis and 
advice can be accomplished only if adequate student records 
are maintained. The records should contain any and all per
sonal data that may be useful in counseling.

A  private business school does not complete its 
responsibility to the student at graduation. The school 
should provide service involving employment. Placement fa
cilities should be maintained to facilitate the most satis
factory utilization possible of acquired abilities. Inex
perience and ineptitude in job seeking can readily result in 
students' acceptance of employment which does not make the 
best possible use of their training. The school should 
attempt to provide information relative to how to seek em
ployment and should endeavor to bring together graduates and 
prospective employers.

Because of the direct relationship between graduate 
placements and new enrolments, initial placement is probably
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fairly well accomplished in many private business schools. 
However, placement should not be limited to initial employ
ment, but should be extended to enable graduates to obtain 
higher-level positions as they grow in job competence. Con
tinuing placement service of this nature also makes possible 
continuing contact with graduates which enables the school 
to measure longer range strengths and weaknesses of its edu
cational programs. Further, through these contacts, it is 
possible for the school to inform graduates of current 
extension programs.

In summarizing with respect to student personnel 
services as an essential element in the successful operation 
of a private business school, the statement is presented here 
which will guide evaluating committees as they determine the 
adequacy of the student personnel services rendered by pri
vate business schools seeking accreditation in Oklahoma.
This is the statement of essential element number four as it 
appears in the formal document of accreditation in Chapter IV. 
ELEMENT IV: STUDENT PERSONNEL SERVICES

Guiding Principle: Student personnel services shall
be provided in connection with selection, retention, place
ment, and follow-up adequate to assure reasonably maximum 
benefits from the student's time, effort, and money.

Major Factors: A. Students accepted for enrolment
shall exhibit acceptable evidence 
of mental and physical ability to 
achieve proposed educational and 
vocational goals.
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B. During the course of instruction, 

competent counsel and guidance 
shall be provided based upon 
adequate student records,

C. Adequate placement facilities 
shall be maintained to facilitate 
the most satisfactory utilization 
of the student's acquired 
abilities.

Physical Plant
Physical plant requirements will vary widely among 

private business schools. The adequacy of over-all physical 
facilities should be determined in accordance with the pur
poses and requirements of instruction. In general, the facili
ties of a private business school should reflect favorably the 
building and equipment standards of the local community. Pro
spective students are quick to observe and evaluate physical 
facilities and are likely to be influenced in their decisions 
to enroll by the appearance of buildings and equipment. Con
sequently, many private business school owners and managers 
are now endeavoring to upgrade their physical plants as fre
quently and extensively as possible.

A private business school building should be such in 
structure and appointments that student health and welfare is 
properly maintained and instruction is facilitated. Because 
of the wide variability of acceptable physical facilities, 
most publications dealing with the subject presume that com
pliance with governmental requirements in heating, lighting, 
ventilation, fire prevention, and the like is sufficient.
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There appear to he no generally-accepted standards for light
ing, floor space, arrangement, and so forth for educational 
institutions. Until such time as appropriate standards are 
established, it appears that subjective estimates of adequacy 
must for most purposes be deemed acceptable.

Instructional equipment can be evaluated as to ade
quacy only in terms of the specific educational programs 
offered. Machines and equipment necessary for proper instruc
tion in each private business school program should be rela
tively modern and available to students in sufficient quantity 
and in a good state of repair. Although no school can provide 
every conceivable types of office equipment, the machines and 
other equipment provided should be representative of the 
equipment used in the business offices in which the graduates 
of the school may expect to be employed.

Maintenance of plant and equipment should be system
atic. Cleaning, repair, and general maintenance on an "as- 
needed" basis frequently means neglect. Not only should 
maintenance personnel and adequate supplies be provided on 
a systematic basis, but a program of regular and frequent 
inspection for maintenance of acceptable standards of order
liness and cleanliness should be in force.

A private business school should be located so as to 
best fulfill its educational objectives. In evaluating a 
school for accreditation, consideration should be given to 
the character of the neighborhood. Traffic noise, industrial
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nuisances, and even annoying sounds and smells should be 
considered as detrimental.

In summarizing with respect to physical plant as an 
essential element in the successful operation of a private 
business school, the statement is presented here which will 
guide evaluating committees as theydetermine the extent to 
which adequate physical facilities are provided by private 
business schools seeking accreditation in Oklahoma. This 
is the statement of essential element number five as it 
appears in the formal document of accreditation in Chapter IV, 
ELEMENT V: PHYSICAL PLANT

Guiding Principle: Adequate facilities and main-,
tenance shall be provided consistent with the purposes of 
instruction. The facilities shall reflect favorably the 
standards of the local community.

Major Factors: A. The building shall be such that
student health and welfare is 
properly maintained and instruc
tion is facilitated. Instruc
tional space shall conform to 
accepted standards of lighting, 
accoustics, size, and safety.

B. Plant maintenance shall be 
systematic and subject to regular 
inspections for acceptable stand
ards of orderliness and cleanli
ness.

C. The school plant shall be so 
located as to best fulfill the 
educational objectives.
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Ethics of Operation 

Consideration of the ethics of private business 
school operation is one of the most important elements in 
the accreditation of such schools. In Oklahoma, the develop
ment of a code of ethics to guide operations of private busi
ness schools has for a number of years been of primary con
cern to most of the private business school owners. Minimum 
standards of acceptable operation are enforced by means of 
civil and criminal laws in a few states. Such laws are pro
hibitive or negative in nature in that they prescribe only 
what must not be done. Upgrading of the activities of any 
group above the minimum level required by law, requires the 
acceptance of a moral code of right and wrong. It is the 
belief of the author that, in general, the operators of pri
vate business schools hold to high personal moral codes and 
possess personal integrity. However, codes of acceptable 
behavior in business enterprises vary widely and often 
require bolstering of the moral courage of individuals. Any 
attempt to impose an arbitrary code of behavior on individual 
schools will not succeed. A code of ethics for private busi
ness schools must be generally recognized as worthy of en
forcement as the responsibilities of the schools are fulfilled 
with students, employers, the general public, and other 
schools subscribing to the same code. Such a code of ethics 
should establish broad principles of conduct rather than 
constitute an attempt to spell out in minute detail the
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permissible and prohibited acts. Once accepted, adherence 
to the provisions of a code of ethics should be scrupulously 
policed. Violations of the code should be vigorously prose
cuted and appropriately punished. Adherence to the code of 
ethics should be accepted as a matter of personal honor.
Under these conditions, cases requiring formal action by an 
accrediting association for private business schools will be 
rare.

In fulfilling the ethics requirement, each private 
business school should accept complete responsibility for all 
statements made by its representatives, either written or 
oral, as they are utilized in student recruitment. Such 
statements constitute, in many cases, the basis for the con
ception a prospective student develops of a school. Thus, 
the statements should consist only of dignified factual in
formation. Statements utilized in student recruitment should 
be of sufficient scope to reveal accurately educational goals, 
costs of instruction, and qualifications of instructional 
staff. Any person attempting to choose a school to attend 
should, from information provided to him, be able to make a 
reasonable evaluation of the school's ability to meet his 
needs. Publication of information relative to existing edu
cational facilities should enable the student to make com
parisons between the offerings of schools accessible to him. 
Because of the circumstances involved, no school should 
guarantee nor imply to guarantee full or part-time employ
ment while the student is in school or upon graduation.
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From the ethics point of view, statements concerning 

other educational institutions must he carefully formulated 
with respect to the possibility of being misunderstood.
False or misleading statements should be absolutely avoided 
in promotional efforts by any organization. A private busi
ness school seeking recognition as an institution deserving 
of professional status should take positive steps to ensure 
that such statements are not made in its promotional efforts. 
As members of a professional association, private business 
school personnel should accord personnel of every other such 
school a high level of professional courtesy. If the school 
or the personnel of the school are not worthy of this regard, 
steps should be taken to remedy the situation or expulsion 
from the association should result. Expulsion from the pro
fessional association should constitute sufficient condem
nation so that school men need not refer to the recognized 
shortcomings.

There is evidence to indicate that on occasions pri
vate business schools have used the term "scholarship" in 
connection with the practice of reducing stated fees when 
the fees were actually overstated by the amount of the 
"scholarship." This practice is condemned as unethical in 
that it misleads students and other interested parties. A 
school granting scholarships should use the term only as it 
applies to rabatement or reduction of normal fees "awarded 
on the basis of intellectual or some other appropriate kind



78
of achievement and in accordance with a competitive plan 
honestly administered."^ The term scholarship may also 
appropriately apply to funds allocated to a student from a 
specific school fund or by some individual or organization 
outside the school.

The various publications of a private business school 
should contain specific information relative to fees, charges, 
and refunds. There is no justification for attempting to 
make policies concerning those factors identical among 
schools. Each school should, however, have its own estab
lished policies published and it should be a matter of ethi
cal concern that these be complied with in practice.

A practice which is decidedly reprehensible is keep
ing a student in school beyond the time when he has achieved 
the objective of the course for which he enrolled in order 
to receive from him additional fee payments. Upon the com
pletion of a course of study, open recognition of this 
achievement should be made. The recognition may be accom
plished in any of a variety of ways. Public and private 
liberal arts, professional, and teacher-training institutions 
commonly require a four-year course for the awarding of a 
baccalaureate degree. The Business Education Research Asso
ciates have recommended that a bachelor's degree not be 
awarded by a private business school. This recommendation

^Business Education Research Associates, Series I, 
Report No. 1, op. cit., p. 60.
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is deemed fully justifiable and this method of recognition 
for achievement should not be permitted. However, diplomas, 
certificates, and similar evidences of satisfactory comple
tion of programs of study are certainly in order.

In summarizing the respect to ethics of operation as 
an essential element in the successful operation of a private 
business school, the statement is presented here which will 
guide evaluating committees as they determine the extent to 
which appropriate ethics of operation are exhibited by pri
vate business schools seeking accreditation in Oklahoma.
This is the statement of essential element number six as it 
appears in the formal document of accreditation in Chapter 
IV.
ELEMENT VI: ETHICS OF OPERATION

Guiding Principle: Relationships of all school per
sonnel with students, other educational institutions, employ
ers, and the general public shall reflect the highest stand
ards of honesty, integrity, and professional conduct.

Major Factors: A. Statements utilized in student
recruitment shall accurately re
reveal educational goals, cost 
of instruction, qualifications 
of instructional staff, and shall 
consist of dignified and factual 
information.

B. False, derogatory, or misleading 
statements concerning other edu
cational institutions shall be 
meticulously avoided in all pro
motional efforts.
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C. Only true reductions in normal 

fees for valid reasons shall be 
designated as scholarships.

D. Specific information relative to 
fees, charges and refunds shall 
be published and complied with 
in accordance with established 
school policy.

E. Successful completion of a course 
of study shall be openly acknow
ledged by appropriate measures.

In the foregoing pages of this section, each of the 
six essential elements in the successful operation of a pri
vate business school have been isolated, defined, and sub
stantiated. Extensive space has been devoted to each of the 
six elements: (1) objectives of instruction, (2) instructional
program, (3) instructional staff, (4) student personnel ser
vices, (5) physical plant, and (6) ethics of operation. This 
presentation was designed to ensure that the reader would 
have an adequate background for understanding the total plan 
for accreditation set forth in Chapter IV. At this point, 
it may be assumed that the task is approximately half done.
The six essential elements have been established. Now care
ful consideration must be given to evaluation of the six 
essential elements as they exist in private business schools 
which may be involved in accreditation processes. The remain
der of this chapter constitutes an attempt to describe how 
this kind of evaluation may be accomplished.
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Evaluation of Essential Elements in the
Operation of a Private Business School

The isolation and defining of essential elements in 
the operation of a successful private business school, as 
accomplished in the preceding section of this chapter, implies 
that criteria can be developed by which to measure the degree 
to which each of the six elements is present in a particular 
school. It is true that differing devices and techniques 
have been utilized by various groups in the past as other 
types of educational institutions have been evaluated. In 
certain cases the approach has been through the compiling of 
extensive lists of questions or guide statements which could 
be rated quantitatively. Numerical weight was allocated to 
each question or statement and the determination of the over
all rating of a school involved a mechanical process. The 
advantage of this system is that the measurement of elements 
in a school is accomplished in a manner that tends to be ob
jective. Variations in ratings due to bias on the part of 
individual investigators is minimized. In the evolution of 
accreditation procedures, there has been a trend away from 
the primarily quantitative practices. In the early stages 
of most accrediting programs, the primary consideration has 
been establishment of minimum standards to ensure that schools 
were merely acceptable. Such standards could most readily 
be interpreted in terms of quantitative measurement. How
ever, as educational groups have gained experience with
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accreditation programs, the tendency has been to work for 
improvements in conditions within institutions through uti
lization of standards considerably above the minimum required 
for acceptability. Such higher standards have tended to be 
established in terms of qualitative measurement rather than 
in purely quantitative terms. Usually, standards and cri
teria used for measurement purposes are today merely outlined 
and a pattern for evaluation is established with reference to 
elements in the operation of schools. This leaves the deter
mination of the extent to which criteria are met to the dis
cretion of investigators as they are guided in the evaluation 
processes by the basic principles indicated in qualitative 
criteria.

The accreditation program for private business schools 
in Oklahoma, as developed in this research study, has had only 
a very brief history. In this case, the various stages of 
evolution from quantitative to qualitative standards of eval
uation are not significantly involved. Actually, much of 
the experience gained in the evaluating activities of the 
Accrediting Commission for Business Schools and the exhaustive 
studies made by the Business Education Research Associates 
constitutes the basis for the evaluative techniques and pro
cedures utilized in this study. In addition, certain ideas 
and methods developed through the years by the North Central 
Accrediting.Association, as well as other regional and pro
fessional accrediting agencies, have been utilized in
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developing adequate bases for the formulation of qualitative 
and quantitative criteria to be used in the accreditation 
program for private business schools in Oklahoma. Specific 
criteria for measuring degrees of compliance with the six 
essential elements in the operation of private business 
schools were evolved to simulate the kinds of criteria re
cognized as valid and reliable in programs of accreditation 
sponsored by various existing accrediting organizations.
The evaluation process used in this study places a heavy 
responsibility upon individuals comprising investigating 
committees and upon the accrediting commission which passes 
upon each school's qualifications for accreditation.

In the material which follows, factors in evaluation 
for each of the six essential elements are stated and numer
ous illustrations are provided. Since the actual evaluation 
of schools is to be accomplished through self-analysis and 
by means of the work of investigating committees, the mate
rial presented was written with both points of view in mind. 
The exact criteria to be used in the accreditation plan de
veloped in this study are not stated here. However, the 
reader will find reference to the criteria an easy matter 
because they are presented in the formal accreditation docu
ment in Chapter IV.
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Criteria for Evaluation of 
Objectives of Instruction

As a first step, it is generally assumed that objec
tives of instruction in any school should be formulated with 
the participation of all persons concerned with the instruc
tional process. It may also be assumed, in the case of pri
vate business schools, that the objectives of instruction 
should be stated in terms of competence required in the occu
pations for which students are prepared. Furthermore, there 
is evidence to indicate that personal characteristics of stu
dents, their general business and specific skill training, 
and levels of instruction should be reflected in statements 
of objectives of instruction. The criteria developed here 
to guide investigators take all of these aspects relative to 
objectives into account.

In order to determine the extent of the participation 
of all persons concerned with the development of objectives 
of instruction, questions should be posed as guides to eval
uation. Questions which might lead the investigator to a 
proper conclusion might be such as: Do classroom teachers
participate in the formulation of instructional objectives?
Do prospective employers influence the establishment of ob
jectives? Are students given a voice in determination of 
objectives? Simple "yes" or"no" answers to such questions, of 
course, do not constitute fulfillment of the intent of the 
questions. The investigator should delve behind the
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affirmative or negative answers to the qualitative aspects 
of the questions. The extent to which classroom teachers 
participate is important. Do just a selected few, such as 
those who are department heads, participate? Do the class
room teachers actually express ideas and later find that 
those ideas have been incorporated in statements of objec
tives, or are the teachers mere ornaments in the formulation 
conference? Are the teachers regularly consulted and do they 
actually feel that they are contributing to the over-all 
functioning of the school? Is there a formal procedure for 
ensuring the participation of prospective employers in the 
determining of instructional objectives. Are the participat
ing employers representatives of business or professional 
organizations? Are the businessmen equipped through back
ground and training to effectively participate in the devel
opment process? Is there a formalized procedure for select
ing students for participation? Do the students actually 
make contributions which are given appropriate consideration 
in the final development of objectives? These questions are 
not intended to be the only questions an investigator might 
deem necessary. Nor do simple yes or no answers to these 
questions indicate the extent to which desirable aspects are 
present. The questions are merely intended as aids to guide 
the kind of investigative activities that must be involved 
in an analysis of a particular school program with respect 
to the essential element of objectives of instruction.
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To evaluate the adequacy of formal statements of 

objectives of instruction in terms of vocational competence^ 
the private business school investigator must assure himself 
that the persons developing the objectives actually deter
mined the occupational requirements for jobs. This may have 
been done in any number of ways— job analyses, employer in
terviews, surveys of graduates now employed, and so forth—  

so long as the results are accurate and complete. The word
ing of statements of objectives should be such that prospec
tive students can readily understand precisely what is in
volved. This entails an understanding on the part of the 
investigator of the backgrounds of the prospective students. 
The use of technical terms or pedagogical terms not in gen
eral use may be conducive to misinterpretation by students, 
even though the writers were attempting to be precise and 
accurate in their use of the terms.

The investigator must satisfy himself, not only that 
the objectives were appropriately formulated, but that these 
objectives are stated in catalogs or bulletins of the school 
and utilized properly in normal contacts with prospective 
students. In applying this criterion, the investigator must 
critically survey the catalogs and bulletins, written adver
tising, and written instructions to enrolment officers. Does 
the school reveal in its statements of objectives of instruc
tion that proper emphasis is given to personal characteristics 
of students, to presentations of general, business information.
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and to business skill development as students are prepared 
for business occupations? The investigator in his analysis 
must bring to bear his personal knowledge and experience to 
properly evaluate the school in these respects. It is at 
this point that it is made clear that actual evaluations tend 
to be subjective in nature.

It should be noted here, that only through implica
tion, has consideration been given to whether the objectives 
stated are achievable. However, this is an extremely signif
icant point. For example, it is not enough to determine 
that personality development is included as an objective of 
instruction. It must be determined that such actual devel
opment does occur. This implies that all teachers should be 
attempting to modify behavioral patterns of students in keep
ing with the requirements for employment. It should be obvi
ous that a single course in "Personality" could not be ade
quate to assure the development of acceptable business 
behavior.

There must be evidence that the area of general busi
ness information is adequately developed in terms of stated 
objectives. The rapid pace at which business skills and 
procedures are modified in our dynamic society makes manda
tory a rather broad understanding of general business infor
mation to permit students to adjust accordingly. The objec
tives of instruction should be aimed not only in the direc
tion of skill development but in the direction of basic
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business understandings as well. The investigator must seek 
the answers to criteria questions, and to many additional 
questions, as he evaluates objectives in terms of general 
business information and examines school programs to deter
mine whether the objectives are achieved.

It is evident, then, that as the investigator studies 
the objectives of instruction, he must also examine instruc
tional facilities for evidence that the objectives can and 
are being fulfilled. The facilities to be examined should 
include both the equipment and the instructional personnel. 
The adequacy of equipment may be determined to a large extent 
by direct observation. The adequacy of personnel must be 
determined through analysés of educational backgrounds, work 
experiences, teaching experiences, and by means of direct 
observations and personal interviews.

At this point, it becomes evident that evaluation of 
the extent to which one essential element in the operation of 
a private business school is met may well carry over into 
evaluation of one or more of the other elements. This is as 
might be expected and in a large measure expedites the total 
evaluation process. Also, it should be noted that, while 
most of the material presented here has been written from 
the point of view of the investigator, exactly the same guide 
questions would be answered by school personnel as they en
gage in self-evaluation. In many cases the work of the in
vestigating committee in an accreditation case may to a



89
large extent constitute verification of evaluations previ
ously made by the personnel of the school seeking accredita
tion.

Criteria for Evaluation of 
Instructional Program

The members of the staff of a private business school 
or the members of an investigating committee must determine 
the intent of an instructional program before they can appro
priately measure the effectiveness of the instruction offered. 
This they must do in accordance with the basic ideas developed 
in the preceding section of this chapter. Once the intent, 
as evidenced in the statement of objectives of instruction for 
a particular school, is understood by an evaluator, an effort 
can be made to relate those objectives to the total educa
tional program.

As a first step, the investigator should carefully 
analyze the school's latest catalog or bulletin for state
ments of its instructional objectives relative to each of 
the phases of its instructional program. In numerous pri
vate business schools the instructional programs include two 
or more curriculums such as general business, secretarial, 
and accounting. The evaluation process, for accreditation 
purposes, must include careful analysis of all phases of the 
instructional program as they relate to the objectives of 
instruction. Furthermore, determination must be made of the 
extent to which the instructional program is effective.
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As in the case of evaluation of objectives of instruc

tion, the investigator must seek the answers to guide ques
tions as he evaluates the instructional program of a private 
business school. He may start with a comparison of the sub
jects and activities actually provided in the instructional 
program with the written statements of what the school pur
ports to be doing. Written and oral expressions of what is 
included in the instructional program should be clearly un
derstood by the investigator. Then he should make a concerted 
effort to determine whether the instructional program does 
actually and appropriately contain the instructional offer
ings and learning opportunities required by students in gain
ing preparation required for employment in their chosen occu
pations .

The investigator should seek answers to questions 
such as: Are the programs of instruction for various busi
ness occupations clearly stated in the catalog or bulletin 
of the school? As the investigator evaluates the clarity of 
the statements of programs of instruction, he should also 
examine records and interview students and teachers to deter
mine the extent to which subjects and activities actually 
provided compare with statements of what the school provides. 
The investigator should endeavor to determine whether sub
jects offered enable the school to achieve stated goals.

The instructional program and the requirements made 
of students in private business schools should be in accord
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with sound general principles of education. Correlation and 
integration of subject matter should promote the development 
of fundamental abilities, general business understandings, 
and business skills required for employment. The investiga
tor must approach his analysis of the instructional program 
requirements with the intent of determining whether the pro
gram is in accord with sound principles. He should satisfy 
himself that subject matter is correlated appropriately.
He should determine whether the integration of subject mat
ter in the program is sound. Instructional programs in pri
vate business schools should follow the same general patterns 
which prevail in most secondary schools and institutions of 
higher education. That is to say, they should include pro
vision for the general education of students and the develop
ment of fundamental abilities in such areas as English usage, 
mathematics, and reading. In addition, they should include 
provisions for learning of basic business information and 
the development of specialized abilities and skills involved 
in specific business occupations. The investigator should 
examine the instructional programs to determine that these 
provisions are satisfied fully.

As he observes and questions, the investigator should 
examine the pattern of the requirements of the instructional 
program to determine that the requirements progress from the 
relatively simple in subject matter to the more complex in a 
manner designed to achieve thorough learning as rapidly as
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possible. If the program is sound, he should be able to 
observe that instruction is planned and administered in an 
atmosphere and in a manner conducive to attainment of con
sistently good educational results.

Programs of instruction for various occupational 
objectives should be sufficiently differentiated in content 
and requirements to substantiate their being designated as 
separate programs. Multiple curriculums may or may not be 
desirable and the capacity of a school to offer varied pro
grams must be determined. Although requirements for satis
factory completion of programs of study should be defined 
in terms of hours of study and, perhaps, in terms of grades, 
the primary concern should be the development of marketable 
occupational competence. To evaluate the sufficiency of dif
ferentiation of requirements for various occupational objec
tives, the investigator must carefully examine and compare 
the requirements established. Finally, he must decide whe
ther the requirements will actually result in the develop
ment of differentiated competencies.

Measurable achievement goals should be established 
for each instructional program offered in a private business 
school. Such goals must be developed in terms of ability to 
perform a job. At certain learning stages, students may be 
required to write specific numbers of words per minute in 
shorthand or typewriting. However, ability to do so prob
ably does not constitute a complete demonstration of
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occupational proficiency. Programs of instruction in such 
subjects as shorthand and typewriting should prepare students 
to become functioning employees in offices. Thus, the stu
dents should gain more than mere skill in technical job per
formance. They should be enabled to gain understanding of 
the role of their job, ability to integrate themselves into 
the total office procedure, and work habits that are consid
ered appropriate to the occupation in which they will be 
involved. Personal characteristics of students and social 
compatability should be developed through instructional cir
cumstances that extend well beyond mere incidental learning 
in all subjects. This carries the implication that at all 
times a variety of learning outcomes should be carefully 
correlated and integrated into the total preparation of stu
dents for stenographic, accounting, clerical, office ma
chines, and other kinds of office employment.

Instructional programs should be organized so that 
classroom instruction and laboratory activities facilitate a 
maximum amount of learning on the part of students. The in
vestigator should determine that laboratory activities are 
adequately supervised. It is not sufficient to assume that 
since the students enter the school voluntarily and pay sub
stantial fees for the instruction offered that they will put 
forth maximal efforts to learn. The instructional program 
should include extensive laboratory work cind procedures 
should be established for measuring the output of students.
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The investigator may examine class records to determine 
that all students regularly attend the laboratory sessions.
He may observe a laboratory session to ascertain the instruc
tor 's methods and techniques. He may examine evidence to 
substantiate that students are placed in the program in 
accordance with their backgrounds and experience.

As students progress in their study programs, ade
quate records should be maintained to permit regular and 
frequent appraisal of progress made. Such records should 
be based upon both subjective and objective kinds of measure
ment. The records may be useful ultimately in making recom
mendations to prospective employers. The primary purpose, 
however, for maintaining complete student records is to 
guide the students in terms of the educational goals in their 
study programs. The objective of a student in a private 
business school is development of marketable competence.
This embodies more than the development of only technical 
skill. It embraces the full range of activities associa
ted with the occupation. The records of progress, therefore, 
must provide information upon which a comprehensive evalua
tion can be based. The records should be utilized continually 
to check on each student's progress toward vocational compe
tence. The investigator must determine that the records of 
progress are adequate in scope and in detail and that they 
are actually consulted to provide a basis for evaluation of 
the progress made by students.
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The instructional facilities available must-be re

lated to the kinds of competencies required by the occupa
tions for which particular programs prepare students. For 
example, adequate library materials in the form of books, 
periodicals, professional publications, pamphlets, and other 
items should be readily available to teachers and students 
alike. These materials should be adequate in scope to supply 
information for all subjects in which instruction is offered. 
The materials should be up-to-date and selectivity should be 
exercised in their acquisition. Promiscuous purchases of 
library materials can result in a relatively heavy investment 
without the development of an adequate library. Finally, 
library materials should be available in sufficient quanti
ties to promote active use by students and teachers. With 
respect to library, the investigator must answer questions 
such as; Within the requirements of the instructional pro
gram, are library materials readily available? Are they 
reasonably adequate as to scope, date, selectivity, and 
quantity?

Instructional programs should provide for the effec
tive use of audio, visual, and other supplementary aids to 
instruction. Charts, posters, films, filmstrips, opaque 
projectors, actual business papers, skits, and the like, 
should be utilized. The extent to which any one school 
should have these facilities is determined by the objectives 
of its programs. Such facilities should be utilized to
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promote continuous integration of subject-matter areas and 
should emphasize the wide range of occupational requirements. 
As the investigator examines this aspect of the instruc
tional program, he may ask: Are teaching aids, such as pro
jectors, films and filmstrips, charts, posters, and other 
supplementary items readily available and are they regularly 
utilized?

In accreditation circumstances, an investigator must 
satisfy himself that the instructional program is continuous 
and comprehensive, terminal in nature, practical in content, 
and that it reflects the best current practices in the field 
of education for business. The investigator must satisfy 
himself with respect to these factors before he can reach a 
decision relative to the extent to which the instructional 
program of a school conforms to appropriate standards. He 
might well ask: Is evaluation of each program continuous
and comprehensive? Is each program terminal in nature? Is 
each program practical in content? Does each program 
reflect the best current practices?

Criteria for Evaluation of • 
the Instructional Staff

It appears that no generally-accepted list of criteria 
exists for the evaluation of an instructional staff in a pri
vate business school. However, it is obvious that the ex
istence of a qualified and competently functioning staff is 
vital to the success of such a school. Thus, it is necessary
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that the investigator, to the best of his ability, examine 
and evaluate the competency of the staff. The faculty should 
be analyzed from the personal standpoint of adequate formal 
academic achievement in teaching areas as well as in terms 
of broad general and professional education. The teachers 
should present evidence of vocational competence in their 
teaching areas. Evaluative analysis should also encompass 
teaching conditions with respect to ratio of students to 
teachers, salaries paid, and teaching loads. The extent to 
which aids to professional growth are provided and utilized 
should be determined.

The evaluator should examine transcripts or summaries 
of the transcripts of teachers in the school being inspected. 
The examination should reveal the type of formal training 
and education received in the earning of the degree or de
grees of each teacher. The evaluator should realize that 
the possession of earned academic degrees is not necessarily 
adequate evidence of instructional competence. However, as 
one of various devices for evaluation, it should be con
sidered. Not only the possession of a degree, but the type 
of training and education obtained in the earning of the 
degree should be determined. A teacher's education should 
include a satisfactory background in general education, 
adequate formal training in professional education, and 
sufficient academic training concentrated in his teaching 
field or fields.
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Weaknesses in the areas indicated above have for some 

time existed in some private business schools. In the State 
of Oklahoma, there are no requirements established by law 
for the certification of teachers in private business schools. 
This has permitted a wide range in the preparation of teach
ers in the various schools in the state. Because of the 
over-all objective of training for vocational competence and 
the general acceptance of the early private school proprie
tors of vocational competency as the primary criterion for 
teaching vocational subjects, only slight emphasis has been 
generally given to the broader phases of education of private 
business school teachers. This tendency has been enhanced by 
the generally higher wages paid to public school teachers 
along with more extensive vacations, job security, opportuni
ties for professional growth, and other desirable employment 
conditions. These factors have made difficult and expensive 
the hiring and retaining of teachers highly qualified in all 
phases of vocational, general, and professional education.
As the investigator conducts his inquiry, he may ask if each 
teacher holds a baccalaureate or higher degree or the equiva
lent in education and experience. He may further question 
whether each teacher presents a satisfactory background in 
general education. He may particularly seek evidence of the 
adequacy of each teacher's formal training in professional 
education.
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Frequently, when there are well-qualified teachers on 

the staff of a private business school, they are expected to 
teach a full schedule in day school and conduct regular even
ing classes as a normal part of their duties. It is very 
doubtful if even the best of teachers can perform at peak 
efficiency under these conditions. Furthermore, such a 
teaching schedule acts as a strong deterrent to professional 
growth and improvement of knowledge and skill. The investi
gator should examine teaching schedules to determine the 
appropriateness of the over-all teaching loads. He must con
sider not only the number of class hours per day of a teacher 
but also the number of separate preparations, the nature of 
the classes, and the number of students involved.

The investigator should conduct his inspection so as 
to determine the conditions of the instructional staff with 
respect to the above itmes. To accomplish this determina
tion, he should utilize any procedure or device appropriate 
in the circumstances. If the staff includes a teacher who 
is weak in an area of academic preparation, the evaluator 
may consider the possibility that the weakness is at least 
partially compensated for by strength in other areas. The 
student-teacher ratio should be determined in specific 
classes and the existing ratio be compared with generally 
accepted standards for similar classes in other schools, 
both public and private. Teaching loads, both day and night 
classes, should be in accord with accepted good practice.
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The time and opportunity available to the teacher in a normal 
working day for library research and class preparation should 
be determined. These are examples of the kinds of informa
tion with which the investigator must concern himself in his 
evaluation of the instructional staff. These factors are, 
however, only a part of the total measure of the excellence 
of the instructional staff.

Given the best of preparation for teaching and excel
lent instructional facilities, all teachers do not neces
sarily perform in an outstanding manner. Thus, the investi
gator should delve into the performance of the individual 
teachers. This phase of instructional staff evaluation is 
extremely difficult to measure. However, helpful guides to 
evaluation may be developed and utilized. Participation in 
activities of groups and organizations dedicated to profes
sional improvement may provide one criterion for this pur
pose. There appears to be a strong positive correlation 
between such participation and teaching excellence. The 
evaluator, then, should determine to what extent teachers are 
urged to participate in professional organizations and the 
extent of their response to such urging. Does the school 
reimburse teachers for expenses of attendance at profes
sional meetings? Are teachers given leave, with pay, to 
attend such activities? Is recognition given to teachers 
for offices and honors earned in professional activities?
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The evaluator should include in his examination, a 

consideration of teaching techniques and procedures, demands 
made on teachers for activities other than teaching, and the 
extent of any fringe benefits given to teachers. Since each 
of these areas influence the performance of the instructional 
staff, they must be given consideration. The investigator 
may determine the extent to which teachers utilize community 
business resources in instruction. He may observe classes 
and ask questions to evaluate the effectiveness of teaching 
procedures and technicjues employed by the teachers. He may 
evaluate the propriety of the student recruitment and reten
tion demands placed upon the teachers. The investigator 
may determine whether the school makes provision for retire
ment benefits in addition to social security. From items such 
as these, the investigator may enhance the conclusion he draws 
with respect to the adequacy of the instructional staff of a 
private business school.

Criteria for the Evaluation of 
Student Personnel Services

Current educational philosophy and practice emphasize 
that an educational institution must be responsible to each 
student for more than the offering of instruction. In the 
case of private business schools, it is commonly understood 
that the responsibility of the school to each of its stu
dents extends from the initial recruitment and admission con
tacts through guidance and educational counseling, through
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instruction in classes, to initial employment and even on 
into succeeding employment circumstances. Self-analysis and 
inspection activities should encompass objective study of 
the entire student personnel services program of a private 
business school. The evaluation process should determine 
accurately the extent to which student personnel services are 
accomplished by the school seeking accreditation. The 
evaluative procedure must be concerned with four significant 
phases of the student-school relationship: (1) recruitment
and admission, (2) guidance and counseling, (3) job place
ment, and (4) follow-up. There are other student personnel 
services which private business schools may render. For 
example, there may be occasions when the private school aids 
its students in obtaining part-time employment to enable them 
to remain in school. It may of necessity have to deal with 
the problem of student housing. In most cases, some concern 
must be given to the matter of social activities or profes
sional activities that might be classified as "extra-class" 
in nature. Since it is impossible in this research report to 
deal with the infinite number of minor elements involved in 
student personnel services, the presentation here deals only 
with the four most significant items indicated above.

Are credentials required to support student applica
tions for admission? Have any students been denied admission 
on the basis of inadequate background preparation or for 
other cogent educational reasons? What means are utilized
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in measuring the achieved levels of proficiency of students 
seeking admission to the school? These questions are indica
tive of the responsibilities of a private business school 
with respect to recruitment and admission of prospective stu
dents. The school must determine the capacity of the student 
to benefit from instruction, and the probability of success
ful employment upon completion of a prescribed course of 
study. Once the extent of these factors has been determined, 
the school is obligated to provide guidance and counseling 
to cause the student to take action that will be most bene
ficial to him. The responsibilities associated with re
cruitment and admission may be discharged in a wide variety 
of ways. It is the responsibility of the school staff, in 
its self-evaluation, and the investigating committee, in its 
inspection, to determine that the services are rendered in 
an acceptable manner and according to the intent and stand
ards of the accreditation program. Whether the approach is 
self-evaluation or inspection, the student personnel services 
must be measured in terms of both quantitative and qualita
tive standards. Each service element should be analyzed in 
terms of the manner in which it fits into the framework of 
the educational program of the school and the apparent 
results obtained.

With the assumption that private business schools are 
educational institutions offering work at the thirteenth and 
fourteenth grade levels, admission to study programs should
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be restricted to students who are graduates of high schools 
or who have backgrounds of education plus experience that is 
equivalent to having completed high school. Very seldom, 
indeed, should a private business school solicit students 
who have not completed the work involved in the twelfth grade 
in the public schools. However, it must be recognized that 
private business schools may admirably fulfill the needs of 
people who did not complete high school. Having gained 
maturity and experience, such people may become cognizant of 
their need for the kind of instruction available in a private 
business school. The investigator may, consequently, ask 
whether or not examinations are regularly employed to deter
mine skill achievements and knowledge acquisitions of the 
students seeking admission.

Are students realistically guided in course and pro
gram selection in conformity with their desires and abilities? 
To determine the students' capacities beyond that indicated 
by transcripts of formal education, private business schools 
should provide testing services. Students should be tested 
relative to intelligence, general academic knowledge, and 
proficiency in basic business skills. To obtain best instruc
tional results, students should be assigned to instruction 
circumstances at levels appropriate to their indicated 
ability.

Guidance and counseling is a process which begins 
with the initial student-school contact and continues as long
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as any relationship between the student and the school 
remains. The evaluator should recognize that unplanned and 
isolated consultations and conferences on an "as asked for" 
basis is not an adequate guidance and counseling service.
Each phase of guidance and counseling should be planned for 
and executed as the student progresses through his vocational 
business education program. Thus, the evaluator should build 
his analysis upon investigation of the plan for counseling 
and guidance and checking for applications of the plan. The 
evaluator should determine that a program of guidance and 
counseling actually exists and that all staff members fulfill 
their responsibilities in it. Following this, the evaluator 
should turn his attention to the adequacy of the plan and the 
implementation of that plan.

In determining the adequacy of the plan for counseling 
and guidance, the evaluator should consider the provisions of 
the plan with respect to:

1. Determination of student capabilities.
2. Comparison of student capabilities with the 

student's stated vocational desires.
3. Guidance of students in evaluating capabilities 

and requirements of the desired vocations.
4. Provisions for the development of a student's 

cumulative record of personal and academic data.
5. Plan for utilization of accumulated information 

for guidance of students during the schooling 
period.

6. Provision for assistance in job selection upon 
graduation.

7. Plan for continued contact and guidance in 
further education or change of employment.

In evaluating implementation of the guidance program, the
evaluator should seek documentary evidence of tests given.
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interviews held, and the like. Also, the evaluator should 
consult with students and counselors in determining that the 
program is followed in practice.

The best measure of the effectiveness of job place
ment is the extent to which graduates are placed satisfac
torily through the efforts of school personnel. The investi
gator can evaluate this aspect of student personnel service 
by inspection of the placement files and records. Another 
important aspect of job placement is the matching of students' 
abilities with the "best" jobs possible. Does the placement 
service director actively survey the employment fields to 
assist in securing the most advantageous placement of gradu
ates? A quantitative measure for this factor may be found 
in comparing initial job titles or descriptions with the ob
jectives of the programs of instruction pursued by students. 
The evaluator should be aware that adverse employment condi
tions may hamper even the most efficient placement service 
unit.

Are follow-up studies made periodically? Follow-up 
activities may be valuable in two ways: by improving guidance
and counseling services available to students cind by providing 
information upon which modification of curriculums and pro
cedures may be accomplished. The evaluator should, after 
examining plans for follow-up, investigate the consistency 
and efficiency with which the plans are implemented. The 
investigation should include examination of documentary
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evidence and personal consultations with individuals involved 
in the procedure.

Criteria for the Evaluation 
of Physical Plant

The physical plant of an educational institution 
should he adequate to provide facilities for the proper con
duct of the educational mission of that institution. This 
concept of physical plant has rather hroad implications for 
self-evaluation and for the investigating committee. It 
implies that the analyzer is completely conversant with the 
objectives of the institution, the community within which the 
school is located, and the needs and expectancies of both the 
students and the prospective employers. The person making 
the analysis must have a working knowledge of the minimum 
acceptable standards for such physical plant items as light
ing, space, ventilation, color schemes, noise factors, park
ing spaces, fire safety, and the like.

The application of engineers' estimates of adequate 
facilities and the suggestions of efficiency e:q)erts in a 
perfunctory manner cannot result in an appropriate evalua
tion of physical plant for accreditation purposes. The 
evaluation should include consideration of the total setting 
within which the educational activities are conducted. Thus, 
a physical plant which might be satisfactory in one setting 
might be wholly unsatisfactory in another school situation. 
However, in any event, the physical plant should permit
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maintenance of student health and welfare and should facili
tate instruction. The plant should be so located as to best 
fulfill the educational objectives. It is around these three 
areas that the investigator's attention should be centered 
as he analyzes the school plant with respect to its accepta
bility in connection with accreditation.

The investigator may ask whether the buildings con
form to good practice and local requirements with respect to 
fire, health, and safety rules and laws. While such confor
mance may not be taken as prima facie evidence of adequacy, 
it serves as a point of reference for a quantitative rating. 
The investigator should conduct his analysis on the basis of 
good practice regardless of the adherence to local law if 
the law is inadequate in its requirements. In this vein, 
the investigator should analyze the adequacy of light in 
classroom and laboratory areas as well as the heating and 
ventilation facilities. Are drinking and toilet facilities 
readily available? The ultimate guide the investigator 
should use with respect to these and other like items should 
be the effect the conditions have upon student health and 
welfare and, in turn, upon the effectiveness of their 
learning.

The physical plant should facilitate instruction and 
learning. The investigator should examine the size and 
arrangement of the instructional areas. Are the classrooms 
adequate in size and arrangement for their educational
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functions? From all positions in each instructional area, 
can each student hear and see the instructor? These and 
other factors should be evaluated in terms not only of cur
rent enrollment, but in terms of the early anticipated maxi
mum enrollment.

High standards of orderliness and cleanliness must 
be maintained in an institution seeking accreditation. This 
factor influences the health and welfare of the students as 
well as the mental attitudes of all who come into the school 
plant. Are janitorial services regularly provided to main
tain high cleanliness standards? Are regular inspections 
for cleanliness made by responsible persons? The concept of 
cleanliness and orderliness should be applied to the outside 
of the building and grounds as well as to its interior. The 
investigator should determine that the building is maintained 
in a state of good repair and that the grounds are attracr- 
tively arranged and kept. The school building should be an 
asset to the area in which it is located.

The location of the school and the effect this loca
tion has upon instruction, students, and prospective employ
ers, should be considered by the evaluator. He should ascer
tain that the school is conveniently located for students.
It should be examined for convenience to community laboratory 
resources. Parking space should be adequate, and public 
transportation facilities should be readily available.

The investigator should examine and inspect any 
aspect of the physical plant which he has reason to believe
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exerts any influence upon the educational environment. The 
final question which must be affirmatively answered involves 
the over-all effect of the physical plant upon the educa
tional effort: Is it beneficial?

Criteria for the Evaluation 
of Ethics

Are published statements in conformity with the 
actual practices of the school? Are educational goals de
scribed in promotional efforts adhered to in the offerings 
of the school? Are fees assessed without discrimination 
among students? Are recruitment activities in keeping with 
appropriate dignity and accuracy reflecting high ethical 
standards? These are samples of the types of questions 
which the investigator must answer as he seeks to measure 
the ethical status of the school seeking accreditation.

The measurement of the degree to which a private 
business school adheres to the guiding principle with respect 
to ethical operations as set forth earlier in this chapter 
poses one of the most difficult tasks of the evaluator.
This difficulty is based upon the heretofore wide variation 
of opinions concerning precisely what constitutes ethical 
practice. The evaluator should use every precaution in his 
evaluation to develop his conclusions within the wording and 
spirit of the guiding principle of ethics of operation pre
sented in this study and incorporated in the document for 
accreditation. This admonition is appropriate in view of
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the possibility of greater emotional bias in conjunction 
with this principle than with the other principles.

Conformity of practice to stated ethical principles 
is virtually impossible to measure in a quantitative manner. 
The very nature of the item to be evaluated dictates its 
evaluation from a qualitative viewpoint. The analysis of a 
specific school may be conducted within four major areas: 
relation of the school to the general public in advertising 
and recruiting; relation of the school to instructional staff 
in selection, retention, and severance; relation of the 
school to prospective employers ; and relation of the school 
to other educational institutions.

The guide used by the evaluator in examining the 
ethical conduct of a school in its relationships with the 
general public in advertising and recruiting should be that 
the conduct results in full disclosure of material informa
tion concerning the school, is not misleading, and reflects 
general good taste. The investigator should examine pub
lished statements for conformity with the principle above.
He should determine that oral statements conform to the 
printed statements. The investigator should confer with 
solicitors and students to determine the content of oral 
statements made during recruitment. The evaluator should 
determine through observation, questioning, and any other 
means available to him that the oral and published statements 
do in fact conform to the usual practices of the school.
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Are the school administrators apparently sincere in 

efforts to promote high ethical conduct? The conformity be
tween practices and statements indicated above might serve 
as a guide to administrative sincerity. Examination should 
reveal that educational goals described in promotional ef
forts are actually attained in the school. Tuition fees, 
book costs, and other charges should be clearly and unequiv
ocally stated in promotional materials, bulletins, and cata
logs. The published materials should fully and accurately 
describe the qualifications of the faculty. Endorsements 
and testimonials should be traced for authenticity of such 
statements and to determine that they are used with the con
sent of the persons involved.

A school acceptable for accreditation should main
tain the highest ethical relationship with its instructional 
staff. Staff members should be dealt with as professional 
persons performing professional services. It is the duty of 
the evaluator to determine that this relationship exists. 
Teachers should be accorded the normal courtesies extended 
to any professional person in the exercise of his profession. 
Selection of teachers should follow a rather well-established 
procedure open to the evaluator for analysis. The evaluator 
should determine that conditions of employment agreements 
are in keeping with the professional status of the teachers. 
Terms and conditions of employment should be clearly stated 
in the initial agreement of employment and scrupulously
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adhered to throughout the term of employment. A spirit of 
professional service should prevail within the instructional 
staff. This spirit should he reciprocated by the administra
tive group. A school qualified for accreditation should not 
engage in practices resulting in an encroachment upon the 
academic freedom of instructors.

Severance of the employment contract between the 
school and a teacher should adhere to the provisions of the 
contract. The investigator should determine that reasonable 
notice of termination of the contract and/or intention not 
to renew the contract is given by the party desiring to sus
pend the employment relationship. For dismissal at any time 
following a reasonable probationary period, full explanation 
of the reasons for dismissal should be given to the instruc
tor. Capricious and arbitrary dismissal practices should 
render a school unfit for accreditation.

The school should maintain high standards of integ
rity in its relationships with prospective employers. The 
evaluator should compare samples of correspondence with 
prospective employers concerning students with the educa
tional records of those students. Documents issued to stu
dents for presentation to prospective employers as evidence 
of achievement should be compared with and conform to the 
students' recorded accomplishments in academic work.

In addition to the foregoing relationships, the pri
vate business school has ethical responsibilities to other
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educational institutions. Codes or rules of ethics are de
vised to establish a predictable pattern of behavior among 
the members of a group. The code should be designed to ele
vate the behavior of the members above that which might exist 
without such a code. A code may be designed to protect the 
public against a variety of practices inimical to the public's 
best interest which might result from unrestrained actions by 
members of the group. Much of the strength of a pattern of 
acceptable ethical behavior stems from the power of other 
members of the group to bring public opinion to bear upon 
the member violating the rules of ethical behavior. It is 
the responsibility of the evaluator to determine that each 
school conforms to the acceptable theme of professional re
cognition and courtesy between itself and all other educa
tional institutions.

As the evaluator examines the ethical setting within 
which the school functions and the over-all accomplishments 
of the school, he should develop a composite opinion of the 
acceptability of the school with respect to its ethical prac
tices. This composite opinion, however, should not gloss 
over any pertinent deviation from acceptable behavior which 
might in itself be sufficient to warrant rejection by cin 
accrediting commission.

To this point in this chapter, attention has been 
directed to the isolation and formulation of the elements 
essential to the operation of a successful private business
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school and to evaluation of those elements in the circum
stances of accreditation. In the section which follows, 
general information relative to the implementation of an ac
creditation program is presented.

Implementation of an Accreditation Program
Burns* often quoted admonition that "The best laid 

schemes o' mice an* man Gang aft a'gley, an* lea'e us naught 
but grief an* pain. For promised joy."^ is appropriately 
directed towards the implementation of an accreditation pro
gram. Establishment of the proper organizational structure 
is of prime importance in implementing the provisions of ac
creditation and in developing a program with long-range 
effectiveness. An effective organization can produce desir
able results, while ineffective organization may permit degen
eration of the accreditation program and result in perfunc
tory procedures and mere time-consuming "busy work." The 
Oklahoma Association of Private Business Schools has sought 
to determine and utilize an organizational structure for 
implementation of an accreditation program which will prove 
strong and effective enough to ensure maximum benefit to 
members of the association.

The organization of the accrediting program for Okla
homa private business schools, as developed in this study,

^Robert Burns, "To A Mouse," A Book of Treasured Poems, 
ed, William R. Bowlin (Chicago: Albert Whitman & Company,
1945), p. 120.
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is similar in structure to many other accrediting programs 
in that it includes an accrediting commission as the final 
approval or disapproval authority, and it utilizes investi
gating committees for field analysis of applying.institutions. 
It is the responsibility of the commission to establish pro
cedural rules for the guidance of applying schools in the 
conduct of self-evaluation and technicalities of application. 
It is the purpose of this section to provide an explanation 
of the factors considered in the development of the over
all organization and procedures for accreditation in Okla
homa. In Chapter IV of this research report the "Document 
for Accreditation of Private Business Schools in Oklahoma" 
is presented in its entirety. In that document material 
about the organization and procedures for accreditation is 
provided only in summary form.

The Accrediting Commission 
The accrediting commission is charged directly with 

the responsibility for determining the qualifications of 
each applicant school for accreditation. This responsibility 
implies that members of the commission will possess the high 
level of qualifications required for fulfillment of their 
assignments. Members of the commission must have sympathetic 
interest in the proposed outcomes of the accreditation pro
gram; they must possess sufficient personal prestige to com
mand respect for their judgment; they must be relatively free
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from bias and prejudice in their functions as commissioners; 
and they must be willing to devote considerable time to the 
volume of work involved. The method of selection of commis
sioners, their tenure in office, and the facilities available 
to them for the performance of their duties all directly in
fluence the degree to which they can effectively perform the 
functions of the commission.

The ultimate objective of the private business school 
is development of vocational competency. In turn, then, the 
primary purpose of accreditation is increasing the extent of 
achievement of this objective in accredited schools. Opera
ting in an economy which relentlessly demands increased ef
ficiency in every phase of business and industrial activity, 
the business and industrial leaders of today are constantly 
searching for methods of increasing efficiency. As employ
ers of the products of the private business schools, certain 
of these leaders are concerned with any program which has 
potential for increasing the productivity of the private 
business school graduate. For this reason, it was deemed 
appropriate to assign three representatives of business and 
industry to the accrediting commission.

In Oklahoma there has been increasing acknowledge
ment by leaders in business education among institutions of 
higher learning of the valuable contribution to education 
for business made by private business schools. These pro
fessional business educators apparently recognize the need
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for the offering of a type of business education which does 
not appropriately belong in the offerings of colleges, nor 
in the scope of offerings normally found in the public high 
schools of Oklahoma. These leaders deem it a part of their 
professional responsibility to assist business education in 
all types of institutions. Such men as Dr. J. Andrew Holley, 
Dean of the College of Education, Oklahoma State University 
and Dr. Gerald A. Porter, Professor of Business Education, 
University of Oklahoma, have worked diligently in a variety 
of ways to promote improved business education among private 
business schools. As a result of their activities, in re
cent years, it was deemed appropriate to assign three repre
sentatives of business education from institutions of higher 
learning in Oklahoma to membership on the accrediting commis
sion. Such appointments should ensure a sustained profes
sional interest in the outcomes of accreditation among pri
vate business schools in Oklahoma.

At present, the State Accrediting Agency in Oklahoma 
is responsible to the federal government for certification of 
schools seeking to offer instruction to veterans under the 
provisions of the various education laws applicable to veter
ans. With a limited staff, this agency must investigate and 
evaluate a large number of institutions offering instruction 
to veterans. The difficulties of this agency frequently are 
compounded in evaluating private proprietary schools because 
of difficulty in determining qualitative criteria for the
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evaluation. While the State Accrediting Agency cannot dele
gate its responsibility for evaluation, a strong program of 
accreditation greatly reduces the volume of detail work by 
the agency. The reduction in detail work comes through pro
viding, from accredited schools, thorough self-evaluation 
reports and judgments rendered by the accrediting commission.
In these circumstances, it seemed obvious that the Director 
of the Oklahoma State Accrediting Agency would have a vital 
interest in the outcomes of the program of accreditation for 
private business schools in Oklahoma. After careful consid
eration, the decision was made to designate the Director of 
the Accrediting Agency as permanent chairman of the Oklahoma 
Accrediting Commission for Private Business Schools.

It was assumed that the accrediting commission should 
not be comprised exclusively of members from outside the 
field of private business education. It is probable that 
questions concerning the work of the commission could arise 
which only a person intimately acquainted with the operations 
of a private business school could adequately answer. Fur
thermore, no individuals possibly could be more vitally con
cerned with the success of the program of accreditation of 
private business schools than representatives of those 
schools. Thus, it was considered essential that the commis
sion include representation from the private business schools. 
However, the decision was finally reached to effect this kind 
of representation with a private business school person serving
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in an ex officio capacity as the executive secretary of the 
accrediting commission.

In the selection of the members of the commission 
from the various fields indicated above, careful considera
tion was given to the personal integrity and professional 
prestige possessed by each member chosen. The authority 
with which decisions are rendered concerning approval or 
disapproval for accreditation depends, to a great extent, 
upon the respect accorded to the individual members of the 
accrediting commission. Thus, it is vital that members be 
selected with this factor in mind. Consequently, in the 
selection of the members of the Oklahoma Accrediting Commis
sion for Private Business Schools, extreme care was exer
cised in selecting individuals who had achieved recognition 
in their fields and who were widely-known and respected 
throughout the state. The members of the Oklahoma Accred
iting Commission for Private Business Schools at present 
are:

Mr. Roy B. Deal, Oklahoma Natural Gas Company 
Mr. E. W. Harper, Oklahoma Gas and Electric Company 
Mr. Earl D. Fuller, Southwestern Bell Telephone 

Company
Dr. J. Andrew Holley, Oklahoma State University 
Dr. Gerald A. Porter, University of Oklahoma 
Dr. William W. Weird, Southwestern State College 
Mr. 0. C. Ball, State Accrediting Agency (Chairman) 
Mr. H. Everett Pope, Jr., Oklahoma School of

Accountancy (ex officio member and Executive 
Secretary)

Evidence of bias or prejudice on the part of any of 
the commissioners could cause a breakdown in the accrediting
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program as quickly as any other single factor. Bias may be 
either in favor of unacceptable schools, or against accepta
ble schools. The selective process and the functional opera
tion of the commission should permit no opportunity for 
justifiable charges of prejudice in the performance of duties. 
The provision that the majority of the members should be 
chosen from institutions of higher learning and from business 
and industry is not an automatic guarantee of impartiality 
in the performance of the duties of the commissioners. 
Therefore, on every occasion all possible precautions should 
be taken to ensure the selection of individuals free from 
bias or prejudice for service as commissioners.

In addition to a sympathetic interest in the outcomes 
of accreditation, personal prestige, and freedom from bias 
and prejudice, each commissioner should sustain an active 
interest in the performance of his duties during his tenure 
on the commission. Perhaps the prerequisites set forth above 
indicate a sustaining interest. However, another major fac
tor to consider in the selection of each commissioner is 
willingness to serve. A person who feels merely that he is 
obligated to serve may not exercise the initiative required 
for the most effective functioning of the commission. In the 
initial appointment, therefore, consideration should be given 
to the existence of a somewhat "missionary zeal" in the 
person being asked to serve.
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Investigating Committees

The meiribers of the Oklahoma Accrediting Commission 
for Private Business Schools are primarily responsible for 
the analysis and evaluation of schools applying for accred
itation and must accept full responsibility for the accept
ance or rejection of a school considered for accreditation.
In order to fulfill these responsibilities, the commission 
must utilize the services of other individuals in the gather
ing of analytical and evaluative material concerning schools 
applying for accreditation. This utilization is achieved 
through the formation of a committee for on-the-spot inspec
tion of each school applying for accreditation.

The primary duties of each investigating committee 
include analysis of the applying school's application for 
accreditation and self-evaluation report and the subsequent 
conducting of an audit-like investigation of the facilities 
of the school. The analysis of the application and self- 
evaluation materials provides the investigating committee 
with certain factual information concerning the school and 
provides a comprehensive presentation of the operation of 
the school as determined by the staff of that school. Thus, 
the investigating committee actually obtains the answers to 
many questions before the visitation is made to the school. 
The obvious advantage is the increased precision of analysis 
and the saving of time in investigation of information during 
the visitation. Thus, the visit to the school by the



123
investigating committee requires only sample-checking of the 
accuracy of reported information and further questioning to 
obtain accurate information and data not previously revealed.

The investigating committees should be composed of 
individuals acquainted with the purposes, organization, and 
functions of private business schools. Further, the members 
of the investigating committees must be capable of rendering 
evaluations and providing reports acceptable to the commis
sioners who must rely fully upon the reports in reaching 
accreditation decisions. In order to meet these requirements, 
the selection of a relatively large panel of potential inves
tigators fully cognizant of the program of accreditation and 
acquainted with the private business schools was developed 
by the Executive Board of the Oklahoma Association of Private 
Business Schools. From this panel, the executive secretary 
of the accrediting commission selects individuals to serve 
on each investigating committee. The panel of potential 
members of investigating committees currently consists of 
individuals who represent higher education institutions, 
business firms, and private business schools. Each investi
gating committee consists of a chairman and a minimum of two 
additional members.

In summary, concerning the organization of the 
accrediting program for Oklahoma, three groups must function 
effectively when accreditation is considered for any private 
business school. The personnel of the school must engage in
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self-evaluation and prepare substantive data concerning 
operations; an inspecting committee must analyze the data 
and inspect the facilities of the school; and finally the 
accrediting commission must make value judgments and render 
a decision.

Procedure for Accreditation
Any procedure for accreditation must involve sincere 

and concerted efforts of all members of the staff of the 
school seeking accreditation as well as discerning and sea
soned judgment of representatives of the agency which 
accredits. The procedure, as developed in this study, after 
much research and many deliberations, consists of seven 
logical, sequential steps:

1. Filing of an application for accreditation by 
a school.

2. Acceptance of the application by the executive 
secretary of the accrediting commission. Mailing of 
self-evaluation forms and materials to the school.

3. Conducting of a thorough self-evaluation by 
the applying school and preparation of staff and 
facilities for the inspection.

4. Selection and appointment of the investigating 
committee and establishment of the investigation sched
ule by the executive secretary of the accrediting com
mission.

5. Conducting of the on-the-spot inspection of the 
school and preparation of the investigation report by 
the investigating committee,

6. Analysis of the investigation report by the 
accrediting commission and reaching a decision as to 
whether accreditation should be granted.
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7. Informing of the school personnel of the 

result of the accreditation process. This is done by 
the executive secretary of the accrediting commission.

It is within the provisions in the various steps in 
the accreditation procedure th".the intrinsic benefits of 
the program lie. For example, the self-evaluation in step 3 
above serves a dual purpose in that it highlights for the 
staff of a school the strengths and weaknesses of that school. 
At the same time, it serves as the basis upon which the in
vestigating committee can rest its own study of the school.
It is commonly recognized that self-evaluation is the most 
important and perhaps the most beneficial phase of accred
itation. The procedure for seeking accreditation causes each 
private business school to evaluate and report the extent to 
which its staff believes that the essential elements in the 
successful operation of a school are present. This is the 
core of the success of an accreditation program— acknowledge
ment of desired characteristics and attempts to attain the 
levels required in these characteristics from the self- 
determined present status.

Proceeding from recognition of the benefits to be 
derived from the process of self-evaluation, care should be 
exercised in assuring an effective organization and pro
cedure for self-evaluation. Private business schools seek
ing accreditation in Oklahoma may range in staff from one 
teacher to ten or more and in curriculum complexity from 
the very simple single-program offering to a multiple-program
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offering. Suggestions for plans and procedures for self- 
evaluation must of necessity be stated in generic terms with 
the obvious need for specific tailoring to the circumstances 
of each specific school undertaking a self-evaluation.

In order to elicit the desired reaction from all 
staff members in initiating improvement in operations in a 
private business school, the only defensible approach em
bodies self-discovery by staff members of opportunities for 
improvement. Thus, each staff member should be utilized to 
the maximum extent possible in the organization, conduct, 
and reporting of the self-evaluation. If there are enough 
staff members to warrant it, committees might well be formed 
for investigation of each of the six essential elements.
Each staff member may, and perhaps should, serve on more than 
one committee. In this manner, the responsibility placed 
upon each staff member excites greater interest and effort 
than might otherwise develop.

One member of the school staff should be designated 
as the coordinator or project supervisor. His responsibility 
should extend from preparation of the initial letter of ap
plication for accreditation, through preparations by the 
school for the investigating committee visitation, to 
follow-up activities resulting from the accreditation pro
cess. The responsibility of the project supervisor should 
include the determination of schedules for the various phases 
of the entire accreditation process. He should assist the
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work of the staff committees in every way possible. This 
assistance might take the form of providing clerical help, 
providing meeting places, accumulating records, or other 
functions deemed desirable. The project supervisor should 
observe the progress of each committee and as committees 
complete the reporting of self-evaluation, he should draw 
the reports together and develop a comprehensive coordinated 
presentation of all phases of the operation of the school.
The project supervisor is only then adequately prepared to 
welcome the investigating committee and facilitate the func
tions of that group.

Staff members conducting self-evaluation studies 
should be thoroughly oriented with respect to objectives, 
organization, procedures, and the purposes for which the 
results will be used. In this respect, a self-evaluation 
study is no different from any other staff project. Staff 
members should study the entire document for accreditation 
in order to understand the setting within which their par
ticular investigation will be interwoven. Each member should 
be cognizant of the spirit of helpfulness and improvement in
herent in the requirements indicated by the six essential 
elements in the operation of a successful private business 
school. Each member of the staff should understand that the 
criteria indicated for measuring the degree to which a school 
conforms to each of the six essential elements are not in
tended to be all-inclusive, but are merely indicative of the
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types of questions each member should ask as he works in the 
self-evaluation.

Following the general orientation and introduction 
to the process of accreditation and self-evaluation indi
cated above, each participating staff member should be 
assigned to a specific committee or assigned a specific area 
for investigation. Since the self-evaluation normally will 
be conducted in addition to regular duties, a specified time 
schedule, realistically determined, will facilitate conduct 
of the study.

The procedure outlined here is suggested as one 
method of achieving the desired effects from the accredita
tion program— a critical self-survey of the strengths and 
weaknesses of each school by those who are in the most ef
fective position to enhance the strengths and eliminate the 
weaknesses. The evaluation of strengths and weaknesses may 
in many instances suggest at the same time methods of insti
gating desirable changes. Furthermore, increased knowledge 
normally expected to result from such an evaluation may in
crease the concern of each staff member for his school and, 
perhaps, result in a greater commitment to the school and 
greater satisfaction in the professional work he is doing.

The successful functioning of each phase of the ac
creditation program suggested by the organization and pro
cedures indicated above, is dependent in a large degree upon 
the effectiveness of the work done by the executive secretary
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of the accrediting commission. While the discretionary 
powers of the executive secretary may appear to be limited, 
the initiative and perceptiveness which he employs in the 
performance of his duties will greatly influence the success 
of the program. The present executive secretary of the ac
crediting commission is an administrator and teacher in a 
school holding membership in the Oklahoma Association of 
Private Business Schools. This ensures his interest in the 
successful operation of the accreditation program.

The Executive Secretary of the Oklahoma Accrediting 
Commission for Private Business Schools is specifically 
charged with the performance of duties and discharge of re
sponsibilities typically assigned to the executive secre
tary of any accrediting organization. These duties properly 
include processing of applications for accreditation and 
determining that the schools adhere to the basic principles 
of the Oklahoma Association of Private Business Schools. 
These principles stipulate with regard to a school that:

1. Its primary purpose is to aid the business 
student in assuming his proper place in the 
world of business and in living a satisfactory, 
useful, and rewarding life.

2. It offers programs of instruction (including 
personality development, general business in
formation, and business occupational abilities) 
commonly associated with grades 12, 13, and/or 
14 in the public schools of the United States, 
and these programs are designed to develop 
salable vocational competence in the shortest 
feasible time span through utilization of the 
best practices current in education for busi
ness.
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Summary

The material included in this relatively lengthy 
chapter concerns explanations and justifications of the vari
ous requirements of a successful program of accreditation.
The first major section involves the presentation of six 
elements deemed essential to the successful operation of a 
private business school. Justification for the selection of 
the six elements presented is designed to support the guiding 
principles and the major factors inherent in each principle. 
The justification for each essential element is based upon 
research; upon logical interpretation of the educational 
factors involved; and upon the specific requirements of the 
private business schools in Oklahoma.

Following the presentation of the essential elements 
for successful operation of a private business school; fac
tors in determining the degree to which a private business 
school conforms to the essential elements are developed.
This involves consideration of criteria against which pro
cedures ; practices; and conditions within a school could be 
measured for conformity to the essential elements. The ex
planation and justification of these criteria includes 
emphasis upon the proposition that listed criteria are not 
intended to be all-inclusive ; but rather indicative of the 
basic method of measuring conformity with the essential 
elements.
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No plan of action can be implemented without provi

sion of an organization for effectuating the plan. Hence, 
the third major section of this chapter contains an explana
tion of an organization and of procedures for implementation 
of an accreditation program. The functions of the accredit
ing commission are discussed. The commission, possessing 
authority to accredit or refuse to accredit an applicant 
school, requires investigating committees to gather informa
tion and make recommendations to the commission concerning 
the applicant schools. The composition of such committees 
and their explicit functions are discussed.

Throughout this chapter, the benefits to the indi
vidual school, the general public, and other private business 
schools resulting from an accreditation program are stressed. 
However, particular emphasis is appropriately placed upon the 
major benefit to be derived from the self-evaluation conducted 
by the applicant school.

The principal duties and responsibilities of the 
executive secretary of the accrediting commission are ex
plained and outlined. Justification is presented for the 
appointment of a representative of the private business 
schools as the executive secretary. The responsibilities 
of the executive secretary are indicated as being of such 
importance that failure of the secretary to function appro
priately may endanger the success of the entire accredita
tion program.
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From the research, experimentation, and exploration 

indicated in Chapters I, II, and III of this report, a pro
gram for accreditation of private business schools in Okla
homa was developed by the author. It was developed under 
the auspices of the Oklahoma Association of Private Business 
Schools. That program, in the form in which it is currently 
being implemented, is presented in the chapter which follows.



CHAPTER IV

ACCREDITATION OF PRIVATE BUSINESS 
SCHOOLS IN OKLAHOMA

Recognition of need and the subsequent research, 
investigation, and experimentation indicated and reported in 
the preceding chapters of this report enabled the author to 
develop a document for use in the current program of accredi
tation of private business schools in Oklahoma. The document 
presented in this chapter has been whole-heartedly endorsed 
by the Oklahoma Association of Private Business Schools and 
is being implemented through the Oklahoma Accrediting Commis
sion for Private Business Schools.

The wording of the document has not been altered for 
presentation in this dissertation. The document is not pre
sented here as a "proposal" for a program, but rather as the 
document actually being used in the program of accreditation 
currently in progress in Oklahoma. Because utilization of 
the document will Undoubtedly reveal need for change and re
vision, it is anticipated that the document will be constantly 
modified to improve its utility.

The document begins with sections which include gen
eral background information relative to accreditation for

134
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private "business schools. Then the elements required in the 
successful operation of a private business school are pointed 
up as essential elements in accreditation. Following these 
sections, certain of the outcomes to be achieved through ac
creditation are indicated. The procedural steps for schools 
seeking accreditation and for committees investigating such 
schools are stated. An explanation of the evaluative ratings 
is provided. The various criteria for evaluation are pre
sented separately for each essential element to be measured. 
The final item in the document is a form for the indicating 
of composite ratings on the significant elements in the oper
ation of a private business school. Space is provided on 
this form for the recommendation for or against accreditation<
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PRIVATE BUSINESS SCHOOLS 
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1959

Oklahoma Accrediting Commission for 
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Roy B. Deal, Oklahoma Natural Gas Company 
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FOREWORD

The basic justification for the continued existence 
of any business enterprise must be the service that enter
prise renders to its public. This concept is at least as 
applicable to private business schools as to other service 
or merchandising businesses. Competitive pressure is con
stantly exerted upon the private business schools by public 
secondary schools, colleges and universities, and the in- 
service education programs of business firms. Thus, it is 
essential that private business schools maintain a level of 
educational service sufficiently outstanding to warrant en
couragement and support from the general public and the busi
ness organizations which employ the product of the schools. 
Such a high level of service can be maintained only by means 
of constant efforts to improve business education as offered 
in private business schools. The need to maintain competi
tive advantage through better educational service has for 
many years been recognized by leaders in the private business 
school movement.

In the spring of 1955, a committee composed of five 
individuals representing private business schools, the Uni
versity of Oklahoma, business enterprise, and the Oklahoma 
State Accrediting Agency met in Oklahoma City to consider 
the problem of accreditation of private business schools.
It soon became the firm conviction of this committee that 
adequate accreditation could be achieved only on the state
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level with the Oklahoma Association of Private Business 
Schools sponsoring the program.

Interest in the work of the committee was evidenced 
from many sources. The committee was encouraged in its 
efforts hy representatives of the Southwest Private Commercial 
Schools Association, the National Association and Council of 
Business Schools, the State Accrediting Agency, and individ
uals concerned with the adequacy of veterans training as of
fered in private business schools. The services of Edward J. 
Coyle were solicited to expedite the development of an accred
itation program based upon a thorough study of all the cir
cumstances involved.

It is appropriate to note that the Oklahoma Associa
tion of Private Business Schools has consistently endeavored 
to promote improvements in individual member schools and to 
improve the over-all status of private business schools edu
cation in Oklahoma. On numerous occasions this organization 
has taken action in the belief that systematic efforts in 
promoting high ethical practices and sound standards of edu
cation cimong member schools will enable all schools to better 
serve society and achieve rewards commensurate with the serv
ice rendered. The program of accreditation presented in this 
document is but another indication of the concerted efforts 
of the Association to build better business education in 
Oklahoma.
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ORGANIZATION FOR ACCREDITATION

In the most elementary terms, accreditation of a pri
vate business school in Oklahoma means that by a specified 
process the Oklahoma Accrediting Commission for Private Busi
ness Schools has determined that the school meets or sur
passes certain minimum administrative and educational stand
ards. At the outset# it is the primary concern of the com
mission that the particular school fulfills minimum stand
ards of operation. However# as the school seeks to maintain 
its accreditation status# emphasis is shifted to ways and 
means of extending the effectiveness of the school and to 
the stimulation of continuous cooperative efforts for im
provement of instruction and administration. In the final 
analysis# the total program of accreditation must rely upon 
the voluntary cooperation and upgrading efforts of individ
ual member schools maintaining membership in the Oklahoma 
Association of Private Business Schools.

The Oklahoma Association of Private Business Schools 
has established this accreditation plan for the benefit of 
its member schools. To facilitate the plan in an unbiased 
manner and to ensure fulfillment of all essentials# the 
â.ssociation has established the Oklahoma Accrediting Commis
sion for Private Business Schools. This commission is 
charged with the responsibility of determining the extent to 
which each applicant school meets the qualifications for ac
creditation, -The commission utilizes investigating committees
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to inspect and evaluate the schools applying for accredita
tion. Reports of the investigating committees are rendered 
directly to the commission which then exercises its best 
judgment regarding whether the schools should be accredited. 
Because of the gravity of the responsibility of each member 
of the commission^ the group is composed of individuals 
capable of complete candor in arriving at decisions to ap
prove or disapprove.

The members of the commission are drawn from fields 
vitally concerned with private business school education.
The commission is composed of three members from business 
and industry; three members from institutions of higher edu
cation , the director of the State Accrediting Agency, and an 
executive secretary who serves in an ex-officio capacity. 
Members serve for three years so that one new member from 
each of business and industry and higher education is elected 
each year. .The director of the State Accrediting Agency is 
the permanent chairman, and the executive secretary serves 
at the discretion of the association president. The members 
of the commission are appointed by the president of the asso
ciation from nominations submitted by member schools and with 
the approval of the executive board of the association. A 
vacancy occuring on the commission due to resignation or 
death will be filled through an appointment by the associa
tion president.
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The duties of the chairman of the commission include 

organization and supervision of the commission as it con
ducts analyses, reaches decisions, and renders reports. The 
chairman performs these duties in addition to his regular 
function as a member of the commission. The members of the 
commission analyze and evaluate the reports and recommenda
tions of investigating committees. They make final deci
sions as to the acceptcuice or rejection of schools applying 
for accreditation. The members are jointly responsible for 
the accreditation reports of the commission. The executive 
secretary is charged with the responsibility for processing 
the routine work of the commission. He compiles reports, 
establishes inspection committees, processes applications, 
and attends to all other necessary details in the work of 
the commission.

To facilitate the functioning of the Accrediting Com
mission for Private Business Schools, an investigating com
mittee is established for each case in which accreditation 
is sought. Each such committee is composed of a chairman 
and a minimum of two additional members. All members are 
selected by the executive secretary of the commission from 
a list of qualified individuals previously approved by the 
executive board of the association. The executive secretary 
designates the chairman of the committee. Each investiga
tion requires the selection of a new committee, hence, the 
terms of service for the chairman and members ends with the 
completion of the particular investigation.
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The chairman of an investigating committee is respon

sible for the organization and supervision of the committee 
and for the preparation of the detailed analyses and evalua
tive reports. The members analyze the applying school's ap
plication and seIf-evaluation reports and conduct an audit- 
like investigation of the school. Based upon this investi
gation a report is prepared for consideration by the commis
sion.

GENERAL PROCEDURES FOR ACCREDITATION
The steps followed in the accreditation of a private 

business school in Oklahoma are basically the same as those
utilized in the most successful accreditation programs.
Specifically, the seven steps are:

1. Filing of an application for accreditation by 
a school.

2. Acceptance of the application by the executive 
secretary of the accrediting commission. Mail
ing of self-evaluation forms and materials to 
the school.

3. Conducting of a thorough self-evaluation by the 
applying school and preparation for the inspec
tion of facilities.

4. Selection and appointment of the investigating 
committee and establishment of the investiga
tion .schedule by the executive secretary of the 
accrediting commission.

5. Conducting of the on-the-spot inspection of the 
school and preparation of the investigation re
port by the investigating committee.

6. Analysis of the investigation report by the 
accrediting commission and reaching a decision 
as to whether accreditation should be granted.
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7. Informing of the school personnel of the result 

of the accreditation process. This is done by 
the executive secretary of the accrediting com
mission.

Following the school visitation by an investigating 
committee, a report is drawn by that committee and presented 
to the accrediting commission with a recommendation to extend 
accreditation, give conditional accreditation, or deny accred
itation . In the event accreditation is suggested condition
ally or denied, a complete specific explanation of the basis 
for the recommendation must be made together with complete 
statements of the requirements involved in overcoming recog
nized weaknesses.

ESSENTIAL ELEMENTS IN ACCREDITATION
Accreditation of a school in Oklahoma is based essen

tially upon evaluation of its effectiveness in satisfying 
the educational and professional needs of the community in 
which it operates. Six elements in the operation of a pri
vate business school have been determined to be the essential 
elements in this regard. An applicant school must adequately 
conform to high standards of practice in these essential ele
ments to be acceptable for accreditation. In the materials 
presented here, each of the essential elements in an adequate 
program of business education is indicated first in a state
ment of a general guiding principle. Specific statements 
indicating the major factors in achieving the desired condi
tions of any single element are then presented in a more com
prehensive form.
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Element I; Objectives of Instruction

Guiding Principle; Objectives of instruction shall
be clearly defined in terms of achievable standards that are
consistent with the available instructional facilities.

Major Factors: A. Objectives shall be formulated
with the participation of all 
individuals concerned with in
struction and shall be subject 
to periodic review and modifi
cation in terms of changing 
needs of students.

B. The published statements of 
objectives shall reveal to pro
spective students that pre
employment training will prepare 
them for initial-contact jobs 
whereas they may obtain higher- 
level jobs by means of advanced 
extension courses.

C. Objectives shall reflect appro
priate emphasis on the personal
ity development, general busi
ness information, and business 
skill phases of preparation for 
business occupations.

D. Achievable standards shall be 
stated in terms of actual occu
pations for which students pre
pare .

Element II: Instructional Program
Guiding Principle: Programs of instruction (includ

ing personality development, general business information, 
and business occupational abilities) shall tend to be ter
minal in nature, intensive in character, practical in content, 
and shall reflect the best current practices in the field of 
education for business.
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Each program shall be designed 
to achieve specific objectives 
dictated by the requirements of 
the occupation for which the 
student is being prepared. Each 
program shall be designed to de
velop proper balance between oc
cupational abilities, general 
business information, and per
sonality training.
Requirements of each program 
shall be set forth in terms of 
measurable requirements as to 
time and achievement. Profi
ciency in occupational perform
ance shall be demanded for cer
tification of completion.
Recognition of individual stu
dent differences shall be made 
in classroom instruction, labo
ratory practice, and supervised 
and individual study. Each stu
dent 's work shall be analyzed in 
terms of quality and quantity in 
comparison with acceptable 
standards for progress toward 
his educational objective.

Element III: Instructional Staff
Guiding Principle: An adequate staff shall be main

tained which is competent in instructional abilities, ade
quate in number, and provided with ample opportunity for con
tinual professional growth.

Major Factors: A. Faculty members shall hold bacca
laureate degrees or their equi
valent involving satisfactory 
broad general and professional 
education.

B. Faculty members shall present
evidence of vocational competence 
and academic achievement in their 
teaching areas.
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The ratio of students to faculty 
members shall be in conformity 
with generally-accepted stand
ards.
Salaries and teaching loads 
shall be such as to permit a 
standard of living and respite 
from the classroom adequate to 
promote the most effective 
teacher performance.
Aids to professional growth shall 
be provided under conditions 
conducive to utilization by the 
faculty members.

Element IV; Student Personnel Services 
Guiding Principle: Student personnel services shall

be provided in connection with selection, retention, place
ment, and follow-up adequate to assure reasonably maximum 
benefits from the student's time, effort, and money.

Major Factors; A. Students accepted for enrolment
shall exhibit acceptable evidence 
of mental and physical ability to 
achieve proposed educational and 
vocational objectives.

B. During the course of instruction, 
competent counseling and guidance 
shall be provided based upon ade
quate student records.

C. Adequate placement facilities 
shall be maintained to facilitate 
the most satisfactory utilization 
of the student's acquired abili
ties.

Element V: Physical Plant
Guiding Principle: Adequate facilities and mainten

ance shall be provided consistent with the purposes of
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instruction. The facilities shall reflect favorably the 
standards of the local community.

Major Factors: A. The building shall be such that
student health and welfare are 
properly maintained and that 
instruction is facilitated. 
Instructional space shall conform 
to accepted standards of light
ing, acoustics, size, and safety.

B. Plant maintenance shall be sys
tematic and subject to regular 
inspections for acceptable stand
ards of orderliness and cleanli
ness.

C. The school plant shall be so lo
cated as to best fulfill the edu
cational objectives.

Element VI: Ethics of Operation
Guiding Principles: Relationships of all school per

sonnel with students, other education institutions, employers, 
and the general public shall reflect the highest standards of 
honesty, integrity, and professional conduct.

Major Factors: A. Statements utilized in student
recruitment shall accurately re
veal educational goals, costs 
of instruction, qualifications 
of instructional staff, and 
shall consist of dignified and 
factual information.

B. False, derogatory, or misleading 
statements concerning other edu
cational institutions shall be 
meticulously avoided in all pro
motional efforts.

C. Only true reductions in normal 
fees for valid reasons shall be 
designated as scholarships.
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D. Uniform information relative to 

fees, charges, and refunds shall 
be published and complied with 
in accordance with established 
school policy.

E. Successful completion of a course 
of study shall be openly acknow
ledged by appropriate measures.

OUTCOMES TO BE ACHIEVED THROUGH ACCREDITATION
The concept of creative improvement is basic to any 

program of accreditation. Thus, the program in Oklahoma is 
dependent upon the desire of private business schools to im
prove their educational offerings in terms of administration, 
instruction, ethics, student services, and so forth. Such 
desire is stimulated to action whenever a particular school 
seeks accreditation initially or when it seeks to maintain 
its accredited status. The program of accreditation is 
designed to aid schools in achieving and maintaining high 
levels of performance in all areas of their operation. The 
desire to improve and the desire to gain accreditation, which 
demands improvement, results in the development of inner mo
tivation of member schools which is the vital factor in main
taining consistent growth and improvement.

Laymen and businessmen are becoming increasingly 
aware of the advantages of accreditation of educational agen
cies by recognized organizations. Interest in accreditation 
of educational institutions at local and state levels has 
been brought about through changes in our society. As
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society becomes more complex, individuals are in general 
less competent to judge the accuracy of the claims of pri
vate business schools as stated in advertisements, in bro
chures, on television, and so forth. They are compelled to 
rely upon some authority to judge for them. The authority 
generally accepted is a group organized within and recognized 
by the individual units in the educational field. The stamp 
of approval placed upon a private business school by the act 
of accreditation enhances the status of that school in the 
eyes of the public and other educational units.

Going beyond the local and state levels, each private 
business school occupies by the nature of our society a posi
tion in the total regional and national educational system. 
Consequently, each private business school should recognize 
its relationship to educational activities beyond the limits 
of its own state organization. This recognition should take 
the form of active participation in and support of regional 
and national associations of private business schools. The 
scope of responsibility and service of the regional and na
tional associations prevents these agencies from setting the 
high standards possible within the relatively small closely- 
knit state association. Thus, meeting the requirements of 
accreditation in Oklahoma should tend to ensure that a 
school will comply fully with the standards set by any re
gional or national organization. Although membership or ac
creditation in the regional and national associations is not
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a prerequisite to accreditation in Oklahoma, participation 
in the activities of such organizations is urged.

Traditionally, it has been a matter of pride for a 
business school to point to its individuality in instruc
tional programs and subject-matter offerings. Today, the 
freedom of self-determination in the private business school 
field is still of prime importance and one of the chief 
competitive advantages. However, with increasing mobility, 
both geographical and occupational, of our population, the 
need for greater uniformity in programs and courses is evi
dent. The general acceptance of transfer credit among com
parable educational institutions is of positive advantage to 
the students and the schools involved. Therefore, an advan
tage accrues to the situations wherein such transfers are 
made readily. A major stumbling block to free transfer of 
credit may be removed through clearly defining the levels 
of instruction among accredited schools. This accreditation 
program tends to aid in this regard through the analytical 
processes involved in its procedures.

PROCEDURAL STEPS FOR SCHOOLS SEEKING ACCREDITATION 
At the outset, private business schools actively 

seeking accreditation should be cognizant of the following 
factors:

1. The accreditation program has the primary aim 
of providing a needed service to the private 
business school.
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2. The greatest possible benefit comes from critical 

self-evaluation and systematic reporting thereof.
3. The investigating committee in the accreditation 

process comes, not in the belief that its members 
are better qualified to judge the applying school, 
but in the belief that it may be able to make a 
more objective evaluation than can the school 
staff.

4. The investigating committee's report and all 
other information submitted by the applying 
school is confidential.

As an aid to the process of determining the extent 
of conformity with the essential elements in effective opera
tion of a school, a list of evaluative criteria in the form 
of guide statements and questions is submitted. Because of 
the variations in location, plant size, instructional staff, 
programs of instruction, and other factors, it is understood 
that all criteria will not necessarily apply in each school. 
However, an applying school should be constantly alert to 
the possibility of application of the principles established 
by the criteria.

Before filing an application for accreditation the 
individual private business school should conduct a brief 
preliminary self-evaluation. This examination must enable 
the school personnel to reach the conclusion that their 
school fulfills commonly-accepted standards of operation 
such as:

1. Its primary purpose is to aid the business stu
dent in assuming his proper place in the world 
of business and in living a satisfactory, useful, 
and rewarding life.
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2. It offers programs of instruction (including 

personality development, general business 
information, and business skill development) 
commonly associated with grades 12, 13, and/or 
14 in the public schools of the United States. 
These programs are designed to develop salable 
vocational competencies in the shortest pos
sible time span through utilization of the best 
practices current in education for business.

3. It maintains definitive programs of preparation 
for specific classifications of business occu
pations. Graduation requirements are compre
hensively stated in measurable terms of 
achievement.

4. It currently holds membership in the Oklahoma 
Association of Private Business Schools.

The letter of application for accreditation must be 
accompanied by the payment of the application fee of $25.
The application should be addressed to the Executive Secre
tary of the Oklahoma Accrediting Commission for Private 
Business Schools. Upon receipt of the application, the 
executive secretary is obliged to carefully examine it, and 
upon acceptance of the application, send the applying school 
all necessary forms and materials for use in an intensive 
self-evaluation prior to a visitation by an investigating 
committee.

The school upon receiving the forms and materials 
for use in a comprehensive self-evaluation program must 
follow an organized plan of procedure in the implementation 
of the self-evaluation. This will enable the school to 
receive the greatest results from its efforts. Thus, a plan 
should be evolved that establishes the areas for analysis, 
steps in the evaluation, and time-tables for completion.
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The school should designate one individual as being respon
sible for the over-all conduct and coordination of the self- 
evaluation. The administration should delegate this person 
authority commensurate with his responsibility. The person 
selected should be cognizant of the benefits to be derived 
from the proper conduct of the self-evaluation. He should 
accept his assignment and responsibility whole-heartedly and 
be enthusiastic in his approach to the situation.

Every faculty member should be included in the self- 
study assignments. The full value of the accreditation pro
gram can best be realized through the analytical survey of 
all facets of the school program and operation of those who 
are most familiar with the school.. The role of analyst may 
aid the members of the faculty in ascertaining déficiences 
or areas of possible improvement normally overlooked in 
-their day-to-day routines. Further, the concept of unified, 
cooperative upgrading of the school can be accomplished only 
if each faculty member realizes his individual importance to 
the program.

Prior to embarking on the utilization of the evalua
tive criteria, the faculty should study carefully the 
essential elements set forth for the operation of a private 
business school. The concept of self-improvement involved 
in the elements should be thoroughly understood and accepted 
by the faculty. The acceptance of the desirability and 
propriety of the concepts involved will aid in the analysis
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by providing the proper perspective for the faculty. The use 
of the evaluative criteria is intended as a guide only in the 
self-evaluation. They are intended to be supplemented and 
expanded as the situation requires. The obvious result of 
the utilization of these criteria in conformity with the 
principles propounded in the basic elements is a comprehen
sive reliable evaluation of the school.

The final report of the self-evaluation should be 
drawn in relatively formal report form. It must reflect the 
composite thinking and commentary of the entire faculty. 
Careful preparation of the report, based upon collective 
faculty activityf will give each member a cosmopolitan view 
of his school that is conducive to increased efficiency and 
compulsion to improve.

Benefits from the accreditation program only begin 
to accrue with the completion of the self-evaluation. 
Follow-up of the results of the investigation and procedural 
changes and improvements instituted are necessary. The full 
report sets forth specific weaknesses and areas needing 
improvement together with suggestions for corrections. The 
natural outcome of this report is a cooperatively-developed 
integrated program for elimination of the weaknesses and 
accomplishment of the improvements. This program must be 
developed with the specific needs of the school involved.
No standard plan of procedure can effectively be devised by 
outsiders. The program must contain requirements that assure
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self-checking and continued revision. No plan can operate 
entirely automatically, hut a plan adequately developed and 
properly implemented can be sustained with relatively small 
effort on the part of the authority responsible for the 
continual follow-up of the program.

Periodic re-evaluation of the results of the program 
of improvement must be made. Revision, additions, and dele
tions required as evidenced by the follow-up may be imple
mented with the concurrence of the faculty.

PROCEDURAL STEPS FOR THE INVESTIGATING COMMITTEE
The findings of the investigating committee will 

serve as the basis for the accreditation or denial of accred
itation of the school applying for this evidence of merit.
It is therefore the duty of each member of the committee to 
exercise the utmost in mature judgment in the accomplishment 
of his assignments during the investigation. The investi
gator must keep in mind the obligations he has to the con
sumers of the report of his study. He has responsibility to 
the general public, because lay people rely upon the accuracy 
of the results of the investigation. He has a responsibility 
to the school he is investigating to assure impartial judg
ments. He has a responsibility to the Oklahoma Association 
of Private Business Schools to render judgment in keeping 
with the status of that association. He has a responsibility 
to the accrediting commission to which he reports, for that
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group must rest its reputation upon his judgment. Finally, 
and perhaps of most significance, he owes to himself the 
knowledge that he has performed his duty in the most compe
tent manner possible.

In keeping with these responsibilities, the investi
gator must avail himself of all means necessary to justify 
his opinions concerning the adequacy of the degree of con
formity of the school under investigation with the six essen
tials of an acceptable school operation. This requirement 
has inherent in it the necessity of full and complete under
standing of the spirit of the essentials as well as the 
wording of them. Therefore, the guiding lists of criteria 
will assume their proper position as guides to the investi
gator rather than as all-inclusive items to be investigated. 
It is to be understood that all of the criteria listed in 
the accompanying pages may not be applicable to each school 
applying for accreditation. However, each investigator 
should be alert to the possible application of the principles 
involved in all situations. During the course of the investi
gation, the investigator must maintain an attitude and de
meanor in keeping with the dignity of his position and normal 
professional courtesy. The guiding principle must be kept 
in mind that "service is the only justification for the 
investigation."

Responsibility for the conduct of the investigation 
and the reporting of the results rests upon the chairman of



158
the committee. It is his duty to allocate assignments 
equitably among the members of the committee in keeping with 
the abilities of individual members. He must organize the 
committee and establish a time-table for conducting the 
investigation. It is his responsibility to make arrange
ments with the school to be investigated relative to the 
availability of records, equipment, personnel, or other ele
ments which the committee wishes to check. The chairman is 
responsible for the logistical requirements of the committee. 
He is accountable for the conduct of the committeemen during 
the investigation. It is his responsibility to ensure the 
compilation of a report and to submit it to the accrediting 
commission.

Each committee member is subject to the direction of 
the chairman in all administrative matters during the investi
gation. This is not to imply that the chairman shall in any 
manner influence the decisions of the committeemen concerning 
the adequacy of conformity with the essentials of effective 
school operation. It is necessary that the opinions of the 
individual investigator be completely candid within the 
spirit of the duties he undertakes. In the drafting of the 
final committee report, each member is obliged to assure that 
the results of his inspections are considered.

Each committeeman must thoroughly analyze the 
results of the self-evaluation conducted by the school apply
ing for accreditation as well as the general supporting
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information filed with the results of the self-evaluation.
The purpose of the study is to familiarize the member with 
the general setting of the school and to indicate to him the 
thinking of the school personnel. The committee member will 
be forced to conduct his investigation more or less upon the 
principle of "exceptions." It is impractical to expect the 
investigating committee to duplicate the complete self- 
evaluation of the applying school. Therefore, each member 
must take his assigned area and check those items which have 
indicated weaknesses and any other areas which his own 
experience dictates require close scrutiny. Upon receipt of 
his assignment, each member should make a tentative outline 
of procedure and determine any special information required 
prior to the visitation to the applicant school. This will 
not only facilitate the investigation with regard to speed, 
but will act to ensure comprehensive coverage of appropri
ate matters during the inspection. During the course of the 
investigation, the investigator should be aware of any indi
cations that additional attention should be directed to some 
item or area not previously anticipated.

The guide to each committeeman is provided in the 
form of the listed criteria for evaluation. It is to be 
remembered that these same criteria provide the bases for 
the self-evaluation made by the school. Any material devia
tion from or addition to these criteria utilized by the 
committeeman in his evaluation should be explained adequately
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in his ratings. As the committeeman makes his analysis and 
evaluation of the various items, he should make sufficient 
notes of his observations to enable him to draft complete 
statements setting forth strengths as well as weaknesses. 
These notes should enable the committeeman to compare his 
observations with the information contained in the self- 
evaluation report.

DEVELOPMENT OF EVALUATION RATINGS
The granting of accreditation by the Oklahoma 

Accrediting Commission for Private Business Schools to an 
applicant school depends upon the degree to which that school 
conforms to the principles set forth in the previously- 
stated essential elements. The determination of sufficient 
conformity for accreditation must of necessity be subjec
tively arrived at by the members of the inspection committee. 
It is anticipated that the experience and sound judgment of 
the selected members of the committee will be generally 
recognized as of sufficiently high standing that the deci
sions of the committee will not be seriously questioned. 
However, as an aid to both the committee members and the 
applicant schools, a guiding list of criteria for evaluation 
of the conformity of a given school to the essential ele
ments is presented.

In order to answer each minute question which might 
conceivably have some bearing upon the conformity to the
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essential element under consideration, an infinite nuiriber of 
items would be mandatory. It is, however, the intent and 
purpose of this listing to serve as a guide to the analyst 
in arriving at his own conclusions concerning each element. 
Too often, the connotation of the term "subjective deter
mination" is that of indolent determination. It is expected 
that an analysis of an applicant school within the setting 
revealed by the general description and following the guides 
set out by the criteria will result in subjective decisions 
that are valid and reliable.

Caution was deliberately exercised in the presenta
tion of the essential elements of private business school 
operation to refrain from arbitrarily assigning a relative 
value to each element. The selection of the term "essential 
elements" indicates the reason for refraining from compara
tive ranking. Each element must be adequately dealt with in 
order for a school to be acceptable to the accrediting com
mission.

In the same vein, no single item is set up as more 
important or given more weight in the criteria designed to 
aid in the evaluation. The criteria have been designed for 
the inspection member to answer "yes" or "no" at the time of 
inspection and to aid him in his over-all rating of the 
applicant school after all of the criteria have been investi
gated. It is also intended that the applicant school may 
use the criteria in its self-evaluation as an aid to
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corrective action prior to the arrival of the investigating 
committee.

The technique for the utilization of the criteria 
includes personal observation, analysis of school records, 
examination of published materials, conferences with school 
administrators and faculty members, and survey of students 
and employers. It must be recognized that each criterion may 
not apply to all applicant schools or may not bear the same 
significance in each school to which it does apply. This is 
one of the many factors taken into consideration in the 
establishment of subjective rather than purely objective 
analysis and evaluation. In those cases where simple "yes'* 
or "no" answers are insufficient or unfavorable situations 
are apparent, explanations should be placed at the bottom of 
the rating sheet. Such an explanation might be desirable in 
the case of a decided weakness in one area that is compen
sated for by exceptional strength in another area. These 
analyses rely upon the reasoned and seasoned judgment of the 
members of the investigating committee and additional cri
teria may be added as deemed appropriate to their analyses.

Rating of the applicant school, in the final stage, 
shall be comprehensive with a recommendation for acceptance 
or rejection of accreditation clearly indicated. However, 
intermediate ratings may prove advantageous to the inspect
ing committee in the drawing of the final rating and report. 
Factors such as size, type, and location of school may
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affect the relative importance of specific criteria. How
ever, such criteria must not be permitted to justify failure 
to provide an appropriate educational program and facilities 
to meet the needs of students and the business community 
served by the school. The dual purpose of the accreditation 
process— examination and evaluation of the present status of 
the school and stimulus to continued self-improvement— must 
be given prominence in the evaluative phase.

The procedure to be followed in utilizing appropri
ately the evaluative criteria involves sufficient inspection 
to answer the guiding questions with either "yes" or "no" 
answers. It is possible, however, that some of the criteria 
may not be applicable to the school under consideration and 
will be checked perfunctorily. A comprehensive comparison 
of the results of the inspection and the requirements in the 
essential elements must be made and a composite rating of 
each element must be recorded. To assist in interpretation
of the status of the school in terms of each essential ele
ment, the composite rating will fall into one of the follow
ing five classifications:

1 —  Superior —  Particularly exemplary.
2 —  Excellent —  Over-all outstanding, but with

minor correctible weaknesses.
3 —  Good —  Generally strong, but with

some weaknesses evident.
4 —  Acceptable —  More aspects satisfactory than

unsatisfactory.
5 —  Not acceptable —  Enough aspects unsatisfactory

of sufficient importance to
warrant an unfavorable report.
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The composite rating must be amplified by comments 

briefly setting forth the examiner's reasons for rating.
After each essential element is analyzed as described 

above, a final composite rating of the applicant school is 
made. This final rating is based upon the critical analysis 
and comprehensive consideration of all factors surrounding 
the school as determined by all phases of the investigation. 
The final rating will be recorded as one of the following:

1. Accepted for Accreditation.
2. Conditional Acceptance for Accreditation.
3. Denied Accreditation.
In the event that accreditation is conditional or 

denied, specific explanation must be made of the bases for 
the denial or condition and recommendations should be made 
for overcoming the weaknesses that were evident in the in
vestigation of the school.

The final committee report will be based upon the 
composite of each member's analyses, ratings, and comments,

CRITERIA FOR THE EVALUATION OF A PRIVATE BUSINESS SCHOOL

General Educational Circumstances
Name of School___________________________________________________
Location Year Established
Organization:
Corporation______  Partnership______  Sole Proprietorship^
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Owner(s) or Manager(s)___________

Recruitment or Enrolment Officer(s)

Building:
Owned_______  Rented_______  Number of floor levels used_
Total number of instructional rooms_____________________
Approximate floor space__________________________________
Total number of offices   Approximate office floor space_
Are parking facilities maintained?
For faculty________________________For students_____________
Faculty: (Include every person who teaches one or more sub
jects. A person may be listed in this category and also in 
one of the categories indicated previously.)

Highest Years of Years of Years in 
Earned Teaching Work Ex- Present 
Degree Experi- perience Teaching 
Held ence in Field Position
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Minimum salary paid to a full-time teacher; $______  per
Maximum number of hours of instruction given per week by any
teacher :____________________________  Number of teachers with
both day and night classes_____________________________________
Describe briefly provisions for sabbatical leaves, aid to 
teacher self-improvement, and/or other kinds of fringe bene
fits offered:

Indicate professional associations in which the school holds 
membership:

Indicate professional associations in which one or more 
teachers hold membership:
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Equipment Utilized for Instruction:

.______ T4-«™ Course Re- Number of Units Number of Units
quiring the Available for Purchased in 
Equipment Instruction Past Two Years

Indicate kinds and quantities of equipment needed for 
instruction that are not now available:
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Classified Library Inventory:

Gen. Educ. Gen. Bus. Acctg. Sec. Sci. Others
Number of vol
umes available 
for use:
Number of vol
umes added in 
past year:
List special 
magazines and 
periodicals cur
rently available :

Number of students enrolled on January 1: This year_
One year ago_____

Programs of Instruction:
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Essential Element I 

Criteria for Objectives of Instruction
Yes No
  ___  1. Are the objectives of instruction stated in

the catalog or bulletin of the school in terms 
of achievable standards?

  ___  2. Are the objectives of instruction stated in
the catalog or bulletin of the school in lan
guage which is understandable to students?

    3. Do classroom teachers participate in formula
tion of instructional objectives?

  ___  4. Do prospective employers influence instruc
tional objectives?

    5. Are students given a voice in the determina
tion of the objectives?

    6. Is provision made for regular and frequent
review of instructional objectives?

  ___  7. Do modifications of objectives result from
periodic reviews of the objectives?

  ___  8. Do published statements clearly indicate phases
of training available such as,pre-employment 
and post-employment work?

    9. Do instructional objectives require sufficient
training in personality development to assure 
acceptable business behavior?

  ____ 10. Are the standards for business skills set suf
ficiently high to meet the requirements of the 
occupations for which students are preparing?

  ____ 11. Is the area of general business information
given appropriate consideration in the educa
tional objectives?

  ____ 12. Are the general requirements and standards im
plied in the objectives realistic in compari
son with those of the occupations for which 
students are preparing?
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  ___  13. Are the instructional objectives consistent

with the equipment and instructional staff 
facilities in existence?

Composite Rating:
Superior  Excellent  Good  Acceptable  Not Acceptable_
Comments indicating specific strengths and weaknesses:

Essential Element II 
Criteria for Instructional Program

Yes No
  ___  1. Are programs of instruction for each business

occupational classification clearly stated in 
the catalog or bulletin of the school?

  ___  2. Are the programs designed to develop those
knowledges and skills demanded by the occupa
tions for which the students are being prepared?

  ___  3. Do the programs of instruction indicate the
hours of study required for completion?

  ___  4. Do the programs of instruction include develop
ment of acceptable personality traits?

  ___  5. Do the programs contain measurable goals of
achievement for successful completions?

6. Does successful completion of a program of
instruction demand demonstrated social compat
ibility and general business intelligence as 
well as technical job proficiency?

7. Are programs of instruction planned and admin
istered in a manner conducive to attainment of
consistent educational results?
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8. Is each student placed in a program at a level 

consistent with his prior experience and edu
cation?

9. Do the programs of instruction include suffi
cient supervision to ensure diligent educa
tional effort by students?

10. Are programs so organized that emphasis is 
placed on learning through supervised labora
tory practice?

11. Do programs of instruction provide for fre
quent and consistent measurement of student 
progress?

12. Is student progress evaluated in terms of cur
rent educational objectives?

13. Is the progress of each student compared with 
acceptable standards and appropriate educa
tional guidance rendered?

14. Are library materials readily available and 
reasonably adequate as to scope, date, selec
tivity, and quantity?

15. Are teaching aids, such as projectors, films 
and film trips, charts, posters, and other 
supplementary items readily available and is 
there evidence that they are used?

16. Do the programs of instruction emphasize inte
gration of the significant subject-matter 
areas?

17. Is evaluation of each program at appropriate 
intervals systematic and comprehensive?

18. Is each instructional program terminal in 
nature?

19. Is each instructional program practical in 
content?

20. Does each program of instruction reflect the 
best current practices in the field of educa
tion for business?
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Composite Rating:
Superior  Excellent  Good Acceptable  Not Acceptable_
Comments indicating specific strengths and weaknesses:

Yes No

Essential Element III 
Criteria for Instructional Staff

1. Does each teacher hold a baccalaureate or 
higher degree or the equivalent in education 
and experience?

2. Does each teacher present a satisfactory back
ground in general education?

3. Has each teacher acquired adequate formal 
training in professional education?

4. Has each teacher acquired academic training 
concentrated sufficiently in the field or 
fields in which he is now teaching to estab
lish academic competence?

5. Does each teacher possess vocational competence?
6. Has each teacher e^qperienced gainful full-time 

employment in at least one of the fields in 
which he is teaching?

7. Is the student to teacher ratio in conformity 
with generally-accepted standards?

8. Are teachers' salaries comparable to those 
paid in the public schools of the area?

9. Are teaching loads adjusted to compensate for 
student recruiting or promoting business 
contacts?
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  ___  10. Are teaching loads, both day and night, in

accord with generally-accepted stcindards?
  ___  11. Is adequate time and opportunity available to

teachers for library research and class prepar
ation?

  ___  12. Does the school administration actively pro
mote participation by the teachers in profes
sional organizations?

 ____  13. Does the school reimburse teachers for expenses
of attendance at professional meetings?

  ___  14. Are community business resources utilized by
teachers in their instruction?

  ___  15. Are effective procedures and techniques gener
ally employed by the teachers in explanation, 
demonstration, and supervision of laboratory 
practice?

  ___  16. Have any of the teachers taken leave to attend
school or work in business in recent years?

  ___  17. Have any of the teachers completed extension
or correspondence courses in recent years?

  ___  18. Does the school make provision for retirement
benefits in addition to social security?

  ___  19. Does the school provide hospitalization or
life insurance or other similar fringe benefits?

Composite Rating:
Superior  Excellent  Good  Acceptable Not Acceptable__
Comments indicating specific strengths and weaknesses:
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Essential Element IV 

Criteria for Student Personnel Services

1. Are credentials required to support student 
applications for admission?

2. Are examinations to determine prior skill 
achievement and knowledge of students regularly 
employed?

3. Are students with inadequate background prepar
ation or with other serious deterrents to suc
cessful completion of the program advised 
against enrollment?

4. Are students guided in course and program 
selection in conformity with entrance-test 
results?

5. Are students specifically assigned to desig
nated counselors for guidance and aid?

6. Are cumulative records of pertinent informa
tion kept on each student and utilized in the 
guidance of that student?

7. Is a placement service being adequately main
tained?

8. Are systematic appraisals of student progress 
conducted in attempts to prevent student fail
ure in programs?

9. Does a formal withdrawal procedure exist which 
attempts to establish reasons for withdrawal?

10. Is action regularly taken to- eliminate the 
reasons for withdrawals?

11. Within the past year, were any students denied 
entrance because of failure to measure up to 
stated admittance standards?

12. Is a written program of requirements established
for each student at the beginning of his work?

13. Is there opportunity for observation and anal
ysis of student activities affecting social
development?
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  ___  14. Before a student is certified for graduation,

is the achievement of that student comprehen
sively examined for strengths and weaknesses?

  ___  15. Does the placement service director actively
survey the employment fields to assist in 
securing the most advantageous placement of 
graduates?

  ___  16. Are students given instruction in job applica
tion techniques and conduct in employment 
interviews?

  ___  17. Is a follow-up study made periodically as an
aid to program revision and guidance of stu
dents?

  ___  18. Is adequate provision made for social and pro
fessional extra-class activities?

  ___  19. Are graduates provided with information regard
ing new facilities and services of the school?

Composite Rating;
Superior  Excellent  Good  Acceptable  Not Acceptable__
Comments indicating specific strengths and weaknesses:

Yes No

Essential Element V 
Criteria for Physical Plant

1. Do the buildings conform to good practice and 
local requirements with respect to fire, health, 
and general safety rules and laws?

2. Are classrooms and laboratory areas adequately 
lighted?
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3. Are heating and ventilation facilities adequate 

for general health and safety?
4. Is classroom and laboratory space adequate to 

accommodate the maximum current and early 
anticipated enrollments?

5. Are the instructional areas adequate in size 
and arrangement for their assigned educational 
functions?

6. Is hallway space adequate to permit free flow 
of traffic?

7. From all positions in each instructional area, 
can each student see and hear the instructor?

8. Are adequate toilet and drinking facilities 
readily available?

9. Are janitorial services regularly provided to 
maintain high standards of orderliness and 
cleanliness?

10. Are the buildings and grounds attractively 
arranged and kept?

11. Is the school plant an asset to the area in 
which it is located?

12. Is the school located conveniently for stu
dents?

13. Is the school located conveniently for pro
spective employers?

14. Is the school located conveniently for utili
zation of community laboratory resources?

15. Is adequate parking space available?
16. Are public transportation facilities available?
17. Is there a specific policy with respect to pur

chase and replacement of furniture and instruc
tional equipment?

18. Is all instructional equipment in good repair?
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  ___  19. Is all equipment used for instructional pur

poses similar to that which the graduates are 
probably going to encounter in the community?

  ___  20. Is adequate equipment available to accomplish
the instructional objectives?

Composite Rating:
Superior  Excellent  Good  Acceptable  Not Acceptable__
Comments indicating specific strengths and weaknesses:

Yes No

Essential Element VI 
Criteria for Ethics of Operation

1. Are published statements in conformity with 
usual practices of the school?

2. Does the administration appear to be sincere 
in efforts to promote high ethical conduct?

3. Are educational goals described in promotional 
efforts actually facilitated in the school?

4. Are tuition fees, book costs, and other charges 
clearly stated in promotional materials and 
bulletins?

5. Are fees and costs charged without discrimination 
among students?

6. Do published materials fully and accurately 
describe the qualifications of the faculty 
members?

7. Are the statements made by personnel of the 
school in promotional efforts in harmony with 
published statements?
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  ___  8. If statements are made concerning other edu

cational institutions, do they avoid false, 
misleading, or derogatory connotations?

  ___  9. Does the school refrain from solicitation of
students in attendance at other similar educa
tional institutions?

  ___  10. Are scholarships granted only for valid defen
sible reasons?

  ___  11. Does school policy concerning refunds clearly
state conditions under which fees will be re
funded?

  ___  12. Does school practice concerning refunds
actually conform to school policy?

  ___  13. Are recruitment activities in keeping with ap
propriate dignity and do they accurately re
flect high ethical standards?

  ___  14. Does the school refrain from making or imply
ing promises to guarantee employment to stu
dents upon graduation?

  ___  15. Is successful completion of a course of study
immediately given recognition by appropriate 
measures?

  ___  16. Are employment contracts with teachers scrupu
lously observed?

  ___  17. Are documents certifying student accomplish
ment issued only upon actual accomplishment by 
the students and in an accepted manner?

  ___  18. Are endorsements and testimonials used only
with the consent of the writers and is the 
authenticity of such statements verifiable?

  ___  19. Are normal professional courtesies exchanged
between faculty and administration and among 
the faculty?

Composite Rating:
Superior  Excellent  Good  Acceptable  Not Acceptable__
Comments indicating specific strengths and weaknesses:
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COMPOSITE RATING AND RECOMMENDATION FORM

Name of School, 
Location
Name of Administrative Head_ 
Date of Inspection__________
Names of Members of the Investigating Committee:

Summary of Composite Ratings on
Essential Elements: (from check sheets) Rating

Element I —  Objectives of Instruction . ._______
Element II —  Instructional Program . . . ._______
Element III —  Instructional Staff .................
Element IV —  Student Personnel Services._._______
Element V —  Physical Plant........................
Element VI —  Ethics of Operation .................

Recommendation of the Investigating Committee; (check one
item below)

______  1. Accepted for Accreditation.
______  2. Conditional Acceptance for Accreditation.
______ 3. Denied Accreditation.

Significant Comments:



CHAPTER V 

SUMMARY AND CONCLUSIONS 

Summary
To assist the private business schools of Oklahoma 

in their continuing attempts at self-improvement, this re
search investigation was undertaken to develop a program of 
accreditation to serve immediate needs of the schools and to 
provide a basis for long-range upgrading of their educational 
standards and operational procedures.

From the outset, this study has been designed specif
ically to include; (1) the isolation of essential elements 
in the offering of adequate programs of education for busi
ness at the thirteenth and fourteenth grade levels, (2) the 
development of adequate criteria for determining the extent 
to which the principles are adhered to in the operation of 
an individual private business school, and (3) the develop
ment of adequate guides, instructions, procedures, and forms 
for the implementation of a state-wide program of accredita
tion of private business schools.

The procedure followed in the completion of the 
three significant phases of the problem consisted of certain 
well-defined steps. These procedural steps were dictated by

180
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the nature of the material serving as a basis for the study, 
the requisite cooperative assistance of the Oklahoma Associ
ation of Private Business Schools, and the organizational 
and promotional work concommitant with the collection of 
necessary data.

As an initial step, all available literature relative 
to the history of the private business school movement, pub- 
lic-school business education, accreditation in general, and 
the specific topic of private business school accreditation 
was surveyed. This survey emphasized the dearth of informa
tion concerning accreditation of private business schools, 
but it did provide background information and certain valid 
guides to development of the program of accreditation. On 
the basis of knowledge gained in step one, six essential 
elements in the successful operation of a private business 
school were isolated and clearly defined. For each essential 
element, a guiding principle was formulated along with state
ments of several major factors relating to the element. The 
appropriateness of the essential elements was tested through 
presentation to various individuals and groups deemed capable 
of offering valid constructive criticism.

To fulfill self-evaluation and investigative pur
poses, numerous criteria were developed as guides in measur
ing the extent to which the operation of a particular pri
vate business school conforms to the six essential elements. 
These criteria, too, were tested and determined to be
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appropriate and valid. An organizational pattern was then 
developed and procedures were outlined for implementation 
of the total program of accreditation. In this connection, 
the self-evaluation activities of school personnel, the work 
performed by investigating committees, and the responsibili
ties of the accrediting commission were explained fully.

The final phase of this study involved the author's 
preparation of a document for use in Oklahoma, including 
somewhat lengthy explanations of the accreditation program 
and its anticipated long-range outcomes. The completed pro
gram for accreditation was presented to the Oklahoma Associ
ation of Private Business Schools in October, 1958, and 
authority was provided for its implementation among member 
schools.

It is apparent that the nature of this study does 
not permit the presentation of significant findings such as 
are commonly indicated in doctoral dissertations. In lieu 
of findings, in the usual sense, the significant contribu
tion of this study consists of the isolation of the six 
essential elements and the presentation of a document for 
use in accreditation. The six essential elements were devel
oped in Chapter III and are presented again in the accred
itation document in Chapter IV. Therefore, they are not re
stated here. The numerous criteria for evaluation, the 
organizational pattern, and the procedures formulated for 
accreditation of private business schools in Oklahoma
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constitute the formal document developed in this study. The 
reader may readily refer to that document as it is presented 
in Chapter IV.

Conclusions
On the basis of experience gained through four years 

of continuous activity connected with this research project, 
the author concludes that:

1. There is genuine interest among representatives 
of business and industry, higher education, and private busi
ness schools in the development and promulgation of an effec
tive program of accreditation for private business schools
in Oklahoma. This conclusion is based upon the sustained 
interest and active cooperation evidenced during the progress 
of this study from certain businessmen, individuals in insti
tutions of higher education, representatives of a federal 
agency, and private business school owners and managers.
The significance ̂ of this interest lies in its indication of 
a rather far-reaching base upon which continued improvement 
of private business schools in Oklahoma may be founded.

2. Appropriate authoritative sources of information 
exist upon which to base the development of criteria for 
measuring the degree to which a school conforms to selected 
essential educational elements. It is evident that criteria 
can be developed by which the extent to which a private busi
ness school conforms to elements essential to successful
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operation can be measured. Of primary significance is the 
obvious similarity in the need for accreditation among both 
public and private schools offering education for business, 
and the apparently anomalous fact that general recognition 
of that similarity has not previously been openly considered.

3. The plan for accreditation of private business 
schools presented in this report is feasible in the opinions 
of private business school owners, managers, and teachers in 
Oklahoma. This conclusion is drawn on the basis of its 
acceptance and current implementation.
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