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BASIC CONTENT FOR THE STUDENT TEACHING PHASE

OF BUSINESS TEACHER PREPARATION
CHAPTER I
THE PROBLEM

Introduction

Mass production, more efficient means of distribu-
tion, and greater consumption of goods and services have
resulted in definite changes in the American way of life.
In a large measure, the simple rural life has been replaced
by more complex urban living. Growth in business operations
and improvement of technology concurrent with social change
and expansion of the econohy have changed patterns for edu-
cating workers. In addition, changes have brought ébout a
greater need for ability to understand the increased mass
of knowledge which pertains to our expanding economy.
Gemmell states that:

Our best leadership recognizes that regardless

of what democracy may do in the cultural and human

relations areas, if it fails on the economic front,
it is doomed.

lJames Gemmell, "What Is Economic Education,” Edu-
cating Youth for Economic Competence? American Business
Education Yearbook, XV (Somerville, New Jersey: Somerset
Press, 1958), p. 3.
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Today individual citizens have become involved with
business practices and perscnal and societal economic prob-
lems. Credit and installment buying, social security leg-
islation, Federal and state income taxes, occupational rela-
tionships, and many other economic problems are common to
our present economic way of life.

Many of the elements of business technology and of
the development of economic literacy directly affect learn-
ing about business in the secondary school. Business teach-
ers are now concerned with two separate and distinct pur-
poses of business education——cqnsumer competency for all
pupils and job preparation for a lesser number. It is the
responsibility of these teachers to keep education for busi-
ness abreast of the very rapid social and economic changes.
Since graduation from a secondary school represents termina-
tion of formal education for approximately three fourths of
the people in the United States, the basic phase of business
education is designed t§ contribute to wise consumption of
goods and services and to understanding of our nation's
economic and business system. It is through the achieve-
ment of these goals that business teachers make a direct
contribution to general education in the secondary school.

Business teachers are also concerned with aiding
pupils to become prepared to engage in distributive and
office service occupations. In addition, they endeavor to

help individuals to learn how to manage small business
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enterprises. Only certain pupils need to be concerned with
the occupational objectives for business, for in the busi-
ness world today, only about one third of the business
labor force is engaged in office service, selling, and man-
agement occupations.

Maintenance of appropriate programs in basic busi-
ness and job préparation is. the responsibility of all busi-
ness educators. The degree to which business needs are met
in our secondary schools is rooted in business teacher prep-
aration programs offered in institutions of higher learning.
Such colleges and universities have responsibility for con-
tinually striving to improve methods of seleciing and pre-
paring young business teachers. These institutions also
must assume a major role in aiding business teachers in the
field so that they may extend their knowledge and become
acquainted with new techniques. It is imperative, there-
fore, that the teacher preparation be designed to aid busi-
ness teachers and prospective business teachers in gaining
those experieﬁces which will enable them to build sound
secoﬁdary school business programs. The secondary programs
need continuous re-evaluation and improvement if they are
to adequately prepare individuals for positions in business
and contribute to the development of understanding of busi-
ness and economics essential to effective citizenship.

The need for business educators to meet the chal-

lenges resulting from expansion of business activities is
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generally recognized today. The significance of the rela-
tionship between business demands and the content of educa-
tion for business is emphasized by Blackler's statement:

Translation of events in the business world

to the field of business education is a primary
problem. The success of business-educated stu-
dents depends greatly on the modernity and ade—
quacy of their preparation.

The problem of maintaining a modern adequate cur-
riculum for the secondary school is further complicated by
increasing enrollments. Not only must teacher preparation
institutions endeavor to better prepare business teachers,
but they must also supply greater numbers of teachers.
Increasing enrollments, and in turn larger numbers of
pupils in business departments in the secondary schools,
necessitate the employment of ever-increasing numbers of
business teachers. The need for more business teachers is
clearly indicated by the following:

Official forecasts indicate the number of

children in high school will increase by
500,000 in 1961, by 700,000 in 1962, and by
600,000 in 1963.2

The curricula by which prospective secondary school

business teachers are prepared should consist of

lWilliam R. Blackler, "“Problems in Building the
Business Teacher Education Program," The Business Teacher
Education Curriculum, Bulletin No. 63 of the National Asso-
ciation of Business Teacher-Training Institutions (Washing-
ton, D. C.: United Business Education Association, Winter,
1955), p. 16.

2"Record Crop of Babies," U. S. News and World
Report, December 31, 1954, p. 26.
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well-balanced study programs including emphasis on general,
subject matter specialization, and the professional phases
of teacher education. The National Association of Business
Teacher-Training Institutions has recommended the following
pattern of preparation at the undergraduate degree level:

Per Cent of Credit

Subject Area Hours Required

General Education 38-42
General Professional
Education 8-12

Special Professional
Education including

Student Teaching 8-12
Business and Related 1
Subject Matter 38-42

The professional phase of teacher education should
include student teaching activity. The importance of stu-
dent teaching is pointed up by Haskew:

Student-teaching as a genuine clinical experi-

ence is rapidly emerging as the prime component of
a professional education for teachers.

There are certain elements such as social studies,
English, and mathematics that are common to all teacher
education programs; and one may assume that study c¢f these

common elements by all prospective teachers is highly desir-

able. Many of the professional education courses such as

l"A Proposed Statement of Business Teacher Certifi-
cation Policies," Criteria for Certification of Business
Teachers, Bulletin No. 56 of the National Association of
Business Teacher-Training Institutions (Washington, D. C.:
United Business Education Association, 1952), p. 7.

2Lawrence D. Haskew, "Framework for Student-Teaching:
A Proposal," Education, LXX (November, 1949), p. 150.
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educational psychology, tests and measurements, guidance,
history of education, and philosophy of education are also
taken in common by all prospective teachers; and as stated
by Hosler:

This situation is surely desirable since the

understanding of the psychology of learning, the
school and the community, the total school cur-
riculum, and other phases of the professional
courses should be approached from the over-all
peint of view rather than_from that of any one
particular subject field.

Currently leaders in business teachers education
are in'agreement that there should be some specialized pro-
fessional education pertinent to the specific subject mat-
ter area. In accord with this idea, most institutions offer
one or more courses in principles of business education, in
methods of teaching business subjects, and in student teach-
ing that are directly applicable to the business teaching
area. These offerings were emphasized in 1951 when the
American Association of Colleges for Teacher Education
requested that representatives of each of the various sub-

ject matter areas construct evaluation instruments to sup-

plement the AACTE Standards and Evaluation Schedules. At

this time it became apparent that the AACTE recognized the

need for prospective business teachers to gain information

lRussel J. Hosler, "Relations of the Secondary
Business Teacher Education Curriculum to Other Teacher Edu-
cation Curriculums," The Business Teacher Education Curricu-
lum, Bulletin No. 63 of the National Association of Business
Teacher-Training Institutions (Washington, D. C.: United
Business Education Association, Winter, 1955), p. 22.
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through specialized courses as well as through courses
taken in common with students preparing to teach in other
fields.

Teacher preparation institutions have long recog-
nized the importance of supervised classroom teaching for
each prospective teacher. Today teacher preparation insti-
tutions invariably include student teaching in their pro-
grams. Most teacher educators agree with Trytten's state-
ment that:

The professional courses in educational theory

which precede practices, even at their best,
require a term of practice teaching to enable the
student to see how general theories apply to indi-
vidual situations, and to study their validity and
the bounds within which they apply.l

In student teaching the prospective teacher is
afforded an opportunity to test his knowledges and insights
in his own teaching. It is here that the prospective
teacher endeavors to merge his educational theory with aca-
- demic knowledges and abilities so as to gain a composite
picture of the teaching-learning process.

Evidence of the constant efforts of teacher educa-
tors to upgrade the preparationvof business teachers is

available in yearbooks, périodicals, and special bulletins.

Most of these materials emphasize that student teaching and

lJohn M. Trytten, "Student Teaching--On or Off
Campus?" Supervising Student Teachers in Business Education,
Bulletin No. 60 of the National Association of Business
Teacher-Training Institutions (Washington, D. C.: United
Business Education Association, 1954), p. 13.
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other professional laboratory experiences must contribute
directly and specifically to the student's progress toward
becoming a business teacher. However, even more study of
this phase of business teacher preparation is thought to be
essential by Prickett who reports:

While numerous surveys and other studies have

been made in the field of business teacher prepa-
ration, few of them havg deilt adequately with the
matter of student teaching.

It may be assumed that certain underlying principles
of student teaching are much the same for all programs by
which secondary school teachers are prepared. However,
leaders in the field of business teacher education believe
that the fundamental principles must be adapted extensively
when applied in the student teaching phase of business
teacher preparation. It is indicated by Frie52 that the
extent and nature of the laboratory experiences in business
teacher preparation should be evaluated in terms of the
standards of the American Association of Colleges for

Teacher Education: but to implement the broad AACTE princi-

ples, specific and specialized criteria and evaluative

lLoy Elvin Prickett, "Evaluation of the Student

Teaching Phase of Business Teacher Preparation," (unpub-
lished Ed. D. dissertation, University of Oklahoma, 195%9),
p. 8.

2Albert C. Fries, "Extent and Nature of Laboratory
Experiences in the Business Teacher Education Curriculum,”
The Business Teacher Education Curriculum, Bulletin No. 63
of the National Association of Business Teacher-Training
Institutions (Washington, D. C.: United Business Education
Association, 1955), pp. 48-49.
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devices must be used for effective evaluation of the prepa-
ration of business teachers. |

Student teaching requirements and standards differ
among the numerous institutions of higher learning. There
are certain essential activities, however, which must be
included if an adequate program is to exist. The nature
and kinds of activities in student teaching are determinants
of the success of beginning teachers. Malsbary, in his dis-
cussion of the preparation of business teachers, indicates
that there is need for a variety of experiences in the stu-
dent teaching program:

The greater the number of situations the stu-

dent teacher successfully copes with under super-
vised conditions, the fewer will be the new and
unfamiliar problems with which he is unprepared to
deal when_he assumes his first regular teaching
position.

It is usually the responsibility of representatives
of the teacher preparation institutions as well as the
coopérating school personnel to see that the student teach-
ing experiences are meaningful. It appears essential that
those responsible for teacher education in the colleges

endeavor to cooperate with business educators and admini-

strators in the public school in any attempts to develop a

lDean R. Malsbary, "Providing for a Variety of
Worthwhile Experiences,” Supervising Student Teachers in
Business Education, Bulletin No. 60 of the National Associ-
ation of Business Teacher-Training Institutions (Washington,
D. C.: United Business Education Association, 1954),
p. 21.
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program of student teaching for prospective business
teachers.

The importance of student teaching in the prepara-
tion of beginning teachers is stressed again and again in
the writings of leaders in the field of business education.
The importance of this phase of the preparation of business
teachers warrants its continuous re-study and re-evaluation.
This contention is forcibly stated by Woodward:

Student teaching is probably the most important

phase of the four-year teacher education program
for here is the crucible wherein is tested and
tried all of our screening processes, our methods,
our scholarship, our exhortations, and our hopes
and fears. Much thought has been given to making
student teaching a worth-while experience: yet,
after reading manuscripts submitted for this issue
of THE NATIONAL BUSINESS EDUCATION QUARTERLY, I
feel that we have hardly made a beginning.

Research studies in the Jield of business education
point up the major problems connected with providing appro-
priate experiences for student teachers in business educa-

2 indicate that there is real

tion. The findings of Culver
advantage in making the student teaching experiences as

directly applicable to actual business teaching as possible.

lTheodore Woodward (ed.), Evaluation and Measure-
ment of Student Teaching, Bulletin No. 61 of the National
Association of Business Teacher-Training Institutions
(washington, D. C.: United Business Education Association,
1954), p. 3.

2

Gordon F. Culver, "An Analysis of Student-Teaching
Experiences in Selected High School Business Subjects,"
(unpublished Ed. D. dissertation, University of Nebraska,
1958).
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After extensive research, Prickett developed and
validated fdurteen fundamental principles relative to stu-
dent teaching.l The fourteen fundamental principles, appli-
cable to student teaching in any subject matter field were
utilized by Prickett in the development of specific criteria
for effective evaluation of student teaching in the prepara-
tion of business teachers.

The author of this research study believes that a
logical step to further improvement of business teacher
preparation involves development of the specific content
most essential to student teaching for business teachers.

It is apparent that no two teacher preparation institutions
need follow exactly the same program in business teacher
preparation; and th;; student teaching will vary with major
differences in the cooperating schools, the time involved,
and the total content. There are, however, certain guides

available for use in determining the content of student

teaching in business teacher preparation.

Statement of the Problem

The problem of this study was to determine what
should be included in a program of student teaching for
prospective teachers of business subjects so that adequate

pre-service teaching experiences may be provided.

1.
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More specifically, the solution of this problem
involves two major tasks: (1) defining and verifying what
constitutes competence in the teaching of business subjects
at the secondary school level and (2) selection of the con-
tent of student teaching that will aid most in developing
such competence in the beginning secondary school business
teacher.

In this study it is recognized that teaching of
business subjects at the secondary school level is unique
in that it serves two separate, distinct purposes--general
education and job preparation. The content of student
teaching developed and authenticated in this study is
designed to aid prospective business teachers in gaining
competence in achieving both purposes of education fof

business.

Delimitations

This study does not involve consideration of all
aspects in business teacher education. No attempt is made
here to determine what should precede student teaching nor
does this investigation deal with the selection of student
teaching stations, determination of who should supervise,
the amount of supervision, nor when student teaching should
be done. This study deals solely with what the content of
the student teaching should be if effective teaching of

business subjects is to result from the experience.
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Nature and Sources of Data

A comprehensive search of the literature pertinent
to competence in the teaching of business subjects, student
teaching in general, and student teaching in business
teacher preparation was made to obtain the data used for
this study. The primary sources of information pertaining
to competence in the teaching of business subjects were the
writings of Frederick G. Nichols, Paul S. Lomax, D. D. Les-
senberry, Elvin S. Eyster, and Hamden L. Forkner, all of
whom are recognized authorities in business education.

A primary source of current information pertaining
to student teaching was the literature of such educational
organizations as: National Association for Business
Teacher Education, American Association of Colleges for
Teacher Education, and the Association for Student Teaching.
Research reports, textbooks, reference books, and periodi-
cals in the field of business education were analyzed for
data validating practices and procedures basic to competence

in the teaching of business subjects.

Procedure
The first step in this study involved an exhaustive
search of the literature relating to student teaching at
the secondary school level. Careful analysis of the litera-
ture provided an extensive background of information and

understanding of those elements of student teaching which
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apply to the general preparation of all secondary school
teachers and those elements which apply specifically to the
preparation of business teachers.

The second step in this étudy consisted of an inves-
tigation cf research materiéls to determine the areas in
which master teachers display competence. This investiga-
tion resulted in six roles being isolated which include
most of the significant elements of competence relevant to
successful teaching of business subjects. Following the
isolation of these éix roles, the elements which constitute
competence in each role were defined and verified.

The third step iﬁ this study involved formulation
of the content appropriate for student teaching as provided
for prospective business teachers. The content pattern was
developed in terms of knowledges and understandings to be
gained and the abilities to be developed through student
teaching. The material presented in this study relative to
the content of student teaching is stated with reference to
what the prospective business teacher will gain through his
activities in a particular cooperating school. However,
all elements are applicable to the teaching of business
subjects in any secondary school.

As one aspect of step three, a concise outline of
the content of student teaching for prospective business
teachers was prepared. This outline was developed for use

in teacher preparation institutions in connection with the
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organization, administration, supervision, and evaluation
of student teaching for prospective business teachers.

The final step in this study involved preparation
of this research report. It should be noted that Chapter II
consists of a survey of other research investigations
related to the topic. 1In Chapter III, competence in the
teaching of business subjects is defined and verified.
Chapter IV consists of a presentation and interpretation of
the content of student teaching for prospective business
teachers. The final chapter consists of a summary and the

over-all conclusions reached.



CHAPTER 1II
RELATED RESEARCH STUDIES

The.author of this study found that much informal
writing covering all phases of teacher preparation has been
done in the past twenty years. The publications of such
organizations as the National Association of Business
Teacher Education, Association for Student Teaching, Ameri-
can Association of Colleges for Teacher Education, and the
National Commission on Teacher Education and Professional
Standards are indicative of the considerable effort that
has been put forth in the endeavor to upgrade teacher prep-
aration programs. These publications also emphasize that
increasing stress is being placed on the student teaching
phase of teacher preparation.

This author discovered that numerous research
studies have been made pertaining to teacher preparation
programs. These research studies have for the most part
dealt with the total program of teacher preparation and
with the evaluation of particular programs to determine

their strengths and weaknesses. Relatively few research

16
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studies were found that dealt specifically with the student
teaching phase of teacher preparation programs.

Six studies in business teacher preparation were
selected for consideration in this chapter. These six
studies have proved to be helpful in making this study and
will further orient the reader.

Adamsl studied the status of business teacher edu-
cation programs for prospective business teachers that are
carried on in institutions accredited by the Southern Asso-
ciation of Colleges and Secondary Schools. The ultimate
purpose of her dissertation was to determine what improve-
ments could be made in the preparation of business teachers
in those accredited institutions.

Adams concluded relative to the student teaching
phase of business teacher preparation:

There was little consistency in the amount of

time devoted to student teaching. Although the
median was 12 weeks, the range seemed too broad
to provide students in the same region with equal
opportunities for participation.

Only one research study was found that dealt specif-
ically with the content of the student teaching program in

3

business teacher education. Culver” attempted to determine

lLucy Rose Adams, "An Analysis of the Pre-Service
Preparation of Business Teachers in Institutions Accredited
by the Southern Association of Colleges and Secondary
Schools," (unpublished Ph. D. dissertation, Ohio State
University, 1957).

ZIbid., p. 174. 3Culver, op. cit.
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the general and specific experiences which student teachers
should have when teaching high school classes in bookkeep-
ing, general business, shorthand, and typewriting. After
reviewing the literature pertaining to student teaching and
other laboratory experiences, Culver designed detailed
questionnaires on which respondents could indicate the
importance to students of the general experiences and the
specific subject matter experiences. Experiences on the
questionnaires could be evaluated in one of three ways:
"Of Great Importance," "Of Some Importance," or "Of No
Importance." The questionnaires were sent to chairmen of
departments of business education in selected teacher prep-
aration institutions throughout the United States; to
selected superior supervising high school business teachers:;
and, to selected authors of widely recognized textbooks in
the subject matter areas included in the study. Culver
found:

Persons responsible for guiding the activities
of student teachers placed great importance on the
following experiences for student teachers.

a. Experiences that provide for the teaching
of subject matter, especially experiences that
involve preparation for teaching and experiences
that involve testing and evaluation.

b. Experiences that involve classroom manage-
ment and control, especially experiences that place
student teachers in charge of classroom discipline
and the handling of classroom activities.

c. Experiences that provide student teachers
with a better understanding of the total school
Program, especially experiences that help acquaint

student teachers with the grading system of the
school and other schogl policies and regulations.
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d. Experiences that develop and strengthen
desirable personal qualities, especially experi-
ences that develop traits of self-analysis, self-
evaluation, and self-improvement.

Persons responsible for guiding the activities
of student teachers generally placed great impor-
tance on subject-matter experiences that:.

a. redquire careful preliminary planning

b. assure a thorough knowledge of the subject

matter

c. assure having class time well planned

d. stimulate interest in the subject

e. recognize and provide for individual

differences

f. provide for evaluation and remedial

teaching 1

g. involve testing and grading

Prickett's2 study deals incidentally with the con- .
tent éf the student teaching program for prospective busi-
ness teachers. He developed and validated fourteen princi-
ples from which he devised evaluative criteria relative to
student teaching. Three of these principles deal specifi-
cally with the content of student teaching. They are:

Principle IX: The content of student teaching
should be such that student teachers are required
to formulate specific lesson plans, select or pre-
pare teaching materials, and utilize teaching aids,
as they direct and evaluate the learning activities
of pupils.

Principle X: The content of student teaching
should be such that student teachers are required
to actively participate in guidance, counseling,
and the sponsorship of organized pupil activities
apart from classroom instruction.

Principle XI: The content of student teaching
should be such that student teachers are required
to enter into professional relationshigs with
teachers, administrators, and parents.

lculver, op. cit., pp. 271-272.

2prickett, op. cit.

3Prickett, op. cit., pp. 180-181.
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In 1951 a questionnaire survey was completed by
Gressl to determine the difficulties of beginning business
teachers. Two hundred and seventy-one beginning business
teachers from all parts of the United States responded to
questions regarding: (1) teaching subject matter: (2) class-
room organization and management: (3) the use of teaching
aids and techniques; (4) the use of tests; and, (5) student
activities assignments.

Gress also asked these beginning business teachers
to list suggestions for the improvement of student teaching
experiences for prospective business teachers. Fifty sug-
gestions which these beginning business teachers felt would
strengthen student teaching in business teacher preparation
were reported. On the basis of his findings Gress recom-
mended that the student teacher should be required to:

(1) Carry the full teaching schedule for an

extended teaching period,

(2) Teach a variety of business subjects,

(3) Handle actual classroom discipline prob-

lems, and

(4) Teach business subjects on different

grade levels.

The research studies discussed in the remainder of

this chapter pertain to determining the areas in which a

lJohn J. Gress, "Teaching Difficulties of Beginning
Business Teachers as Bases for the Improvement of Instruc-
tion in Business Teacher-Training Institutions," (unpub-
lished Ed. D. dissertation, New York University, 1951).

2Ibid., p. 214.
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teacher must display competence and to definirg the compe-
tence of a secondary school business teacher.

The California Council on Teacher Education under-
took to develop a definition of teacher competence as one
of its first major projects immediately after its organiza-
tion in 1945. The definition, reported by Kinney, repre-
sents the cooperative work of many educators and laymen
throughout the state of California. The study defines
teaching competence by presenting examples of successful
work in the following areas of a teacher's activities as:
(1) director of learning: (2) a counselof and guidance
worker; (3) a mediator of the culture; (4) an effective
liaison between school and community: and, (6) a member of
the profession.1

The National Commission on Teacher Education set up
two groups to search for an adequate definition of the good
teacher. Group A, at the Albany Conference of 1954, recog-
nized six roles of the teacher, in each of which specific
expertness is required. The six roles reported by Group A
and validated by the American Association of Colleges for

Teacher Education are:

lLucien B. Kinney, Measure of a Good Teacher, (San
Francisco, California: California Teachers Association,
1952), pp. 15 f£f.
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A Director of Learning

1.1 Adapts psychological principles of learn-
ing to individuals and groups.

1.2 Adapts principles of child growth and
development to planning of learning
activities.

1.3 Maintains an effective balance of free-
dom and security in the classroom.

1.4 Demonstrates effective instructional pro-

cedures.

A Counselor and Guidance Worker

2.1 Adapts principles of child development
and mental hygiene to individual and
group guidance.

2.2 1Is competent to collect and utilize sig-
nificant counseling data.

2.3 Can utilize suitable counseling tech-

niques.

A Member of the School Community
3.1

Is able to plan cooperatively on educa-
tional and administrative objectives.

3.2 1Is competent in curricular planning.

3.3 1Is competent in evaluation projects.

3.4 Reveals sense of responsibility for his
share in the over-all effectiveness of
the school.

A Mediator of the Culture

4.1 Directs individuals and groups to appro-

priate significant life application of
classroom learning.

4.2 Draws on an experimental background to
enrich cultural growth of groups and
individuals.

4.3 Develops an understanding and apprecia-
tion of current social problems.

4.4 Directs pupils in learning to use those
materials.

4.5 Develops pupil-attitudes necessary for

democratic participation in society.

4.6 Develops pupil-skills necessary for effec-
tive participation in a democratic society.

A Link with the Community

5.1 Utilizes available education resources of
the community in classroom procedures.

5.2 Secures cooperation of parents in school
activities.

5.3 Interprets the school to the communitk,
and the community to the pupils.

5.4 Demonstrates ability to assist lay groups
in developing understanding of modern
education.
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5.5 Participates in definition and solution

of community problems.
6. A Member of the Profession

6.1 Demonstrates an appreciation of the

social importance of the profession.

6.2 Develops and adheres to a professional

code of ethics.

6.3 Contributes to the profession through

its organization.

6.4 Maintains working relationship with lay

groups and individuals.

6.5 Takes personal responsibility for pro-

fessional growth.

In 1956, Thompson2 completed a study in which he
compiled a list of competences desirable for public second-
ary school business teachers. This list of forty-five
"competence statements" was taken from business education
periodicals for a ten-year period from 1944 to 1954. The
"competence statements" were chosen on the basis of fre-
quency of mention in the literature. These statements were
sent for rating to persons interested in the competences of
secondary school business teachers. The three groups were:
(1) business teacher educators: (2) public secondary school
business teachers:; and, (3) public secondary school prin-
cipals. -

Thompson made no attempt to group the statements

within the areas of (1) director of learning: (2) counselor

1American Association of Colleges for Teacher Educa-
tion, Yearbook, 1955 (Oneonta, New York: The Association,
1955), pp. 131-132.

2

Robert James Thompson, "The Competences of Second-
ary School Business Teachers," (unpublished Ed. D. disser-
tation, Stanford University, 1956).
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and guidance worker; (3) member of the school community:
(4).mediator of the culture; (5) link with the community:
and (6) member of the profession. He carefully checked his
list of "competence statements" to determine whether or not
some of the statements fell within each of the six areas
and reports: "All of these areas were represented in the
list, however.“l

Kessel2 completed a study in 1957 in which he
analyzed critical incidents in an'attempt to identify the
critical requirements of a business teacher. He obtained
the data for his study through individual interviews with
fifty secondary school administrators and with fifty busi-
ness teachers employed in the Madison, Wisconsin, area.
Kessel defines a critical incident as "a report of an
observed situation or incident involving a business teacher
in which the business teacher's behavior was critically
effective or ineffective upon the outcome of the situation
or incident."3 The incidents were grouped according to
major aspects of the business teacher's job. The following

major areas and categories were developed:

lIbid., p. 84.

2Robert M. Kessel, "The Critical Requirements for
Secondary School Business Teachers Based Upon an Analysis
of Critical Incidents," (unpublished Ph. D. dissertation,
University of Wisconsin, 1957)..

3Ibid., p. 95.
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AREA I - Curriculum Planning and Instructional
Procedures
Category A - Curriculum Planning
Category B - Instructional Procedures
Category C - Guidance and Attention to Indi-
'vidual Differences
AREA II - Classroom Management
Category A - Maintaining Class Control
Category B - Assessing and Reporting Student
Progress
Category C - Managing Equipment and Supplies
AREA III - Extra-Class Responsibilities
Category A - Directing and Managing Extra-
Class Activities
Category B - Supporting Extra-Class Activities
AREA IV - Staff and Community Relationships
Category A - Relations with Other Teachers
Category B - Relations with School Administrators
Category C - Relations with the Community at
Large

Kessel reached the following conclusions:

1. When evaluating the effective and ineffec-
tive performances of secondary school business
teachers, school administrators tend to attach as
much importance to the non-instructional aspects
of the business teacher's position as to the
instructional duties.

2. Business teachers appear to be more con-
cerned with their instructional responsibilities
than with their non-instructional responsibilities
when reflecting upon their own effectiveness and
ineffectiveness as business teachers.

3. School administrators tend to consider
business teachers as more effective in handling
the responsibilities of guidance and attention to
individual differences, and managing and directing
extra-class activities than in any other phases of
the business teacher's position.

4. Business teachers appear to be very much
aware of their guidance functions and attach con-
siderable importance to the problem of handling
individual differences in student abilities and
interests. Business teachers consider themselves
to be handling their guidance and attention to
individual differences responsibilities more effec-
tively than any of their other responsibilities as
teachers.

1 2

Ibidol pp. 72-73. Ibid., p. 128.
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The research studies reviewed in this chapter con-
tribute substantially to the existing body of knowledge
regarding the preparation of prospective business educatipn
teachers. Although, with one exception, these studies
relate only incidentally to the content of student teaching
for business teachers, the suggestions made by beginnihg
business teachers for the improvement of student teaching,
the rating of competences of business teachers, and the
areas in which a teacher must be competent, all have con-
tfibuted valuable information relative to designing the
content of student teaching for prospective business'teach—

ers in secondary schools.



CHAPTER III
COMPETENCE REQUIRED OF BUSINESS TEACHERS

The content of a business education student-teaching
program, to be effective, must be designed and presented in
a manner conducive to the development of teaching competence
in the individual engaged in his first formal teaching
activity. Student teaching is usually the culminative
phase of teacher preparation. Thus, it is here that all
other education elements--general, basic and technical
business, and professional--are integrated in actual teach- -
ing and put to practical use. In student teaching, use is
made of the knowledges, abilities, understandings, theories,
and concepts gleaned froh previous experiences in high
school and in college; in some instances, from work experi-
ence; and from experience gained in the general maturation
process.

When a prospective business teacher is enrolled in
student teaching, it must be assumed that he is ready to
put his background of education and experience into prac-

tice under appropriate supervision. The content of student

teaching, then, must enable him to learn to build a continuous

27
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series of relationships into his own teaching and to gain
confidence in his own judgments relative to educational
matters. Student teaching should help a prospective busi-
ness teacher enter his profession as a beginning teacher
and function satisfactorily with a minimum amount of super-
vision.

It appears reasonable to assume that content of a
student teaching program in business teacher preparation
should be developed in direct relation to the roles per-
formed by experienced business teachers. Student teachers
hope eventually to become fully competent and from the out-
set should be guided and directly aided in achievement of
that goal. Thus, in this study, the first major step was
to set forth the areas that encompass the activities of
secondary school business teachers and the extent of compe-
tence essential in each area.

The roles, or areas of educational activities, in
which teachers should display competence have been estab-
lished in several comprehensive research studies. These
studies were discussed in the survey of related research in
Chapter II. To facilitate consideration of competence here,
the author selected six roles which teachers must fulfill.
These specific roles constitute a composite listing of the
teaching expanse presented in other studies. It must be

assumed that the roles selected include all significant
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elements of teaching. These roles in which teachers should
display competence are as follows:

1. a curriculum planner

2. a guidance worker and counselor

3. a director of learning

4. an advisor of extra-class activities

5. a liaison between the school and community, and

6. a member of the profession

In determining the techniques used to successfully
accomplish the activities adhering to each role as it per-
tains to the business teacher, the writings of five of the
most outstanding educators in the field of business educa-
tion were analyzed and interpreted as they apply to each
role. These educators are: Frederick G. Nichols, Paul S.
Lomax, D. D. Lessenberry, Elvin S. Eyster, énd Hamden L.
Forkner.

Each of these business educators has devoted his
time, talents, and energy to the advancement of business
education:; and each has demonstrated his leadership by his
far-reaching contributions to education in general and to
business education in particular. These five men are
recognized authorities in the field, and respectively have
probed, tested, and experimented until sufficient unrefut-
able evidence was acquired to justify their pronouncements.
Also, they have stimulated and encouraged other business

educators to test and retest their beliefs until evidence

proves them to be right or wrong.
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As business educators, these men have come in con-
tact with large numbers of business students at high school,
college, and graduate college levels and have been rated as
master teachers by their students. They have devoted their
time and efforts to business teacher education and to the
upgrading cf the prcfessicon. Therefore, the material ¢
follows is substantiated by their writings and is presented
as a composite view of the competence required in secondary

school business teachers.

Curriculum Planner

Secondary school business teachers should be pro-
ficient in the role of curriculum planner. Competence
displayed in this role is the result of the teacher's
formal education, of his teaching experiences, of matura-
tion, and of knowledge gained from participation in profes-
sional activities.

By keeping abreast with developments and current
trends in education and by exercising careful judgment, a
business teacher is enabled to view the total school pro-
gram objectively. An objective viewpoint enables him to
aid in the construction of a sound total program in his
respective school with the business aspects contributing to
the over-all educational aims. This element of teaching
was stressed by Nichols when he said:

It should be evident to all that the "basic
essentials of good education" must be determined
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before a sound program of education can be organ-
ized for the various levels of our public schools.
It should be equally true that a sound program of
business education is one that is properly fitted
into this over-all program of education in such a
way as to make its best contribution to the essen-
tial aims of public education.
Cooperative planning by faculty members and school
administrators is essential to maintaining a curriculum
which will meet the needs of mass education in our modern
society. Only through the efforts of all who are instru-
mental in the education of a particular group of pupils can
the subject-matter of varied fields be woven into a program
in which the needs and objectives of each pupil can be met.
One of the true indications of the competence of an educa-
tor is his ability to view a particular subject-matter
field as a part of the total school program. Eyster empha-
sizes one of the dangers of specialization when he states:
One of the constant dangers of specialization
in education is that teachers and students may
conceive of their subject field as encompassing
all, rather than a segment, of education.

It is clear that curriculum planning involves far

more than setting up the objectives of the curriculum and

the subjects to be taught. Each subject taught must make

lFrederick G. Nichols, "Criticism, Comment and
Challenge," Journal of Business Education, XXIII, No. 2
(October, 1947), p. 9.

2Elvin S. Eyster, Foreword to Challenges to Cur-
riculum Planners, Seventh Annual Delta Pi Epsilon Lecture,
Detroit, Michigan, December 29, 1948 (Cincinnati, Ohio:
South-Western Publishing Company, 1949), p. 3.
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separate and definite contributions to the total program.
Business teachers should cooperate with their co-workers in
analyzing the content of subjects offered in each area to
ensure that individual students have an opportunity to gain
the best education possible. As Forkner and his associates
point up:

The potential contribution of many aspects of
the program to the learner's development makes it
necessary for those responsible for one part of
the program to know what experiences he is having
in others. Only then will there be proper balance
and avoidance of unnecessary overlapping and repe-
tition; only then will there be the needed rein-
forcement of learning that builds for desired
competence.

Both Eyster and Lessenberry substantiate the view-
point that cooperation in curriculum planning is necessary
to integrate learning situations. Eyster says:

Any one aspect of education cannot live unto
itself alone any more than one man can do so.
No one discipline stands alone without interrela-
tionships with other disciplines. . . . Coopera-
tion among educators in subject-matter areas
involves first a recognition of the potentiali-
ties of the relationship and second a willingness
to expend the effort ghat is required to develop
those potentialities.

and Lessenberry writes:

lF. B. Stratemeyer, H. L. Forkner, M. G. McKin,

Developing a Curriculum for Modern Living (New York:
Bureau of Publications Teachers College, Columbia Univer-
sity, 1947), p. 384.

Elvin S. Eyster, "Business Education Relationships
Demand Cooperation," Business Education Forum, XI, No. 8
(May, 1957), pp. 35-36.
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All education is one. Specialized education

is necessary part of the program of education in
order that young men and women may learn how to
do things and to think things and to carry their
own load as competent citizens. Those of us who
teach in specialized areas know that we must
depend upon general education for the foundation
on which our specialized work muit be built., . . .
Education is essentially a unit.

Education for business is a relatively new area in
the total pattern of secondary education. A knowledge and
understanding cf its development and growth aids business
teachers in maintaining a curriculum to meet the needs of
today's youth. Although bookkeeping was offered in the
first public high school in Boston in 1821, it was not
until 1903 that the "Committee of Nine" appointed by the
National Education Association, recommended a four-year
course in business in the public schools. At this time,
the high school program was deemed to be college prepara-
tory; and the business subjects were listed as electives.
In 1915, the NEA advocated the development of two business
curricula for public high schools. One of these was in
accounting; the other, in stenography. In the early
stages, the curricular patterns of business were designed
only to prepare people for business occupations. The busi-

ness program of the high school as it is known today, which

gained real impetus by circumstances brought about by World

lD. D. Lessenberry, "Education Is Our Magic,"
American Business Education, X, No. 3 (March, 1954),
p. 138.
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War I and World War II, is designed to serve a twofold
purpose--basic business education for all students and occu-
pational business education for a lesser number. Alert
business teachers are cognizant of the growth in importance
of business offerings as general education as pointed up by
Forkner:

We will recognize that the secondary school cur-
riculum must have balance and be designed for those
who will terminate their formal education with high
school as well as for those who will continue their
education. We will recognize that national and
international policies are closely related to
national and world economic forces and that every-
one, regardless of his talents, must_have a sound
basis for making economic decisions.

A sound understanding of the two-pronged purpose of
education for business is necéssary for maintaining ade-
quate business curricula. Forkner succinctly emphasizes
the objectives of both prongs when he asks two very perti-
nent questions and gives a short explanation of each:

Does every high-school student, somewhere in
his program, have an opportunity to learn about
the kinds of business activities he will be
required to make as a citizen, voter, taxpayer,
and consumer?

Insurance, investments, savings, baux accounts,
installment buying, social security, travel--these
are examples of the day-to-day activities of us
Americans.

Does every high-school student for whom high
school is terminal have an opportunity to prepare
for some vocation?

Since business occupations, including office,
sales, and administrative work, make up such a

lHamden L. Forkner, "Sanity and Balance in Business
Education," Balance Sheet, XXXXI, No. 4 (December, 1959),
p. 151.
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large percentage of the total working force of our
country, it is safe to assume that any school that
does not offer a wide range of occupational busi-
ness courses. is failing to provide for the needs
of youth.

Thus, an adequate business program is essential for
the success of a high school:; and, most business teachers
know that for education for business to make its maximum
contribution to the total program, both objectives must be
met. They, therefore, strive to maintain proper balance in
business offerings.

Basic business offerings should provide all
interested students with opportunities to gain the profi-
ciency necessary to carry on business activities that center
around the home and personal business life. Business teach-
ers should point up this need for basic business education
to curriculum planners, because according to Forkner:

Every young person, regardless of his future
vocational or professional aspirations and accom-
plishments, will constantly be called upon to
make decisions and take actions that are bassd on
knowledge about business and its operations.

Secondary school pupils should be given opportuni-

ties to gain understanding of business activities which

promote intelligent participation in the business life of

lHamden L. Forkner, "Characteristics of Business
Education in Our Expanding High Schools," The Business Edu-
cation Program in Our Expanding High Schools, Bulletin No.
225 of the National Association of Secondary-School Princi-
pals, XLI (Washington, D. C., January, 1957), pp. 114-15.

2

Ibid., p. 13.
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the community, the state, and the nation. They should be
provided with opportunities to gain understanding of busi-
neés as a factor in world economic well-being. The need
for citizens to be educated in this area of business is
becoming more and more apparent. Eyster writes:

Knowledge and understanding will not only dis-
pel false conceptions about American business and
labor systems but will also alert people to their
responsibility as citizens in a democracy.

. . . The role of economic knowledge and understand-
ing is tremendously significant in providing the
requisites for attitudes toward business and labor
and government that are compatible with democracy
and free enterprise.

Basic business subjects also provide background understand-
ings for those pupils who wish to further their study of
business in institutions of higher learning.

A job preparatory curriculum should be offered -
which will provide certain pupils with the skills and knowl-
edges that constitute occupational ability. Nichols pointed
up the essentials in this area when he wrote:

. . . sufficient skill to meet initial employment
standards must be developed, an awareness of the
environmental demands of first jobs must be
acquired, and basic understanding of business prin-

ciples so essential to advancement must be assured
in any sound vocational business~training program.

lpivin s. Eyster, "The Need for Economic Education,”
Educating Youth for Economic Competence, American Business
Education Yearbook, XV (Somerville, New Jersey: Somerset
Press, 1958), p. 1l4.

. 2E_‘rederick G. Nichols, "Business Education--Clerical
and Distributive," Vocational Education, Forty-Second Year-
book of the National Society for the Study of Education,
Part I (Chicago, Illinois: Department of Education, The
University of Chicago, 1943), p. 218.
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‘Both job-preparation business subjects and basic
business subjects are recommended for the student preparing
for employment in business. The young worker must not only
develop a functioning type of occupational intelligence but
also must acquire a background of business information that
will aid him on the job and aid him as a consumer of goods
and services. Lessenberry expresses this view as:
What a young worker can do is important, of
course, but what he knows about general business
and what he understands about the economic system
are equally important.l
Competence of business teachers is further demon-
strated when provision is made for the occupational prepa-
ration of pupils of various levels of ability. Within this
area, pupils are prepared for entrance into initial jobs
which are the beginning steps for better positions, and
pupils are prepared for routine jobs. Forkner contends
that:
Most levels of work in modern business are so
varied that most young people can be prepared for
one of these levels provided the school is alert
to the situation and is prepared to adjust tradi-
tional patterns to new needs.

Wise curriculum planning results only when well-

defined aims and objectives are based on a thorough

lD. D. Lessenberry, "Office Education in the United
States," Challenges in Business Teacher Education, Bulletin
No. 67 of the National Association of Business Teacher
Education (Washington, D. C.: 1957), p. 15.

2
Forkner, loc. cit.
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knowledge of the needs of pupils of a particular community.
Nichols, who is often called "the father of business educa-
tion," stressed this belief throughout the long years of
his continuous efforts devoted to the improvement of educa-
tion for business. He wrote:

If commercial education is to be truly voca-
tional, it must be organized with specific people
in mind. If it is to function as sound general
education, it must be organized with the needs of
definite people and theif capacities for educa-
tion clearly understood.

Lomax agrees that pupil-centered planning is essential:

These students of our schools--their needs,
interests, aptitudes, aspirations--should be con-
stantly aE the center of all our educational
planning.

Course and subject offerings in business will dif-

fer to some extent among secondary schools. Nichols3

points
up that business offerings are limited by the kind and size
of school, ability of the teacher or teachers, school plant,
equipment available, and attitude of the school officials.
He added:
If the obligations of business education are
to be met successfully, the nature of the business
community will be taken into consideration. But

it must be remembered, there is a universality of
aims and content in business education . . .

lprederick G. Nichols, Commercial Education in the
High School (New York: D. Appleton-Century Company, 1933),
p. 100.

Paul S. Lomax, "UBEA President's Message," Busi-
ness Education Forum, VII, No. 8 (October, 1952), p. 4.

3Frederick G. Nichols, loc. cit., pp. 116 £f.
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fundamental principles of business organization
and the detail practices that are essential to
sound management . . . are much the same through-
out the country. Communities of comparable size
do not differ greatly as to the kind of commercial
workers needed. . . . commercial workers move from
one community to another.l

Thus, the needs of the immediate community form the
basis for subject content in bothH basic business and job
preparation business education:; but the business teacher
should never lose sight of the necessity to educate each
student in accordance with his abilities. The curriculum
offerings of the small rural high school will differ in
breadth from those of the urban high school, but the depth
of the subject content will differ only for the individual
student in terms of his learning potential.

Proper sequence of subject offerings is essential
in maintaining an adequate business curriculum. Subjects
should be placed in the curriculum to complement the learn-
ing process. As Forkner states:

He [the teacher] must know what an effective

organization is like and the sequence of events in
the learning process that produce the best results.
. « . he must know what objectives the learner has
not arrived at a mature -enough stage in his devel-
opment to know his objectives, then the curriculum
must be so designed that it will assist him to

develop in a way that is Sompatible with his abil-
ities and potentialities.

l1pida., p. 123.

2Hamden L. Forkner, "Curriculum Planning in Business
Education," Eighth Annual Delta Pi Epsilon Lecture, Chicago,
Illinois, December, 1949 (Cincinnati, Ohio: South-Western
Publishing Company, 1950), p. 9.
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General education subjects are most frequently
offered in the early part of the high school program. As
students advance, their programs become more specific.
This direction is common in all phases of high school edu-
cation. Business offerings, in the early stages, are
designed for development and basic skills, general concepts,
and understandings. More depth through specific training
is provided in the junior and senior years.
Social changes bring about changes in values.
Today, almost all individuals attend high schools; teachers
receive better preparation:; changes are occurring in philos-
ophy of education: and improvement in equipment is constant.
These are but a few of the changing elements that must be
studied if an effective high school program is to be main-
tained. Forkner says:
Good curriculum planning assumes that the plan
is never complete and that the only way to deal
with the problem of curriculum planning is to have
in operation a continuous evaluation procedure.l
Also, the business activities of our nation are not
static, and competent business teachers are ever alert to
discover means of improving business offerings to ensure
timely experiences for students. Eyster points up the need
for periodic evaluation of the business program:

Now and then an evaluation should be made of
the business education program, considering the

lipid., p. 24.
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changes in business, in schools, and in social and
economic living that might reduce its effective-
ness.

In summary, competent business teachers aid in
maintaining business curricula that make maximal use of the
facilties and time available for teaching and adhere to
desirable objectives. They understand and help to determine
the proper order and time sequence for subject offerings.
They work with fellow teachers, supervisors, and administra-
tive officers in planning programs that ensure maximum
results and unnecessary duplication and overlapping of sub-
ject matter. They recognize that evaluation of business
curricula is essential to the maintenance of effective
education for business. Competent business teachers do not

avoid change neither do they eliminate that which has been

tried and found good.

Guidance Worker and Counselor

An adequate and well-organized guidance program is
a significant determinant of the success of the total
school program. dJust as it is essential for the curriculum
to be designed to ﬁeet the needs of pupils, it is essential
also that a guidance program be maintained which will aid
each pupil in fully developing his capacities and abilities.

The purpose of a guidance program is aptly expressed by

1 . . . .

Elvin S. Eyster, "Readjustments Needed in Business
Education," National Business Education Quarterly, XV
(October, 1946), p. 15.
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Eyster who states that guidance ". . . serves as a mortar
that forms the bond between the objectives of the school
and its curricular structure."l

The teacher's role as a guidance worker and coun-
selor will vary with the size of the school and the com-
plexity of the guidance program maintained. Guidance serv-
ices of high schools follow no set pattern. Some schools
maintain the centralized type of organization for guidance
while other schools utilize decentralized organizations or
a combination of the two.

A large high school will usually have a complex
organization headed by a specialist in guidance. The
smaller high school may function with a guidance program
that is less formal with a part-time counselor, or even a
program that is under the direction of the high school
principal cr a committee made up of faculty members.
Regardless of the size of the school or the type of organi-
zation maintained, each teacher has a definite role to per-
form as a guidance worker and counselor. This point is
forcibly stated by Lomax:

Every teacher should thoroughly understand and
appreciate the cardinal characteristics of a good

lEivin s. Eyster, "Curricular Organization for
Guidance, " Guidance Problems and Procedures in Business
Education, American Business Education Yearbook XI
(Somerville, New Jersey: Somerset Press, 1954), p. 56.
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counseling program, and the part every teacher
should have in such a program.

Guidance service is provided by each teacher when
he talks with his pupils concerning study habits, interests,
scholastic records, and future plans. Therefore, each
teacher must constitute a source of information about voca-
tions; especially those that are related to the subject-
matter field in which he teaches. He should know the job
opportunities, nature of work done, qualifications required,
chances for employment, and the opportunities for advance-
ment. Guidance demands a personal relationship:; and the
alert teacher, working with individual pupils cn a day-to-
day basis, gains increasing insight into his pupils' prob-
lems, interests, and abilities. Thus, he can aid each
pupil in solving problems.

Secondary school business teachers display compe-
tence when they accurately determine the extent of their
role and accept their responsibilities in guidance and
counseling. They demonstrate ability as teachers when they
successfully carry out the guidance functions of business
education. According to Eyster these are:

1. To help the pupil discover, appraise, and

interpret his own personal factors and character-

istics that are fundamental and basic in the selec-
tion of and preparation for a business occupation.

lPaul S. Lomax, "Better Programs for Business

Teacher Education," Better Programs for Business Teacher
Preparation, Bulletin No. 68 of the National Association of
Business Teacher Education (Washington, D. C.: United
Business Education Association, 1958), p. 8.
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2. To help the pupil acquire an understanding

of the general requirements, limitations, and

- opportunities of the various families of business
occupations and specific information about those
occupations in which inexperienced persons may be
employed.

3. To make certain that the pupil uses good

judgment in making his occupational choice by
basing his decision upon the relationships between
his personal factors and the characteristics of
the business occupation he selects.

The role of guidance worker and counselor for busi-
ness teachers is unique in three ways: (1) because of the
curriculum offerings in education for business:; (2) because
of the relationship with business enterprises: and,

(3) because of the specific instructional methods used.
Both job-preparation and basic business subjects offer
limitless opportunities for aiding pupils in gaining occu-
pational information. Through contacts with business,
business teachers are continually supplied with information
that is pertinent to guidance. Specific instructional
methods used often cause pupils to appraise their strengths
and weaknesses and help them to gain insight regarding the
importance of interests and aptitudes, work habits, and
personal traits. Thus, it is apparent that business teach-
ers can contribute much to the guidance program provided
for business pupils. The unique position of business teach-

ers relative to guidance was recognized by Eyster when he

stated:

lElvin S. Eyster, "Basic Concepts of Guidance in
~ Business Education," (mimeographed, University of Indiana,
n.d.), p. 1.
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No school exists in which guidance service for
pupils who are interested in business occupations
is not possible. Every business teacher has an
opportunity to assist pupils in acquiring informa-
tion about business occupations, and in using these
factors as the basis for making occupational deci-
sions.

Adequate information is the basis for good guidance.
Completeness of the records for each individual pupil will
depend on the type of guidance program maintained. Business
teachers should make certain that cumulative records for
each of their pupils are maintained either in the central
offices or in the business departments. They should under-
stand the testing programs used by their schools and be
proficient in interpreting the results of testing. Also,
they should regard records as useful for guidance service
but not consider them as the only sources of information.
As Eyster contends:

Tests, inventories, and prognostic techniques

must be considered not as infallible devices, but
merely as supplementary guidance devices that may
indicate the presence or absence of special abil-
ities.

Good guidance and educational counseling in educa-
tion for business involve a continuous process and require

cooperative efforts of school personnel, parents, and busi-

ness people of the community. Business teachers should

lElvin S. Eyster, "Organization for Guidance,"
Guidance Problems and Procedures in Business Education,
American Business Yearbook XI (Somerville, New Jersey:
Somerset Press, 1954), p. 72.

2__ .
Ibid.
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cooperate with guidance counselors in the dissemination of
information concerning business occupations and should pro-
vide individual counseling for pupils who show interest in
specific business occupations.

Guidance and educational counseling must take place
before, during, and after the making of ‘an occupational
choice, for as the pupil matures, he gains a keener insight
into his potehtialities, his interests, and his values.
Nichols points up the necessity for continuous guidance
throughout the secondary school program:

There will be recognition of the patent fact
that a forerunner of every vocational business
course must be result-getting guidance to the end.
That choice of training objectives will be in line
with prospective students' talents. Nor will the
guidance function be completed at the prevoca-
tional level; it will continue throughout the
training program to see to it that readjustments
are made if and when earlier wrong choice becomes
obvious, and to help the student in his selection
of an ultimate career goal for which to prepaie
later through training or experience or both.

And Lessenberry says:

We know the value of exploration of pupil
interests and abilities. We are aware of the
necessity for appraisal of stated objectives and
reappraisal in terms of reasonable csrtainty of
ability to achieve these objectives.

lFrederick G. Nichols, "Re-~-Adjustments in Business
Education," Journal of Business Education, XX, No. 4
(December, 1944), pp. 11-12.

2

D. D. Lessenberry, "Providing Guidance to Meet the
Changes in Business Education,” Modernizing Business Educa-
tion Eleventh Yearbook of the Eastern Commercial Teachers'
Association (Philadelphia: Eastern Commercial Teachers'
Association, 1938), p. 17.
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Counseling and guidance relative to education for
business should be provided for pupils who are interested
in gaining general pusiness information and those who are
interested in business occupations, including those who may
become business teachers. Lomax indicates that four groups
of pupils need to be considered in the counseling provided
by business teachers:

a. The group of high school graduates and
dropouts who will probably enter business employ-
ment immediately after leaving high school or
completion of military service.

b. The group of high school students who
will begin their business occupational prepara-
tion in post-~high school institutions.

¢. The group of high school students who
will begin and complete their preparation for a
business career in an institution of higher edu-
cation or one beyond the high school.

d. The group of high school students who
have chosen a non-business career, but who will
desire certain business subjects as electives.l

The ability of business teachers as vocational and
educational counselors is evidenced when the objectives of
the job-preparation program are kept flexible, and emphasis
is placed on preparing the pupil in commensuration with his
abilities. Lessenberry expresses this viewpoint when he
writes:

. . . we must check the occupational interests of
our students in terms of their occupational

ability. We must identify those who are poten-
tially employable in certain levels of occupations

lPaul S. Lomax, "Essentials of Business Education
to Meet Current Challenges," Balance Sheet (October, 1959),
PpP. 55-56.
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and give them training that will help the student
to adjust himself to work requirements.

When the education of students is not regarded as
preparation for an initial job, educational programs can
still be directed toward broad vocational goals. Nichols
emphasized this contention:

Sound business education for youth must take

into account immediate needs and the basic 5
requirements for later adjustment and growth.

Lomax recommends a broad basic business preparation
with related skills and warns against specialization:

A student by thus avoiding over-specialization

will qualify himself to be more adaptable,
resourceful, and versatile in coping with occupa-
tional changes.

When pupils with much ability display keen interest
in business occupations, business teachers should encourage
them to follow educational programs which will prepare
them for leadership in business. Competent teachers are
aware that to maintain a strong and secure economy for this

nation, pupils of high ability must be prepared for leader-

ship in business as well as in other fields. Lomax points

lLesse‘nberry, loc. cit., p. 27.

2Frederick G. Nichols, "Criticism, Comment and
Challenge," Journal of Business Education, XVII, No. 9
(May, 1942), p. 9.

3Paul S. Lomax, "Reflections on Business Education,"
Sixteenth Annual Delta Pi Epsilon Lecture, New York, New
York, April 19, 1957 (Cincinnati, Ohio: South-Western
Publishing Ccmpany, 1957), p. 1ll.
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up the importance of counseling with such students when he
says:

Discovery of talents, both for academic apti-

tude and for vocational aptitude should be made
in high school. If both kinds of talent of the
higher ability groups are not then discovered and
thoroughly explored with them and their homes,
then further education cannot best be planned.

Eyster, too, indicates that counseling for business
occupations which demand considerable ability and training
should not be neglected:

Guidance counselors should have information

about the business occupation--not only those
beginning with high school education, but those
requiring higher levels of schooling to start.

Living in our complex society of today demands that
the young people of our nation be prepared to manage their
personal business transactions effectively. Although prepa-
ration to this end is offered in business classes as gen-
eral education, many students do not seek guidance relative
to personal business problems. Even so, business teachers,
in cooperation with guidance counselors, should endeavor to

make basic business information available to all pupils.

As Lomax writes:

lPaul S. Lomax, "Vital Trends and. Problems in the
Administration and Supervision of Business Education,"
National Business Education Quarterly, XXVIII, No. 4 (May,
1960), pp. 39-40.

2Elvin S. Eyster, "Business Education and Guidance,"
Journal of the National Education Association (April, 1950),
p. 272.
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Business teachers have an important leadership

role to exercise with guidance officials to see
that provision is made in the guidance program to
inform every student about his need and opportunity
to equip himself to live intelligently and effi-
ciently his general business life.

In summary, competence in the teaching of business
subjects requires that teachers be proficient in the role
of guidance worker and counselor. Master business teachers
will arouse pupils' interests in and create desires to
learn about business occupations. They will possess suffi-
cient ability to use devices and methods for presenting and
interpreting information so that pupils will be eager to
gain sufficient information on which to base choices when
selecting future vocations. Pupils who plan to study for
business careers in institutions of higher learning will be
assisted by the business teacher in planning educational
programs so that their high school studies will aid directly
in further study in their chosen fields. 1In addition to
guiding business pupils, business teachers must demonstrate
competence by providing all pupils with opportunities tg
gain abilities and understandings which they need in conduct-

ing personal business affairs.

7/
Director of Learning

Mass education in our nation is based on the belief

that education for all preserves the dignity of individuals

1Lomax, Sixteenth Annual Delta Pi Epsilon Lecture,
loc. cit., p. 6.
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and promotes the brotherhood of man. Survival of our way
of life depends in a large measure upon an enlightened
citizenry that will participate intelligently in community,
state, and natibnal affairs. The able director of learning,
or master teacher, is one who possesses the ability, judg-
ment, and understanding to aid his pupils in developing
into enlightened citizens. Lomax succinctly emphasizes the
responsibilities of teaching when he writes:
He who chooses teaching as his professional

career has selected one of the highest callings

of life. He should feel deeply concerned with

the vital need of helping boys and girls and

young men and women to be thoroughly prepared in

the best qualities of body, mind, heart, and

spirit inlorder to be worthy citizens of this

Republic.

Man must live with his fellowmen:; and if the youth

of our nation are to be prepared for successful participa-
tion in our society, education must build an understanding
of the nature of human fellowship. Each individual should
contribute to his group to the best of his abilities. The
objectives of education cannot be gained by memorization of
facts and mechanical formation of habits. Pupils must be
led to think, to reason, and to understand. Thus, competent

directors of learning strive to enable pupils to gain under-

standing of "why" as well as "how" in the solving of daily

lPaul S. Lomax, "Developing a Wholesome Professional
Attitude," Suggestions for Beginning Business Teachers,
American Business Education, XII, No. 4 (May, 1956), p. 214.
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problems. Need for this kind of teaching is forcibly
stated by Lessenberry:

The schools must never cease striving to open
out the way so that this imprisoned splendor
[Emerson's "truth”] may escape. That is why
schools and colleges exist. That is why teachers
teach. They want to instill a sense of confidence

and plant the seeds of expectancy in the student
as they teach him to think. They do this as they
put problems before him--worthy problems, diffi-
cult problems, perhaps, but problems big enough,
compelling enough, and important enough to cause
him to stretch his mind. The student won't be
left "uneducated by our_education" if he learns
to reach with his mind.

Competent business teachers display ability as
directors of learning in the formulation of lesson plans,
selection and preparation of teaching materials, determina-
tion of teaching methods, utilization of teaching aids, and
in the supervision and evaluation of the learning activities.
They recognize that planning is the key to directing suc-
cessful learning activities. They carefully plan the many
and varied activities that constitute the scope of this
role. Long-range plans are made to achieve pre-determined
objectives, with day-to-day planning fitted into the long-
range framework. Forkner indicates that planning is the

basis of good teaching:

The task of business education is an important
task. If we are to do it well, we need to do some
planning both on a short-term and a long-term basis.2

lD. D. Lessenberry, "Reforming the Future," Delta
Pi Epsilon Journal, I, No. 1 (September, 1957), pp. 10-11.

Hamden L. Forkner, "What Planning Will Do for Your
Pupils," Dictaphone Educational Forum (September, 1950),
p. 11.
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Long~-range planning invoives consideration of the
objectives of the business program--basic business and job
preparation, and the contributions of each to the total
school program. It also involves dealing with the objec-
tives of specific business subjects. Short-range planning,
and development of immediate goals, is essential to unit or
daily lessons. As Nichols warned, the objectives must be
established with care and:

. . . these objectives must not be stated-in too
broad terms or be too inclusive. . . .[if sd)

they may get a teachgr off on detqurs tha% decrease
the chances of reaching truly valid ones.

Pupil participation in planning of instruction -
stimulates interest and usually constitutes a strong moti-
vative force. A competent business teacher interprets the
objectives of each subject to pupils, and they cooperate in
setting up the means to accomplish those objectives. Exten-
sive pre-planning by the teacher precedes group participa-
tion. Before each unit of work is presented, he makes an
outline of the key points to be taught and presents these
topics to his class. He then brings pupil participation
into the planning. The teacher retains the leadership, but
under his expert guidance, the pupils identify objectives
of the unit and information to be gained and make practi-

cal application. The teacher guides the learners in

lFrederick G. Nichols, "Criticism, Comment and

Challenge," Journal of Business Education, XXX, No. 1
(October, 1954), p. 9.
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experiences that will provide for growth in ability of each
pupil. The activities must consist of both individual and
group activities that present challenges to pupils with
varying abilities. As Lessenberry points up:

We must not forget it is just as important to

identify the near genius and to provide work that
will challenge him as it is to identify the near
moron and adjust the educational challenge to this
shorn lamb.l .

The values gained from cooperative planning more
than justify the time and effort spent by the teacher. As
Forkner writes:

It is an established fact that those who share

in any planning take more interest in the outcome
than those who merely perform tasks. Can we not
spend more time on initial planning with our stu-
dents agd thus motivate their learning more effec-
tively.

Cooperative planning has definite advantages for
the teacher as it helps him to determine accurately the
proper approach to take in his teaching. The classroom
environment wherein a business teacher works with his pupils -~
in planning and carrying through various learning situations
is conducive to. the maintenance of friendly pupil-teacher

relationships. Forkner emphasizes that:

Cooperation is the foundation of good3work
habits and of a healthy, happy community.

lLessenberry, Modernizing Business Education,
loc. cit., p. 21.

2

3Hamden L. Forkner, "Guidance to Good Teaching,"
Dictaphone Educational Forum (April-May, 1953), p. 10.

Forkner, loc. cit.
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Routine aspects of class management such as roll
checking, passing and collecting materials, placing work on
the chalkboard, and displaying materials are included in
the teacher's daily lesson plans. Otherwise, delays
decrease the effectiveness of presentations: for delays
tend to break the interest span. Each lesson should be so
planned that pupils are busy from the time they enter the
classroom until the close of the class period. Teachers
should keep their lesson plans flexible, however, so that
if more time is needed for pupils to gain understanding of
a key point; if a change in presentation is necessary to
aid the learning; or, if modifications need to be made by
pupils contributing to the planning, the learning continues
to progress smoothly.

Each pupil should be made aware that each lesson
has a personal, useful purpose. He should understand how
the daily objectives interweave into the total goal. He
should understand how achievement of the total goal will
provide him with the skills, knowledges, and understandings
he needs now and will continue to use throughout his adult
life. Nichols wrote:

. . . objectives should not only meet the needs

that students see, but also those they should be
made to see.

lFrederick G. Nichols, "Criticism, Comment and
Challenge, " Journal of Business Education, XXIX, No. 4
(FJanuary, 1954), p. 154.
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In planning of objectives, master business teachers
provide for continuous growth in the fundamental processes,
proper attitudes, and good work habits. Nichols, in stress-
ing the necessity of clear objectives for all phases of
learning has stated:

. . . we get out of our teaching only the values
consciously striven for, and not just inciden-
- tally as we go along striving for others.

Pupils learn by imitation: and a successful business
teacher is a model by his neatness in dress, organization
of work, care of details, punctuality, good speech habits,
and courtesy. He wins the respect and confidence of pupils
by his fairness, interest in each pupil, and willingness to
help with individual or group problems. A teacher should
never embarrass a pupil before the group. Discipline prob-
lems -should be disposed of in privacy and "talked out" in
face-to-face conferences. 1In regard to the appropriate
pupil-teacher relationship, Forkner writes:

Friendliness promotes good learning. Young

people instinctively react toward friendliness

in a friendly way. . . . Human rights are just

as sacred and important in the classroom as they
are on a national or international basis. The
right of a student to be respected Ly lLiis teacher
is fundamental to our way of life. . . . Friendli-

ness does not mean familiarity. The fine balance

between control and friendliness is a characteris-
tic of good teaching.?2

11big., p. 14s.

2Forkner, Dictaphone Educational Forum (April-May,

1953), loc. cit., p. 9.
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A thorough knowledge of the subject matter to be
taught is essential for good teaching. Business teachers
who continually add to their knowledge through planned
reading programs are enabled to keep abreast of current
educational trends and business practices. In addition to
maintaining their knowledge of subject matter and teaching
materials, they enhance their ability as directors of learn-
ing by becoming acquainted with each of their pupils. Thus,
they are able to determine the capabilities of their pupils
and to emphasize subject matter that is compatible with the
pupils' experiences and commensurate with their abilities.
Lomax states that:

One of the ways to becoming an increasingly

super teacher is to know each student as well as
possible. The primary function of teaching is to
stimulate, to guide, and to evaluate the learning
effort of each student. The attainment of this
function rests sqgarely upon a full %nowledge of
the student and his home background.

When pupils are able to relate information they
have gained through study to their day-to-day experiences,
they not only learn to judge the effectiveness of their
learning but also expand their interests and understandings.
As interests are expanded, a teacher, in cooperation with

his pupils, can enlarge the scope of the subject matter and

advance the learning to higher levels. When pupils are

lPaul S. Lomax, "Becoming a Masterful Business
Teacher," Journal of Business Education, XXXI, No. 2
(November, 1955), p. 59.
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sufficiently motivated and their basic skills and under-
standings are well founded, they rapidly develop initiative
in seeking new subjgct matter to be‘studied and new problems
to be solved.

Business teachers should draw subject matter from
sources within the surrounding community. The business
activities engaged in by secondary school pupils are start-
ing points in the development of ability to solve business
problems as adults. Meaningful subject matter drawn from
the community is closely related to the daily experiences
of pupils and, thereforé, stimulates interest because here
are real iearning activities and not hypothetical situa-
tions. Community sources not only supply subject matter
which adds to the general education of all pupils but
also supply that which will increase the occupational com-
petency of those who enter business. Lomax points this up:

The business education program is peculiarly

a community enterprise both in relation to the
business people and in relation_ to the consumers
of business goods and services.l

Subject matter must be selected which will meet the
needs of individual pupils. A business teacher may have
pupils in a particular class who are studying the subject
for general purposes and others who are studying the sub-

ject for employment purposes. In such instances, the

lPaul S. Lomax, "Secondary School Problems Are
Business Education Problems," Journal of Business Education,
XXIX, No. 6 (March, 1954), p. 235.
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teacher will vary class activities so that each pupil can
achieve his desired goal.

In addition to academic knowledge, business teachers
who are professionally competent, analyze the subject matter
to determine the method or methods of teaching that will
best enable the pupils to grasp information and to make
practical applicétions of that information. Eyster empha-
sizes professional ability as a requirement for teaching
competence when he writes:

A teacher, to be professionally as well as aca-
demically competent for teaching in business, must
understand the learning processes. He must have a
knowledge of the psychology of learning and know
how to apply it in teaching his students. He
should be skilled not only in one method of teach-
ing but also adept in using each of the primary
methods.

Business teachers also display professional compe-
tence when methods of teaching are adapted to provide for
the differences in abilities, interests, and needs of pupils.
These teachers endeavor to understand the basic needs of
each of their pupils and direct the learning situations to
fulfill these needs. As Lomax indicates:

Methods should be adapted to the pupil's learn-

ing process. There should be diversity of methods

of teaching suited to diversity of methods of
learning. . . . No two pupils learn in exactly the

1 . .

Elvin S. Eyster, "Essential Qualities for Teaching
Competency in Collegiate Schools of Business," Journal of
Business Education, XXIX, No. 2 (November, 1953), p. 64.
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same way: consequently, they cannot be most success-
fully taught in the same way.

Master businesé teachers are conscious that all
behavior is motivated and that learning is determined by
past experiencés, attitudes developed, and goals toward
which the pupil is working. Therefore, they strive to help
each individual gain emctional security by using a positive
approach to the learning situation. Also, they help each
pupil to clarify his thinking and planning, give praise for
achievement, reward ambition, and make tactful corrections
and helpful suggestions; for, they are in complete agreement
with Lessenberry who says:

Students are positive beings and cannot

improve on a daily diet of negations. They need
to succeed.

Teachers who remain calm but enthusiastic possess
attitudes which are conducive to learning. When a humorous
incident arises, such teachers laugh with their pupils and
then proceed with the lesson. They are fair and impartial
in dealing with all pupils and demand and recognize honest
efforts. They command the respect of pupils as they show
respect for each pupil and make an effort to understand

that pupil and his problems. As Nichols stated:

lPaul S. Lomax, Modern Methods of Teaching Business

Subjects, Fifth Yearbook of the Eastern Commercial Teachers'
Association (1932), p. 216.

2D. D. Lessenberry, "The Cycle of Emphasis for

Typewriting Techniques," Balance Sheet, XXV, No. 1
(September, 1943), p. 5.
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In building classroom environment conducive to
democratic living, we §houl§ be willing and readX
- to help each student with his everyday problems.

In both skill classes and basic business classes,
competent business teachers stress the relationship of
previous learning about business as well as learning in
other fields of study to the task at hand. By this means
the learning becomes a continuous process and the subject
matter is more thoroughly mastered. Only through selection
of teaching methods that yield spiral learning can the
objectives of a subject be attained and pupil growth and
understanding sustained. This mark‘of good teaching is
pointed up by Lomax:

Methods should provide for relating of the

new thing§ to be learned tg peEtinent and famil-
iar experiences of the pupils.

Teaching aids must be selected with care. Chalk-
boards, bulletin boards, graphs, maps, pictures, mechanical
devices, and other audio-visual aids are used to enrich the
learning:; for business teachers are aware that telling,
seeing, and hearing expedite learning. They know the value
of pupil-made aids, pupil demonstrations and explanations,

and pupil-prepared bulletin board displays. Competent busi-

ness teachers use aids only when they will enhance the

lNichols, Journal of Business Education, XXIX, No. 4,
loc. cit., p. 154.

2Lomax, Journal of Business Education, XXIX, No. 6,
loc. cit,.,, p. 235.
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learning of the lesson or unit being taught. The aid is
fitted into the lesson at the time it will be most effec-
tive. Eyster indirectly distinguishes between the competent
business teacher and the mediocre business teacher as he
discusses the use of teaching aids. He says:

. . . they [?udio—visual aids] offer tremendous

possibilities for the enrichment of learning by

supplementing the work of the regular teacher.

They become curses on education when teachers

employ them in lieu of teaching.

Business subject matter falls into two distinct
categories--tha£ which primarily concerns economic informa-
tion dealing with goods and services consumed by all citi-
zens and that which pertains to developing a skill or
skills and related knowledges for an employment situation.
Methods of teaching the basic business subjects differ con-
siderably from methods of teaching business skills.

In presentation of basic business subject matter,
competent business teachers use methods of instruction
which aid the pupils in developing concepts and understand-
ings necessary for sound economic living. They use the
unit plan of organization, for it is the most adaptable

means of teaching understanding of relationships. Planning

a unit of work enables teachers to provide also for

lElvin S. Eyster, "Are Teachers Selling Their Pro-
fession Short?" Journal of Business Education, XXII,
No. 7 (April, 1957), p. 298.
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individual differences and to arrange for a sensible bal-
ance between independent work and group activities.

Activities in .the basic business classes are many
and varied. Cooperative planning of both individual and
group activities provide pupils with opportunities to gain
information and then apply it in problem solving. Business
teachers guide pupils in carrying out meaningful activities
which will result in the gaining of ability in finding and
acquiring information: evaluating materials for learning:
collecting information pertaining to both sides of a ques-~
tion; using qualified data for debating and reporting: as
well as the gaining of understandings and concepts of the
topic being studied. Nichols has indicated that pupils
should: (1) acquire certain facts about economic matters:
(2) develop clear points of view regarding relationships
which should exist between the producer and the consumer:;
(3) adopt proper attitudes toward economic problems;
(4) acquire such skills as are involved in handling common
everyday business transactions: (5) sharpen the tools of
learning; (6) become keenly interested in their economic
life and determined to order it as to get the most of it
for themselves, for others dependent on them in whole or in
part, and for the many social groups of which they are mem-

bers.

lFrederick G. Nichols, Junior Business Training for

Economic Living, (New York: American Book Company, 1922),
p. iv.
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Business teachers further display competence as
directors of 1eafning by using methods of teaching in each
unit which are commensurate with the pupils' background‘
experiences and which meet individual needs and abilities.
When pupils are not gaining the desired learning by one
method, they quickly modify the procedures and approach the
goal from another direction. Teacher-centered methods are
avoided, for these methods are not coirducive to teaching
relationships. Lessenberry succinctly points up the need
for using various developmental methods of teaching when he
says:
Not all instructional procedures work equally
well with all students. Not all so-called instruc-
tional procedures work well with even a majority of
the students.l
As a master business teacher directs the learning
of his pupils, he is also striving to instill in each
individual the value of proper attitude towards work, good
work hgbits, human understandings, and self-direction. He
creates and maintains a classroom environment that is con-
ducive to the development of these traits.
In teaching business skills, teachers apply the
psychology of skill building. They carefully lay the
foundation for the learning of each skill, for they know

that high rates of speed and accuracy can be attained only

lD. D. Lessenberry, "Purposeful Practice in Type-
writing," Modern Business Education, XV, No. 1 (November,
1948), p. 7.
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if pupils develop correct techniques. In the early stages
of learning a skill, teachers are more concerned with
pupils' techniques than with the products of their work.

A skill is learned primarily by doing. As purpose-
ful repetition is the fundamental law of skill building, a
successful teacher presents only one new principle in each
lesson. Classwork consists of review, introduction of new
material, then practice on a combination of the previous
material and the new material. As Lessenberry writes:

Organized teaching is best done through a defi-

nite cyc;e of emphasis in which one technique is 1
brought into the focal point of attention each day.

A competent business teacher is a master of the
skill he teaches. He demonstrates how fluency without
excess movement is acquired with ease when proper techniques
are used. The teacher begins his skill demonstrations at a
speed within the range acquired by his pupils and progresses
to a speed not too far in excess of their attainments.

Thus, the pupils can see the ease with which progress can
be made and resume their learning with greater self-confi-
dence.

The teacher promotes correct attitudes toward the
learning situation when he conducts short periods of drill
on easy materials. Before each drill, he stresses the "why"

and "how" of the exercise; for he is aware that the

lLessenberry, Balance Sheet, XXV, No. 1, loc. cit.,
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learner's rate of progress depends on lack of tension, a
positive attitude, and concentration on how fhe task is
done. Thus, the teacher creates and maintains a classroom
afmosphere that is conducive to learning. As the goals of
a drill are immediate and individual, each pupil strives to
improve upon his previous accomplishments. Individual
goals allow each pupil to attain some success within each
class period. As Forkner writes:

It is not enough for the ceacher to have a

goal or objective. The goal or objective must
be in the minds of the students, and the objec-
tive must be accepted by the students as real.

After pupils have learned the fundamentals of a
skill, the teacher directs the utilization of that skill in
problem situations. He also encourages use of that skill
in personal-use situations, for here is practical applica-
tion with a strong motivative influence. Waen the pupils
begin ﬁo use their skills in problem situations, the teacher
still retains part of each class period for further develop-
ment of speed and accuracy. Lessenberry points up the need
for continuous drill:

Once problem typewriting is begun, the basic

skill tends to deteriorate. Skill maintenance

calls for planned emphasis on rebuilding basic
skills at stated intervals.?2

lForkner, Dictaphone Educational Forum, (April-May,
1953), loc. cit., p. 1ll.

2D. D. Lessenberry, "Basic Skill for Better Personal
Typewriting," Business Education Forum, X, No. 2 (November,
1955), p. 12.
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Classes in the skill subjects are conducted in a
manner which will aid pupils in obtaining employment.
Courtesy, good work habits, proper attitude towards work,
acceptance of responsibilities, self-direction, and coopera-
tive spirit are stressed throughout the learningfprbgram.
For as Nichols said:

Teaching should not be limited to specialized

segments of life but should include life in its
manifold aspects. 1In this way we ultimately
develop individuals who make outstanding and last-
ing "first impressions."l

In evaluating achievement, competent business teach-
ers firmly keep in mind that the primary purpose of testing
is measurement of achievement and not the assigning of
grades. These teachers apply a variety of techniques in
gaining a composite estimate of each individual's growth in
terms of the objectives set forth for the subject being
taught.

Teachers display ability when they construct and
apply an evaluative instrument that tests effectively the
phases of learning which they are seeking to measure. Ele-
ments of learning such as factual information, relation-
ships, understandings, growth in skill, and behavior require
carefully prepared evaluative instruments that give reason-

ably true estimates of achievement in each of the elements.

Master teachers are aware that skillful evaluation of

lNichols, Journal of Business Education, XXIX,
No. 4, loc. cit., p. 154.
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pupils' achievements also will reveal a teacher's achieve-
ment as a director of learning. Eyster writes:

Measurements of learning not only for diag-

nostic purposes but for determination of achieve-
ment requires professional knowledge and skill.
Measurement techniques properly applied reveal
teaching effectiveness as well as student
achievement.

In basic business subjects, teachers should utilize
evaluative procedures at the beginning of each unit of work.
They should pretest to determine strengths and weaknesses
and individual needs. Evaluation is continued throughout
the unit with the use of both informal and formal devices.

Able teachers also provide for pupil evaluation
during the cooperative plénning rhase of a unit. Under
teacher's direction, the pupils take an active part in
setting up standards of achievement, and each pupil learns
to evaluate his own progress toward his goals. Forkner
points up the necessity for self-evaluation when he says:

There will be planning not only on the objec-

tives but also on how to determine whether or not
the objectives have been attained. Unless the
pupil has the experience of evaluating his own
work in terms of his abilities and work habits,
much of the learning that takes place will have
little relation to building better work habits

and attitudes toward high standards of achieve-
ment . 2 :

lEyster, Journal of Business Education, XXIX, No. 2,
loc. cit., p. 64.

2Forkner, Eighth Annual Delta Pi Epsilon Lecture,
loc. cit., p. 1l.
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In the skill subjects, the business teacher, work-
ing in cooperation with his pupils, sets up standards of
achievement in which the ultimate goal is proficiency in
utilization of the particular skill. Under the direction
of the teacher, each pupil sets his immediate gdals and
learns to evaluate his daily progress toward the achieve-
ment of proficiency. The pupil accepts responsibility for
evaluating his work in terms of neatness or usability. At
times, the evaluation is a cooperative experience. The
pupils proofread each other's work, with other pupils they
check figures or data, or work in small groups and alternate
being "office manager." Forkner says:

Planning of this kind takes the teacher out of

the position of proctor, and examiner, of "grade
giver" and places him in the position of adviser
to the student in developing responsibility for

his own work.

When the skill subject involves vocational prepara-
tion, each pupil must understand that his goals should con-
form to business standards: for business teachers realize
that failure in a class will not be as detrimental.to the
individual as failure in a job. A number of years ago,
Nichols warned business teachers of the dangers involved in
keeping vocational stan@ards too low. He wrote:

Resist any grading scheme that is designed to

prevent failure in vocational courses for which
obvious aptitude and ability are required and

1
Forkner, Dictaphone Educational Forum (September,
1950), loc. cit., p. 12. - -
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when the outcome of which must be high quality
to justify their retention in the program.

In both basic business subjects and skill subjects,
competent business teachers are cognizant that evaluation
is much broader and more comprehensive than mere testing.
Pupils are evaluated through careful observation of each
pupil response and example of behavior. Conferences with
each individual are held so that evaluation of that pupil's
growth, re-evaluation of his goals, determination of his
weaknesses and his strengths can be made,'and means for con-
tinued progress can be decided. Not only do busineés teach-
ers evaluate growth in knowledge, attitudes, and understand-
ings but also they evaluate each pupil's activities for
growth in the basic fools of learning.

In summary, business teachers as competent directors
of learning are proficient in planning learning situations,
selecting and preparing appropriate teaching materials,
selecting appropriate teaching methods, gaining optimum
value from teaching aids, and directing and evaluating the
learning activities. They direct all phases of the learn-
ing in a manner that aids their pupils' development into
enlightened citizens with human ideals, aspirations, and

values.

lFrederick G. Nichols, "Criticism, Comment and
Challenge," Journal of Business Education, XIX, No. 6
(February, 1944), p. 9.
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Adviser of Extra-Class Activities

Successful leadership of a group of high school
FPupils engaged in extra-class projects requires a person
who is deeply interested in young people and in their
growth. Competent business teachers perform this role with
pride and enthusiasm. They are proud to act as advisors of
groups of pupils because they feel that when pupils elect a
teacher to serve as their adviser, they respect him as a
person who will assist but not dictate: who is interested
in them as individuals:; and, who is capable of aiding them
in making wise judgments. These teachers are enthusiastic
in serving such groups of pupils because they know that
participation in creative group activities contributes much
to the development of self-confidence, social poise, respoﬁ—
sibility, and leadership. Also, they believe that the
projects undertaken can be the means by which pupils have
an opportunity to learn more about business occupations:
to cooperate with business in projects of community improve-
ment; and, to gain an understanding of the effectiveness of
cooperative efforts in community affairs. As Forkner says:

It is through organizations that they learn to
plan and work together for the good of the group.1

The role of advisor of extra-class activities is a

service role, and business teachers should become acquainted

lHamden L. Forkner, "Developing Pupil Activity
Through Extra-Class Activities," Appraising Business Educa-
tion, American Business Education Yearbook III (Somerville,
New Jersey: Somerville Press, Inc., 1946), p. 272.
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with each member of their group as soon as possible. If an
adviser is to perform effectively, he must know the interest
and needs of each member. Teachers should be interested in
each member actively participating in projects and in each
pupil serving in various capacities throughout the school
year, for they realize that the pupil who performs in vari-
ous capacities adds more to his growth. Master business
teachers realize that extra-class activities are the means
by which many pupils have an opportunity to gain the respect
of their peers, to develop social poise, or to satisfy other
drives. Nichols pointed up the values of extra-class
activities:

. + o situation for situation, extra-curricular

situations may be made to contribute more to trait

development than can classroom situations. This

is because students are more on their own in the

former than they are in the latter. The corre-

spondence between actual life situations and train-

ing situations may be clearer where social rela-

tionships are utilized. Make the most of all

extra-curricular activities. 1In doing so you can-

not fail to accomplish two things: (1) help in

improving personal traits, and (2) generally 1

improve the activities used for this purpose.

With tact and poise business teachers who are capa-

ble advisers make suggestions when their pupils cannot find
the solutions to problems. They indicate alternatives when

pupils advance beyond their abilities or stray from their

purposes. These advisers remind pupils of small details

1

Frederick G. Nichols, Personality Development,
report of Business Education Research Associates, Series II,
No. 3, (New York: Gregg Publishing Division, 1952), p. 49.
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they have overlooked. 1In this way, they guide their groups
into purposeful activities that contribute to the develop-
ment of effective citizenship. Forkner writes:

This opportunity to develop a group of young

people into effective members of their community
certainly is wgrth while and de§erves the thnght—
ful considerations of every business teacher.

As they aid pupils in carrying out extra-class pro-
jects, these business teachers prod the loafers and remind
them that if projects are to be a success, each member must
do his part. They assist individuals who have been dele-
gated to carry out certain duties when they seek the assist-
ance of their adviser. But competent business teachers do
not take over leadership in theApianning and the carrying
out of projects; neither do they do the work. For as

Forkner says:

The chief thing to bear in mind is that we
want young people to develop responsibilities.

All group meetings should be conducted in a business-
like manner. Business teachers should help members under-
stand that accomplishments depend on procedures. They
should point up that in order to maintain interest, meet-
ings must be well organized and deal with things of interest

to all members. They should help their pupils to locate

1
Forkner, Dictaphone Educational Forum (September,
1950), loc. cit., p. 14. :

2Hamden L. Forkner, "let's Get Down to Business,"
Dictaphone Educational Forum (December, 1951), p. 7.
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resource materials and suggest people to be invited tov
serve as speakers or resource persons, but the members
attend to all deta;ls..

When an occasion demands such action, teachers may
resort to tactful coaching. If a member of a group is not
given an active part, the teacher may suggest to other mem-
bers that they draw such persons into activities. If some
pupils are known to favor rowdy parties or initiations, the
teacher may point up the unworthiness of such agtivities to
other members and sugéest ways in which such situations can
be avoided. Alert advisers know the backgrounds of their
pupils and manipulate the situations so that courtesy and
desirable attitudes prevail. Direction is provided without
personalities becoming involved and without embarrassment
to a member or members. Forkner writes:

Instead of being critical when bad manners and

lack of courtesy are evident, he [the teacher]
sets the stage whereby he may have an gpportfnity
to help the student develop these qualities.

Thus, competent business teachers utilize the
opportunities provided by extra-class activities to aid
pupils in developing into socially participating, growing
adults. They guide their pupils so that activities will be
the means by which pupils learn more about the business

world they will enter. Such teachers lend direction to the

1
Ibid. -
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extra-class activities as their members plan and carry out

worthwhile projects.

Liaison Between the Business Department and

the Business Community

In order for the secondary school to use community
resources for the enrichment of learning, a good public
relations program must exist between the educators and lay
people of the community. When such a program is maintained,
the community shows an added interest in the education of
its youth and encourages school projects which use the com-
munity as a laboratory.

A good public relations program between the school
and the business community is necessary for maintaining an
effective business education program. Successful business
teachers seek the cooperation of businessmen in order to
make their business programs realistic and practical.
Lessenberry indicates that this cooperation is a three-way
partnership:

There are, in this partnership of business
education, three persons--the business man, the
teacher, the student. We are imperative partners
in this business of education. Not one of us can

do without the other.l

Each of the partners profits by this cooperation.

The business teacher profits by the assistance he gains

lD. D. Lessenberry, "Imperative Partnership," Ameri-
can Business Education, VI, No. 3 (March, 1950), p. 145.
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from businessmen in providing better educational opportuni-
ties for his pupils to become socially minded citizens and
competent workers. Businessmen profit by receiving better
prepared employees and better informed consumers. The
- pupils profit by having more opportunities to gain an under-
standing of business practices, procedures, and responsi-
bilities of business to the community;'to gain an apprecia-
tion of the American economic system and its effects on our
government; and to become efficient, well-adjusted workers.
When a sincere effort is made to utilize their contribu-
tions, businessmen are usually willing to contribute their
time and services. Eyster contends:
That close cooperation between schools and

business firms is necessary for establishing and

maintaining high levels of business education is

unchallenged among both businessmen and business

educators.
And Forkner believes:

Many business firms are willing to join hands

with school people in building a better education

program if they are asked to do so, and if they

are convinced that the school has competentzper-

sonnel to do something about real problems.

Among the acgqguaintances of business teachers are

members of various business firms including executives,

Elvin S. Eyster, "Business-School Cooperation--
Whose Responsibility," Journal of Business Education, XXX,
No. 4 (January, 1955), p. 155.

Hamden L. Forkner, "Let's Be Realistic About Busi-
ness Education," Dictaphone Educational Forum (January-
February, 1945), p. 17.
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office and personnél managers; members of labor groups; and,
members of civic organizations. Business teachers are
interested in talking with people who are associated with
all aspects of economic activity, and these acquaintance-
ships enable them to keep the various representatives of
their respective communities informed of the aims of both
basic and job-preparation business education. Through sin-
cere interest, business teachers are able to secure the serv-
ices of qualified men to aid in the various phases of busi-
ness education. Personal contacts are essential in main-
taining the public relations necessary for close coopera-
tion between the business program of a secondary school and
the business community it serves. According to Eyster:
Infinite good for business education can come

from genuine cooperation between schools and busi-

ness, but that cooperation must be on the communi-

cation level, the level of the open, inquiring mind.

Various ways of utilizing business resources are

employed by business teachers in aiding their pupils in
gaining vocational information. Business teachers believe
that young people become more interested in choosing voca-
tions and use greater care in making their decisions when
they have contact with qualified persons who are employed
in the vafious occupations or fields of business. Such con-

tacts are also advantageous for pupils when they are seeking

1Eyster, loc. cit., p. 156.



78
employment, as businessmen often employ those who are well-
qualified and evidence interest.

Community resources also are utilized by business
teachers for enriching economic education. They provide
their pupils with opportunities to observe and appraise
information they have gained through study. They guide
their pupils in participating in activities relating to
community problems in a manner which enables the pupils to
gain new experiences and greater understanding of ecénomic
functions as they relate to human welfare. Competent busi-
ness teachers choose projects involving community resources
that fit the needs of their pupils and which make direct
contributions to the objectives of business education.
Eyster points up advantages of cooperative efforts in the
basic business program:

Many of the problems pertaining to economic

and general business education can be solved only
through cooperation of schools and business.

These problems are of an educational nature.

They differ widely from the problems of business

firms: yet, the assistance and the support of

business firms are essential to solving them.

Business teachers are aware that if office training
programs are to be "job-preparation" programs, the training
must meet the standérds business has set for beginning

employees. These teachers are aware, also, that in many

instances employers' so-called standards are not true

lEyster, Business Education Forum, XI, No. 8,
loc. cit., p. 37.
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indications of their demands of workers. Therefore, they
work with office employer groups to determine intelligent
and realistic standards and to develop the business educa-
tion necessary for occupational competence. As Nichols
wrote:
Employers of office workers and vocational

business teachers must unite in a vigorous effort

to bring both initial employment practices and

school graduation standards into line with modern

personnel practices and acceptable standards of

sound vocational training.l

Through the cooperative program between business

and business education, the teachers obtain supplementary )
classroom materials; For example, they obtain business
forms to use in classes to illustrate the working of a
business practice. They obtain office manuals to emphasize
office policies and résponsibilities of workers. They col-
lect business papers to stress neatness, accuracy, and for-
mat. Their sources of materials for basic business classes
are almost limitless. When utilizing sponsored materials,
the teachers direct their pupils in how to use such mate-
rials to obtain unbiased information. Thus, business
teachers utilize the services and contributions of busi-
ness to add meaning to the learning experiences of their

pupils. Relative to making learning more meaningful, Lomax

writes:

lFrederick G. Nichols, "Using the Findings of Job
Studies to Improve Instruction in Business Subjects," Busi-
ness Education Forum, XII, No. 8 (May, 1953), p. 29.
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Before we can make much progress in establishing
desirable and enlightened business conduct in the
lives of our business students, we must more suc-
cessfully and more fully put business life into the
"business transactions which are used for instruc-
tional purposes.

In summary, competent business teachers cooperate
with business firms of their communities in bringing them
together with future adult citizens. These teachers use
community resources to: (1) build greater interest in the
school on the part of both the pupils and the people of the
community; (2) implement the vocational guidance program;
(3) aid their pupils in becoming more efficient consumers
of goods and services: (4) develop more competent employees;:
(5) better prepare pupils to meet the problems that they
will encounter in the areas of social, economic, and politi-
cal activities. Such cooperative programs require both

short-term and long-term planning and must be carried out

in a well-organized manner.

Member of the Profession

Most secondary school business teachers are proud
of their profession. They have féith in the American system
of education and feel that business education is making
significant contributions to preparing youth for adult life

in our society. These business teachers realize, though,

lPaul S. Lomax, "Adaptations to Traits and Tenden-
cies," National Business Education Outlook, First Yearbook
of National Commercial Teachers Federation, (1935), p. 142.




8l
that many problems exist in education and in business edu-
cation and‘that improvements should be made.

Planning for improvement in educational practices
and the solving of school problems require united efforts.
Therefore, the business teachers cooperate with their co-
workers and administrators in solving such problems. They
advise their pupil organizations, school activities, and
share in the many small tasks that are connected with over-
all school programs.

Realizing that the strength of any organization
lies in the individuals who make up thaf organization's
membership, many business teachers are active members of
numerous education and business education organizations.
They are well acquainted with the purposes and programs of
these organizations and aware of the personal values each
receives as a classroom teacher and the professional values
each shares in the furthering of education. Professional
prograﬁs.are local, state, regional, and national in scope;
and business teachers cooperate with other professional
members on all levels. They know that the success of each
uncertaking depends on intelligent cooperation and support
from the entire membership. The need for active membership
in professional organizations is expressed by Forkner:

Much of the progress of business education can

be traced to the work of various local, regional,
and national business teacher organizations.

Unless every member of the department is support-
ing these organizations by his active membership
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and participation in their programs, it is evident
that the teachers who do not do so are failing to
help build for better business education, not only
in their specific schools but for the country as a
whole.

Most able business teachers are intensely interested
in self-improvement. They participate in workshops and
other types of professional in-service programs, for they
are eager to gain new ideas and to share experiences. They
engage in action research and carry on a program of self-
evaluation as they perform their duties as directors of
learning. In addition, they carry out a planned reading
program which includes periodicals of education, business
education, and business. In this way, they are able to
keep abreast with current practices and trends. A planned
reading program for business teachers is recommended by
Lomax:

While you will keep youself up-to-date, in

part, when you serve as an active member of pro-
fessional organizations to which you belong, you
also need to extend your knowledge of vital hap-
penings and trends by extensive reading of _cur-
rent literature in education and business.

And Forkner emphasizes the advantages of reading periodicals

of professional business education organizations:

The professional organizations in business
education are doing an admirable job in bringing -~

1
Hamden L. Forkner, "Let's Look at Ourselves,"
Dictaphone Educational Forum (November, 1950), p. 9.

2 . .

Paul S. Lomax, "Developing a Wholesome Professignal
Attitude," Suggestions for Beginning Business Teachers,
American Business Education, XII, No. 4 (May, 1956), p. 216.
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to the teacher's desk each month impirtant reports
on all phases of business education.

For business teachers, professional advancement
also requires a knowledge of the business firms in the com-
munity in which they are teaching and an interest in the
business organizations pertaining to office management,
personnel managemegt, and secretarial work. They associate
with these groups, for here they make contacts and gain
information needed to direct the learning of their pupils.
Forkner points up this phase of professionalism of the
business teacher when he writes:

. . . professional advancemeﬁt will éonsist of
self-education through extending their [business
teachers'] community relations in a general way
and their Fechnicgl outlook.through Specific
contacts with business and industry.

Thus, professionalism, to competent business teach-
ers, means cooperating with groups and organizations in
activities that aid in promoting education and business

education, and those activities which aid them in improving

their teaching.

Summary
There is ample evidence to indicate that the pur-

pose of student teaching is to aid the prospective teacher

lForkner, loc. cit.

2
Hamden L. Forkner, "Training of Business Teachers
for Today's Schools," Dictaphone Educational Forum (Febru-

ary, 1942), p. 3.
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in gaining the ability required for entrance into the pro-
fession of teaching. There is little doubt that the suc-
cess of a beginning teacher is directly correlated with the
guidance and direction he receivéd as a student teacher.
Thus, the individual engaged in student teaching should be
aided by a competent teacher in his endeavor to fuse educa-
tional theory with academic knowledges and abilities. He
should be guided in solving the problems he encounters and
aided in developing effective self-evaluation procedures.

To be adequately prepared for full-time teaching,
the prospective business teacﬁer should have opportunities
to participate in a variety of activities, the scope of
which should constitute the expanse of the roles performed
by experienced business teachers. He should be provided
also with opportunities to understand and to apply the
techniques by which the objectives of each role can best be
accomplished.

The content of student teaching for prospective
business teachers should be based upon the six kinds of
competence defined and verified in this chapter:

1. Competence in curriculum planning and

maintenance.--The student teacher must gain a
general understanding of the overall secondary

school program and a more specific understanding
of the offerings of education for business.

2. Competence in guidance and counseling.--
The student teacher must gain an understanding of
the guidance services offered by secondary schools
and gain understanding of and experiences in the
guidance of pupils enrolled in business.
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3. Competence in directing learning.--The
student teacher must gain understanding of and
develop ability in directing the learning of
pupils in basic business subjects and in job-
preparation business subjects.

4. Competence in advising extra-class activi-
ties.--The student teacher must gain an under-
standing of the values which pupils may gain from
extra-class activities and develop ability in aid-
ing pupils in gaining those values.

5. Competence as a liaison between the busi-
ness department of the school and the business
community it serves.--The student teacher must gain
understanding of and develop ability in promoting
cooperation between the business department of the
school and the business community it serves.

6. Competence as a member of the teaching pro-
fession.~-The student teacher must gain an under-
standing of the values of professionalism and
develop a professional attitude which will facili-
tate his work as a business teacher.




CHAPTER IV

THE CONTENT OF A STUDENT TEACHING PROGRAM

FOR PROSPECTIVE BUSINESS TEACHERS

The principle element in the problem of this disser-
tation involves determination of what should be included in
a program of student teaching for prospective business
teachers to ensure adequate pre-service experience. 1In
Chapter III, the first step, that of defining and verifying
what constitutes competency in the teaching of business sub-
jects, was accomplished. In this chapter, the second step
involves determination of the specific content to which the
student business teacher should be subjected. Here, the
question is: What knowledge and understanding of secondary
school programming must the student teacher gain, and what
teaching abilities must he acquire as the basis for his
ultimate success as a secondary school business teacher?

Student teaching should provide the prospective
business teacher with opportunities fo obtain an understand-
ing of how all teachers function in the total educational
patterns of secondary schools. Furthermore, it should pro-

vide him with opportunities to gain an understanding of how

86
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business teachers function as they offer instruction and
guidance to pupils. It is in student teaching that the pro-
spective business teacher should assess his fundamental
philosophy of education and his goals of education for busi-
ness as he puts his theoretical knéwiedge and basic abili-
ties into practice in a particular cooperating secondary
school. With the aid of his college supervisor, cooperat-
ing teacher, and others, he should begin to develop the
initiative and ability to cope with educational problems
which he will meet later as a full-time teacher of business
subjects.

Student teaching is commonly offered as a specific
undergraduate college subject with time and academic credit
limitations. It differs from other subjects in that the
student learns by means of contacts with a college super-
visor, a cooperating teacher, school administrators, pupils,
other faculty members, and parents, instead of receiving
instruction from one professor. It must be assumed that
the student is adequately prepared and sufficiently mature
to understand that he himself must accept much of the respon-
sibility for the quality of his learning experiences. With
the aid of a number of persons, he should endeavor to func-
tion during his educational internship in a manner that
will be conducive to the development of competence as a

teacher.



88

Effective administrative procedures will ensure
that each student teacher is placed in an appropriate
school and that he is assigned to an enthusiastic and effec-
tive cooperating teacher. Students should be caused to
realize, though, that ideal situations are almost non-
existant. Each individual must reconcile his educational
theories with actual conditions and enter into student
teaching with an open mind and a receptive attitude. Per-
sonnel of the cooperating school should make time available
for the guidance and direction of student teachers. Such
time is always limited,'however, and their first obligation
is to the pupils they teach. Thus, each student teacher
must take the initiative in seeking aid and information
which is needed to make his student teaching experiences
most meaningful. He should endeavor to extend his teaching
competence through much self-evaluation and self-directed
study.

Student teaching programs for prospective secondary
school teachers in all subject matter fields have common
elements. Regardless of his field, each student teacher
needs to gain understanding of the community in which he is
teaching, the objectives of the total school program, and
the essentials of professionalism. Differences in the con-
tent of student teaching in various fields exist in the
nature of the subject matter covered, the use of teaching

methods and instructional techniques, and the procedures
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employed in evaluation of pupil achievement. Also, the
nature and extent of the use of the community as a labora-
tory for learning experiences may differ a great deal among
the various secondary school fields. In addition, informa-
tibn for educational and vocational guidance will differ,
and extra-class activities which are appropriate for one
group may be entirely unsatisfactory for another.

The scope of subject matter pertaining to business
is much broader than that in most other educational fields.
The prospective business teacher must gain experience in
aiding pupils to attain the goals of basic business sub-
jects and the goals of job-preparation business subjects.
The multiple listings of subjects in these two phases of
business in many secondary schools extends to more than ten
separate subjects. Thus, the problems of teaching and the
procedures and techniques utilized in instruction within
the field of business often vary greatly. The content of
student teaching for prospective business teachers must
include elements common to all teaching as well as specific
elements peculiar to the teaching of each of the many
facets of education for business.

It is evident that no two teacher preparation insti-
tutions follow exactly the same pattern in student teaching.
Programs tend to vary in terms of types of teaching stations,
time involved, credit hours earned, and supervision pro-

vided. It is true also that students vary in academic
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ability, maturity, and professionalism. It must be assumed
here, however, that each student business teacher will have
a desire to gain competence from his experiences and will
strive to become proficient in each of the six major roles
performed by teachers of business subjects.

The content of student teaching as developed in
this chapter is not designed for any one teacher prepara-
tion situation. Instead, it is set up as a guide for use
wherever students are aided in seeking information and in
gaining abilities which will prepare them to become compe-
tent business teachers. Because the circumstances surround-
ing student ﬁeaching vary, each student teacher with the
aid of his cooperating teacher and college supervisor must
select and reconcile adequate experiences from which to
gain understanding of secondary school programs and, more
specifically, understanding of education for business.

With these understandings, he will evaluate the effective-
ness of the offerings of the cooperating school and form

concepts of how to operate with competence as a curriculum
planner, guidance worker and counselor, director of learn-
ing, adviser of extra-class activities, liaison between the
business départment and the business community, and member

of the profession.
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Curriculum Planning and Maintenance

Every teacher has a definite role to perform in the
cooperative planning and maintenance of the total educa-
tional program offered in the school system by which he is
employed. In addition, every teacher has a specific role
to perform in the planning and maintenance of the program
that pertains directly to the subject matter field in which
he specializes.

Student teaching activities usually provide the
prospective business teacher with his first opportunities
to study the specifics of curriculum planning and mainte-
nance in a particular school program. Therefore, he should
seek}information which will enable him to understand thé
curricular practices of the cooperating school and to evalu-
ate them in terms of the theories he has studied. The
scope of his view of the school program will be determined
by the direction he receives and the initiative he displays
as he engages in the activities of student teaching.

The student teacher should be guided from the out-
set in isolating those elements basic to the functioning of
the cooperating school. Throughout his student teaching
activities, he should seek to enhance his general under-
sténding of the total school program and of the business
offerings. Thus, through guided participation in an ade-
quate number of activities either directly or indirectly

related to curriculum planning and maintenance, the student
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teacher comes to understand the role of curriculum planner

as performed by a business.teacher.

The Over-all Program of the Cooperating School

The community served.--Through orientation sessions

on the college campus, visits to the community and the
school, published materials, and other sources, the student
teacher should study the school and the community which he
will serve as a student teacher. He should gain an under-
standing of the economic and social backgrounds of pupils.
He should become aware of the major occupations of parents
and their income and educational levels. He should become
familiar with the primary interests of people in the commu-
nity and the extent of the interest exhibited by individuals
and civic groups relative to education. He should learn of
the cultural opportunities offered, the facilities available
for recreation and leisure time, the major church affilia-
tions, and the elementary schools from which pupils come.
Knowledge of these elements is vital to his development of
an understanding of how the current program of the school
was developed and how it might be improved in the future.

The facilities and services available.--During a

pre-visit to the school, the student should become familiar
with the general layout of the school plant. Throughout
his student teaching, he will gain impressions regarding

the appearance of the buildings and their setting and will



93
form judgments regarding the space available for instrug-
tion, administration, and activities. He will visit the
library, laboratories, and lunchrooms and will form opin-
ions of their adequacy. He will learn of the services
offered for pupils such as medical, counseling, and therapy.
Information about the facilities and services available is
basic to evaluation of the curriculum of the cooperating
school and to the forming of concepts relative to planning
and maintaining adequate curricular programs fcr secondary
school pupils.

The administrative organization.--The student

teacher should seek information regarding the organization
of the school. Through conferences, discussions, and
observation, he will decide whether the organization is
democratic or autocratic. By studying handbooks and other
materials and through conferences, he will learn the school
policies and the bases upon which they were formed. He will
acquire information about the extent of pupil self-govern-
ment, the major faculty and pupil committees, and the duties
performed by each. He will discover also the channels for
obtaining instructional materials and procedures for engag-
ing in outside activities. Such knowledge of the school
organization has direct bearing on understanding of the
administration of the school.

The faculty.--Early in his program, the student

teacher will become aware of the morale of the faculty. He
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should gain information concerning the number of faculty
members, their professional preparation, their working rela-
tionships, their teaching loads, the sizes of their classes,
and the extent of extra-class duties. He will also learn
about employment practices, faculty turnover, and tenure.
This kind of general information about the faculty will
enable the student teacher to better appraise the total
school program.

The pupils of the cooperating school.--By observing

pupils in the halls, laborétories, and classrooms, the stu-
dent teacher will be able to evaluate their interest in
school, their respect for buildings and equipment, and
their respect for the faculty. Through study of class
records and conference contacts, he will gain information
regarding the numbers of pupils who will continue their
formal education, seek employment upon gfaduation, or drop
out of school. The student teacher will then be in a posi-
tion to begin to evaluate the needs of pupils and to form
judgments as to the adequacy of the curricular offerings.

The prevailing educational philosophy.--The educa-

tional points of view of the administration, faculty,
pupils, and laypeople are perhaps the greatest determinants
of an adequate educational program. Therefore, the student
teacher must gain an understanding of the educational phi-
losophy prevailing in the cooperating school. Through con-

ferences and observations, he should seek to determine
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whether the written philosophy is the true philosophy prac-
ticed by all éoncerned. He should learn which course or
courses are emphasized and if certain fields are recognized
for their excellence. He must then determine whether the
‘total program meets the needs of all groups of pupils. He
should gain information which will aid him in deciding
whethar the extra-class activities are well-balanced.
Through conferences, discussions, and participation 'in cur-
ricular planning activities, he will learn of the evalua-
tion procedures used, how adjustments and changes are made,
who initiates such changes, and how the guidance and test-

ing facilities are used in curricular adjustments.

The Business Program of the Cooperating School

The needs of business in the community served.--By

various means the student teacher must become acquainted
with the types of business firms in which secondary school
graduates seek employment and the extent to which business-
men exhibit interest in the business program of the school.
The student teacher must also learn how businessmen are
informed about education for business and how they make
their needs known to the business department. He must
learn about haw work experience is provided for business
pupils and how such experience is supervised. If an advi-
sory committee of businessmen aids in solving the problems

of the business department, he should study how it functions.
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Such information will help the student teacher understand
how offerings in a business department are developed.

The facilities for business education.--As the stu-

dent teacher observes the activities carried on in the busi-
ness department, aids the business teachers, and directs the
learning of pupils, he will gain specific information and
ideas about the facilities available. He will note whether
the rooms are readily accessible and free from distractions.
He will judge the adequacy of space for instruction, labora-
tory work, and storage. He will become aware of the furni-
ture in use and judge its appropriateness for the business
subjects being taught. He will become familiar with the
types and kinds of machines used for instruction and seek
information concerning why certain makes were chosen and
how they are serviced. He will evaluate the machines
available with regard to their modernity and usefulness.

He will note the adequacy of equipment in relation to the
number of pupils. He will evaluate also the adequacy and
appropriaténess of audio-visual and other supplementary
teaching materials. Through such information, he will form
additional ideas relative to the effectiveness of the job-
preparation phase of education for business.

The organization for business education.--The stu-

dent teacher will observe the organization or lack of organi-
zation in the business department. If that department is

under the direction of a chairman, the student will note
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the effectiveness of his leadership. He should learn about
the policies followed within the department and the use of
committees to advance the business program. He will note
also the nature of the relationship between the business
department and other departments of the school. These
things are fundamental to continuity in any business pro-
vgram.

The faculty of the business department.--The student

teacher will observe the business faculty in planning and
maintaining the business program and will note the enthu-
siasm and effectiveness with which they teach their classes
and handle extra-class activities. As he studies the entire
business program, he will learn what constitutes a teaching
load, how extra-class duties are assigned, and come to
realize that teachers must work with the businessmen of the
community. He also will gain information regarding the
professional preparation, teaching experience, and business
experiences of the individual faculty members. With this
information he is aided further in determining the strengths
and weaknesses of the business program.

The pupils enrolled in business subjects.--Through

conferences, observation, and aiding the business teachers
in directing class and extra-class activities, the student
teacher will gain personal information concerning the

pupils. He will learn of individual needs, abilities, and

interests. He will become acquainted with those who plan

-
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to continue their education beyond the secondary school,
those who will seek employment after graduation, and those
who want to drop out of school. He will work with those
who are handicapped, those who possess exceptional ability,
and those who take part in work-—-experience programs. ' He
should endeavor to aid each individual in gaining maximum
benefit from activities. From such personal relationship
with pupils, he will gain an understanding of the holding
power of the business department and the extent to which
the needs of pupils appear to be met.

The prevailing philosophy of business education.--

Throughout all of his activities, the student teacher will
gain information pertaining to the prevailing philosophy of
business education. He will learn how education for busi-
ness fits into the total school program and the contribu-
tions of education for business to the primary objectives
of the school. He will study and formulate ideas relative
to the offerings of basic business subjects and of job-
preparation business subjections. Through conferences with
the business faculty, he will gain information as to why
these subjects are offered and what pupils should gain from
them.

During his educational internship, the student
teacher will‘observe and aid one or more business teachers
as they direct learning ir basic business classes. As he

observes or aids a teacher, he will learn the objectives



99
of lessons or units and observe whether these objectives
are achieved. He will note the duplication or lack of
duplication of subject matter and also will note how the
fundamental abilities of pupils are utilized. Throughout
this period in his student teaching, he will reconcile what
he observes with what he has learned in his business teacher
preparation classes.

Through similar activities in the job-preparation
business classes, he will become aware of pupils' immediate
goals and how various levels of skill are attained. He
should ‘seek information regarding the goals set for the
more advanced classes, how these goals were established,
and evaluate standards of achievement in relation to stand-
ards for beginning office employees. He will observe how
work habits, attitudes. and related knowledge are a part of
each learning experience in these classes. Also he will
note whether the pupils engage in self-evaluation proce-
dures as they develop skills. By observing in classes
other than those in the business department, the student
teacher will gain some understanding of the interrelation-
ship of subject matter and how each subject contributes to
pupil growth and development.

In summary, the preceding material makes it appar-
ent that through his various activities at the cooperating
school, the prospective business teacher will gain under-

standing of programming for education for business. He



100
will become fully aware of the substantial demands upon the
time and energy of teachers. This demand generally
involves large classes, heavy teaching loads, maintenance
of contacts with businessmen and business establishments,

and aiding with placement and follow-~up programs.

Guidance and Counseling

Because of his work in preparing some pupils for
business jobs and in attempting to provide general educa-
tion about business for all pupils, the business teacher
plays a major role in guidance and counseling. He is con-
tinually engaged in helping his pupils appraise their
interests and capabilities, in securing information régard-
ing business occupations, in helping pupils select future
occupations, and in planning with them the most appropriate
subject matter patterns of study. It is from‘such guidance
and counseling that pupils develop degrees of self-under-
standing and self-direction. Therefore, the content of
student teaching for prospective business teachers should
be designed so that they may gain maximum information and
ability to perform in the guidance role. Through his parti-
cipation in the total guidance program of the cooperating
school, the student teacher will be in a position to evalu-
ate what is done and to form concepts which will be helpful

to him in later full-time employment as a business teacher.
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The Guidance Program of the Cooperating School

Organization for guidance services.--The student

teacher should gain information concerning the guidance
program of the cooperating school through discussions with
the guidance personnel. He will learn whether the program
is under the direction of a counselor, a part-time counse-
lor, or some member or committee of the school faculty. He
will learn whether the program includes the services of
specialists; and if so, the procedures to follow in refer-
ring a pupil to a specialist. He will become familiar with
the over-all testing program and interpretation of the
results. In addition, he will acquire an understanding of
the types of records maintained. As he works with his
cooperating teacher and other members of the business
faculty, he will become aware of the guidance activities
carried on in the homeroom, classroom, and in extra-class
activities. With a general understanding of the total
guidance program, the student teacher is able to take a
more active part in the guidance activities of the business
department.

General quidance activities.--The student teacher

should gain additional information about the general guid-
ance program of the school and should develop his ability
as a guidance worker by aiding in cooperative guidance
activities. He may assist in organizing and planning an

occupational survey and recording and evaluating the results.
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He may assist classes or groups of pupils in planning, exe-
cuting, and evaluating a career day program. He may work
with‘pupils in making investigations of part-time work
opportunities and in collecting and recording data regard-
ing both graduates and drop-outs. He will further his
knowledge by attending in-service meetings or workshops
conducted for the faculty as they study aspects of the
guidance program. He may attend faculty meetings dealing
with guidance problems and may assist the business teachers
in working on faculty group projects. Participation in
such activities will prove to be excellent experiences for
the student teacher and further prepare him for his role in

this area.

Guidance Activities in the Business Department
of the Cooperating School

Organization for guidance activities in the business

department.--Through conferences, the student teacher will

become familiar with the guidance activities of the busi-
ness department. He will learn +ho has the major responsi-
bility for guidance and counseling of business pupils. He
should study the testing program administered by the busi-
ness faculty, the records kept, and the interpretations of
those records. He should discuss with the business teachers
the scheduling of individual conferences with their pupils.

He will discover the responsibilities of the business
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teachers for placement and follow-up services for business
pupils. Such information is essential to his understanding
and participation in the guidance activities of the busi-
ness department.

Sources of guidance information for business.--As

the student engages in the guidance activities of the
school and of the business department, he extends his knowl-
edge of the available sources of materials. He will become
familiar with the professional guidance materials and the
business vocational materials in the library, the business
department, and in some instances, the counselors' offices.
He may obtain vocational materials from members of civic
organizations and from Federal agencies, business organiza-
tions, and industries. These materials may be collected
for his personal files and for use in his student teaching
guidance activities. He may learn of the audio-visual
guidance materials that are available for use in the coop-
erating school and make an annotated bibliography for his
personal files. He may aid individual pupils and groups of
pupils in locating vocational information. He may obtain
occupational information from businessmen as he accompanies
the cooperating teacher in visiting pupils at their work-
experience stations or in meetings with groups of business-
men where ideas are exchanged about preparation of pupils
for business jobs. He undoubtedly will find that being

familiar with the sources of guidance information is
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valuable in understandiﬁg and participating in guidance

activities.

Personal information about pupils.--Good guidance
is baseé on personal information about é;pils and establish-
ment of rapport with them. As soon as possible, the student
teacher should become acquainted and build rapport with the
_pupils he will teach and those who will be in the homeroom
or study hall he will supervise. With the aid of class
rolls, seating charts, and other records, he will associate
names with faces and soon call each pupil by name. He
should study cumulative records to gain insight into their
needs and abilities. As he notices pupils who have physical,
mental, or emotional problems or those of exceptional abil-
ity, he will discuss these cases with his cooperating
teacher and other members of the faculty. To gain confi-
dence in his own judgment, the student teacher may make
case studies of certain pupils and discuss them with his
cooperating teacher or a counselor. He may counsel with
pupils who have been absent too often and aid them as they
make up work. The student teacher may further his under-
standing of pupils by attending Parent-Teacher Association
meetings where he can meet parents and discuss school and
pupil problems. He may attend other school functions,
church services, and various community affairs to become
personally acquainted with parents and to visit informally

with his pupils. On some occasions, he will sit in
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conferences with the cooperating teacher and parents. If
home visitations are a custom of the school, the student
teacher will visit the homes of certain pupils to gain
insight into their home life and to gain a better under-
standing of the pupils' behavior. This personal informa-
tion about pupils will aid him in understanding their needs
and increaée'his effectiveness as a counselor.

Induction into guidance duties of business teachers.--

The student teacher will extend his insight regarding the
guidance role of a business teacher chiefly through his

work in the business department. He will observe how
rapport with pupils is established, how pupils are aided in
appraising their own interests and abilities, and how they
are assisted in planning their educational programs. He
will note the techniques employed by his cooperating teacher
in both individual and group guidance. He may observe group
motivation in carrying out projects for collecting and dis-
seminating vocational information, for personality improve-
ment, or good grooming programs. He will note the orienta-
tion of pupils into classes and the orientation of new
pupils into the group. As the student teacher observes, he
may make anecdotal notes to be discussed with his cooperat-
ing teacher. He may sit in pupil-teacher conferences con-
cerning vocational choice and may aid the pupil in securing
specific information. The student teacher may study the

cumulative records of business’ pupils and offer his
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assistance in maintaining sach records.‘ He may supply
information which he has gained while observing or aiding
individuals or groups. He may assist in giving tests and
recording aptitude data in areas such as clerical work,
typewriting, or shorthand. He may aid the cooperating
teacher in collecting and recording data on pupils who are
taking part in work-experience programs and may aid in col-
lecting and recording data for placement and follow-up
purposes. Thus, he will become aware of the adequacy of
the information at hand and gain experience in maintaining
cumulative records. Such activities will enable the stu-
dent teacher to better understand and evaluate the effec-
tiveness of the guidance services of the business depart-
ment.

The role of guidance worker.--Prior to and during

actual teaching activities, the student teacher will pro-
vide guidance and counseling. He will assist new pupils to
become a part of the group. He will orientate pupils in
new phases of learning and will help them evaluate their
strengths and weaknesses in classwork. He will encourage
participation in activities and will endeavor to challenge
each pupil to produce at maximum capacity. He will aid
individual pupils in gaining social status and in develop-
ing leadership qualities. He may hold individual confer-
ences with pupils to discuss vocational choices and aid

them in securing specific information. He also may confer
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with a pupil and his parents regarding progress in school,
aptitude and interests, and advanced educational program-
ming. He will extend his guidance experiences as he moti-
vates pupils to plan and to carry out projects involving
collecting and dissemination of vocational information,
preparation for job interviews, and setting standards of
achievement. He may advise groups of pupils in planning
projects in which they select reséurce people, plan field
trips, or career programs.

In summary, the student business teacher will gain
understanding of the guidance services maintained for the
pupils of the cooperating school and will evaluate the serv-
ices in terms of guidance theory he has studied. Also, he
will gain experience in performing guidance and counseling

duties as a business teacher.

Directing Learning

The primary role of business teachers involves the
directing of learning. All other aspects of their work are
complementary to classroom teaching. Thus, for the student
business teacher, directing of learning is of major consid-
eration; and he shculd be given all the aid possible to
develop his ability as an instructor.

The assuming of the responsibility for directing
the learning of pupils must be a gradual process. Before

the student engages in any actual classroom teaching, he
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must develop an understanding of the patterns through which
his cooperating teacher offers instruction. Because this
understanding is gained primarily by means of observation,
the student business teacher must be guided in recogrizing
and grasping the significance of the practices and proce-
dures he observes. He must plan to teach in a similar man-
ner so that continuity of instruction is not disrupted when
he assumes responsibility for a class. Each student busi-
ness teacher should observe classroom instruction until he
feels confident to direct the learning activities.

During the observation phase of student teaching,
the student should endeavor to gain understanding of the
unique elements of teaching in basic business and job-
preparation business subjects. He also should endeavor to
orient himself relative to the accepted classroom manage-
ment prevailing in the business department of theicooperat—

ing school.

Preparation for First Teaching of Business Subjects

Goals of instruction.--The student teacher must
gain understanding of the goals of instruction that the
cooperating teacher desires to achieve in each business
subject. Through his observation and conferences with the
cooperating teacher, the student will become aware of the
information, understandings, and broad concepts of business

which the teacher expects the pupils to gain in various
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units of study in basic business subjects. In business
skill-building classes, he will become aware of the particu-
lar manipulative abilities, related knowledges, and produc-
tion standards that the teacher emphasizes. As the student
teacher ohserves, he will notice personal traits and work
habits of particular pupils and will discuss them with his
cooperating teacher. He may learn how the teacher is
attempting to help certain pupils in overcoming their weak-
nesses and others in using strong points to greater advan-
tage. The student teacher should gain understanding of how
he can maintain the continuity of instruction for the
pupils of a particular business class and, at the same time,
try out some of his own ideas or teaching techniques.

Classroom management and control.--In education

classes taken prior to student teaching, the student will
have formed concepts regarding effective classroom manage-
ment and control. From his student teaching experiences,
he desires to gain added self-confidence and ability in
handling classroom situations. As he observes a class in
session, he will note how routine tasks are accomplished
such as passing and collecting papers, checking the class
roll, and various other "housekeeping chores.” He will
observe the behavior of the pupils in the classroom and as
they pass to and from classes and will note the manner in
which the cooperating teacher handles minor discipline

problems. He will become aware of the lack of discipline
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problems when the pupils are interested and busy and will
observe whether the teacher prevents the development of
problems by drawing seemingly uninterested pupils- into the
activities. 1In skill-building classes, the student teacher
will find that discipline problems are rare because the
pupils are engaged in manipulative activities and that the
ma jor problem of the teacher seems to be that of keeping
the pupils interested in gainful practice. As the teacher
directs the pupils in forming into groups, the student will
notice whether pupils who cause interferences when together
are discreetly separated. He will note also whether the
more able pupils are willing to help those_;f lesser abil-
ity and if courtesy and respect prevail throughout the
class session.

In addition, the student teacher will appraise the
personal qualities of the teacher in relation to classroom
instruction. He will form opinions of the teacher as a
model whom pupils should imitate with regard to speech
habits, neatness, promptness, organization of work, and
democratic attitude. The student teacher will be impressed
with the enthusiasm displayed by the teacher. Also, he
will observe whether the teacher uses praise and encourage-
ment and the extent of interest he shows in pupil problems.
These observations will enable the student teacher to evalu-

ate teacher-pupil relationships and will help him in
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determining how his cooperating teacher will expect him to
function as he directs the activities in the classroom.

Getting ready to teach.--The student teacher will

do most of his observing in the business ‘classes in which
he also will offer instruction. From his observations and
discussions with the cooperating teacher, he will gain
understanding of the long-term plans which the teacher has
made for the particular business subject and the choice and
use of instructional methods which the teacher employs each
day. The student teacher must become familiar with the
textbook, workbooks, teacher's manual, and published tests
of the business subject. —

To further prepare for teaching, the student should
engage in the performance of minor tasks for the cooperat-
ing teacher. Each task should be completed with care so
that as the teacher becomes aware of his reliability, the
student will be entrusted with tasks which require more
initiative and more ability to perform. For example, the
student may offer to help check papers, record grades, and
keep attendance records of the pupils. He may then aid in
preparing materials for instruction and soon assume such
duties as locating the sources of information, collecting
and organizing teaching materials, preparing the pupils for
the use of teaching aids and helping them to evaluate their
work. He should aid individuals and groups of pupils during

class activities and may teach a class session for which
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the cooperating teacher has planned the activities. These
experiences should help prepare the student teacher for his
own planning of the teaching of specific units and lessons.

In the meantime, the student teacher should be
carrying‘on a self-directed improvement program. He should
add to his file of resource materials and should learn of
gualified business people who are willing to serve as
resource persons and of business firms that are willing to
cooperate with the business department in planning and
carrying on class projects. He should practice speaking in
pleasing tones while projecting his voice so as to be heard
by all members of a class:; he should practice dictating at
various speeds so that pupils in the shorthand classes will
have no difficulty understanding him. He should practice
writing on the chalkboard so that his writing will be large
enough to be seen throughout the classroom. In the same
manner, he should practice writing shorthand outlines on
the chalkboard so that he can demonstrate fluency in such
writing. Also, he should practice demonstrating techniques
for typewriting and other business machine operations.

From these experiences, the student teacher should
gain further understanding of the pupils he will teach and
of the materials apd Plans for the. instruction he will

offer when he takes over one or more of the business classes.
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Actual Experience in Teaching Business Subjects

Preparation of specific lesson plans.--With the aid

of the cooperating teacher, the student should select
phases of learning for which he will assume responsibility
for planning and directing instructional activities. The
selections should be such that the student teacher will
gain teaching experiences in as many phases of business as
time and circumstances will permit. He should plan and
teach units of study in one or more basic business subjects
and should teach also in one or more job-preparation busi-
ness subjects. He should plan and teach lessons which
involve work at beginning levels and at the more advanced
job proficiency levels. 1In addition, the student teacher
should become involved with instructional circumstances
which require him to vary his classroom procedures and to
utilize a range of teaching methods and techniques.

As the student plans the lessons he& will teach, he
must review the content to make certain that he knows and
understands the subject matter to be taught. He should
endeavor to appropriately allot time to such aspects of
instruction as the presenting of materials, group discus-
sion, demonstrations, making of assignments, and evaluation.
At the same time, he should think carefully through how he
will coordinate elements of the content so that they can be

adequately covered in the time allotted. Too, he must
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reconcile his own interest in the subject matter with the
interests, need, and experience backgrounds of his pupils.

Classroom teaching.--The student teacher should

endeavor to assume full responsibility as he directs the
learning of the pupils in business classes. In addition to
Planning and teaching the lessons, he should handle all
réutine tasks, maintain discipline, have charge of the
equipment used, and determine the grades of the pupils.
Although he will follow similar procedures-—--pre-
testing, presenting new material, directing the practical
application of the information, and evaluating--in each
basic business subject, he should vary his teaching method-
ology a great deal. He should employ various methods of
pretesting to determine the understandings the pupils pos-
sess of the topic as they begin study of a unit. Because
of the nature of basic business subject matter, he will
have to present a substantial amount of material verbally,
motivate the pupils to read material in their textbooks and
other sources, and to seek information outside the class-
room. He should direct the pupils in making immediate
application of the information gained through such activi-
ties as class discussions, written answers to questions,
simple case studies, and various other types of problem
solving. As he directs class activities, he also will be
engaged in adjusting the classwork to fit individual abili-

ties and needs and in aiding pupils in self-evaluation
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procedures. The student teacher should gain experience in
designing several types of evaluative instruments. He
should apply these instruments as well as published tests
in an endeavor to measure both information and understand-
ings gained by individual pupils and to test the effective-
ness of his teaching.

As the student teacher directs the learning activi-
ties in job preparation business subjects, he will follow,
in general, a pattern involving review, presentation of new
material or techniques, practical application of the skill
or knowledge gained, and evaluation of the learning.
Methodology will vary with the subject being taught and the
stages of advancement of the pupils. For example, in a
beginning shorthand class, the review may consist of the
pupils spelling and reading shorthand lines as the student
teacher writes the outlines on the chalkboard: while in a
more advanced shorthand class, the review may consist of
individuals reading from homework notes. 1In the presenta-
tion of new material or techniques, the student teacher
will engage in such activities as demonstrating new tech-
niques in typewriting, demonstrating techniques of tran-
scribing from a voice writing machine, and explaining busi-
- ness transactions relative to bookkeeping ledger entries.
In providing practical applications of skill or information,
the teaching activities may include dictating at graduated

speeds to an advanced shorthand class, giving individual
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aid to pupils who are working practice sets in a bookkeep-
ing class, and recording sample telephone conversations of
pupils in a clerical practice class. As he directs the
learning activities in skill-building classes, the student
teacher will engage in a great deal of individual instruc-
tion because the pupils will be seeking to attain immediate
individual goals. He will apply various evaluative tech-
niques in an endeavor to measure manipulative ability,
understandings of related knowledges, and production capa-
city.

In summary, the student teacher should gain experi-
ence in directing the learning of pupils in one or more
basic business subjects and in one or more job-preparation
business subjects. He should become fully aware of the
importance of careful planning of lessons and of careful
selection of teaching materials and teaching aids. He
should learn that effective teaching demands that the
pupils be prepared for each presentation, that they under-
stand the material presented, that they be able to apply
the learning, and that they be checked on the various
phases of learning. Through numerous actual classroom
teaching activities, the prospective business teacher will
complete his preparation for assuming the ré;pbnsibilities
of directing the learning of the pupils he will teach as a

full-time secondary school business teacher.
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Advising Pupils in Extra-Class Activities

Master business teachers regard their role in advis-
ing of extra-class activities as being important in aiding
business pupils in expanding their interests and their
knowledge. These teachers are cognizant of the values
which pupils receive from participation in purpdéeful well-
organized extra-class activities and are firm in their
belief that extra-class situations may be made to contribute
more to certain aspects of pupil development than do class-
room situations. The values which pupils receive from par-
ticipation in such activities depend to a great extent on
the direction they receive from their teacher-adviser.
Student teachers, therefore, who desire to become competent
teacheré will strive to gain understanding of how business
teachers operate in this area and will seek opportunities
to 'gain experience in serving as advisers of business stu- )

dent organizations.

Extra-class Activities for Business Pupils

values of extra-class activities.--The national

organization for business pupils is the Future Business
Leaders of America. There are in 1961 more than 2,300 FBLA
chapters in existance and more are being organized each

year. Thus, it is probable that the business pupils of the
cooperating school will be members of this particular organi-

zation. The student teacher, if he himself is not a member
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of a college FBLA chapter, should study the literature of
the organization and discuss past and present activities of
the chapter with the adviser and the members. He should
learn aﬁout the stated purposes of the organization and the
values which membership offers business pupils relative to
development of leadership and other personal traits, voca-
tional information gained, and contacts with businessmen
and with pupils of other schools who have similar interests.
If the pupils of the cooperating'séhool are not members of
FBLA, the student teacher should learn about the organiza-
tional structure and purposes of their local student group.
This information will enable him to participate in .the
activities with more confidence. Also, when he-becomes a
regular business teacher, he may wish to impart such infor-
mation to the business pupils of the school in which he is
teaching.

Induction into the role of adviser of extra-class

activities.--The student teacher should attend meetings of
the business pupil organization and as soon as possible
should become personally acquainted with the members so
that he can serve them most effectively. As he observes
the adviser working with the group, the student teacher
will note how that teacher lends direction to the activi-
ties, and he may aid by making suggestions, indicating
alternatives, and helping the pupils in working out the

details of their projects. After he has gained the
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confidence of the pupils and the adviser, the student
teacher should be permitted to assume some of the responsi-
bilities of sponsorship. Thus, he will gain experience in
guiding the pupils in selecting worth—while projects which
are within the scope of their abilities. He may endeavor
to steer the pupils into accepting leadership and assuming
the responsibilities for duties involved. He also may
learn how to draw reticent pupils into the activities, keep
the group orderly and gainfully occupied, and manage the
rotating of duties among the membérs.

In summary, the student teacher will gain informa-
tion concerning the purposes of extra-class activities for
business pupils and wili/géin experience in advising pupils
without assuming formal control. He will evaluate the
extra-class activities of the business pupils of the coop-
erating school and will make decisions relative to how he,
when a full-time business teacher, will be able to assist

pupils receive maximum benefits from such activities.

Serving in Liaison Capacity

As an effective liaison, a business teacher forms
the link or bond between the business department of a sec-
ondary school and the business community which it serves.
The importance of this role for business teachers cannot be
overestimated, for the success of each major phase of edu-
cation for business depends upon cooperation between the

business teacher and businessmen.
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The preceding material in this chapter has included
.discussion regarding the necessity for student business
teachers to discover the extent to which the needs, prac-
tices, and procedures of business in the community are con-
sidered relative to maintenance of the business curricula
of their cooperating schools. The discussion also includes
reference to the need for student business teachers to
become aware of the extent to which cooperative efforts are
utilized in providing guidance services and realistic learn-
ing situations for business pupils. Through student teach-
ing, the business student should gain further insight into
the advantages of such cooperative endeavors and should
gain experience in making contacts and maintaining working
relationships with the businessmen of the community.

Exploring ways to serve in a liaison capacity.--In

exploring ways to-serve in a liaison capacity, the student
teacher may accompany his cooperating teacher as he visits
pupils working in business offices who are taking part in a
work experience program. He may meet with the business
faculty and their advisory committee of businessmen, visit
business firms with pupils on field trips, meet business
people who are serviﬁg as resource persons for business
pupil activities, and work with the business faculty in
placement and follow-up activities. He may accompany mem-
bers of the business faculty to meetings of civic organiza-

tions, of the National Office Managers Association, and
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other similar groups. Such activities will enable the stu-
dent teacher to become acquainted with office managers, per-
sonnel managers, and other business people associated with
various aspects of economic activity. Through such contacts
with businessmen, the student teacher will come to realize
more fully the significance of work experience for business
pupils and how work experience, placement, and follow-up
programs involve cooperative effort. He may come to real-
ize also the significance of such contacts in aiding busi-
ness teachers in keeping abreast with current business
trends, in implementing guidance programs, and in utilizing
business resources for enriching economic education and
developing more competent employees.

In summary, the student teacher should further his
understanding of the necessity for effective cooperation
between the business department and the community it serves.
He should explore ways to serve in a liaison capacity.

Also, he should come to realize more fully that the coopera-
tive aspects of education for business require both short-
term and long-term planning. He should become aware that

if business teachers are to carry on effective liaison pro-
cedures, they must be ailotted time. for such activities in

their work schedules.
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Developing a Professional Attitude

Professionalism is often synonymous with competence,
and the master business teacher must be an active member of
his professional organizations. He endeavors to keep
abreast with current educational and business trends and
continually seeks ways to improve his ability and to aid in
the advancement of all phases of education for business.

Prior to student teaching, the prospective business
teacher has undoubtedly gained some understanding of the
characteristics of professional business teachers. As he
participates in student teaching, he should gain a deeper
appreciation of the advantages and satisfactions received
from working for individual and group improvement.

Participating in professional activities.--Although

the student teacher will form opinions of the business
teachers of the cooperating school regarding their respec-
tive use of current methods of teaching, their knowledge of
current educational and business trends, and their interest
in the advancement of education and business education, his
interest will center around activities which will enable
him to further his ability as a business teacher. If he
does not hold memberships in professional organizations, he
should be encouraged to do so. He may attend one or more
professional conferences with members of the business fac-
ulty where he will gain information, exchange ideas, and

discuss problems relative to the teaching of business
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subjects. He should meet with representatives of publish-
ing companies and learn of new materials in his teaching
field. He should visit exhibits and see the latest develop-
ments in equipment for business classes and business offices.
He should attend workshops and other types of in-service
programs with the members of the business faculty of the
cooperating school. |

The student teacher should extend his professional-
ism by carrying on a planned reading program which includes
periodicals of education, business education, and business.
As a prospective business teacher, he will aid his profes-
sional advancement in a general way through extending his
community relationships and his technical outlook through
specific contacts with business and industry.

It is apparent that the student business teacher
should take advantage of all available means by which he
can further his development into a competent business
teacher. He should learn of the advantages of such activi-
ties and develop an interest in professional growth which

he can carry on through his teaching career.

Summary
This chapter is divided into sections each of which
has dealt with one of the six significant roles of business
teachers. 1In each case the material has consisted of spe-

cific content to which the student business teacher should
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be subjected as he participates in the activities of the
cooperating school. The responsibility for the extent and
quality of studenﬁ teaching experience is assumed jointly
by the college supervisor, administrators of the cooperat-
ing school, the cooperating teacher, and the student teacher
himself. Because the responsibility in each case is shared
by several extremely busy people, it is incumbent upon the
business student teacher to endeavor to ensure for himself

the best possible student teaching experience.



CHAPTER V
SUMMARY

The problem of this study was to determine what
should be included in a program of student teaching for
prospective teachers of business subjects so that adequate
pre-ser&ice teaching experiences may be provided.

More specifically, the solving of this problem
involved two major tasks: (1) definition and verification
of what constitutes competence in the teaching of business
. subjects at the secondary school level and (2) selection
of content for student teaching that will be most conducive
to developing such competence in beginning secondary school
business teachers.

Throughout this study it was recognized that
instruction in business subjects is unique in that it ful-
fills two separate, distinct functions--general education
and occupational preparation. The content of student teach-
ing as developed and authenticated in this study should be
instrumental in aiding prospective teachers in becoming
fully qualified for employment as beginning business teach-

ers.
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The first major portion of this investigation con-
sisted of analysis of research materiéls to determine the
areas in which master teachers display competence. This
resulted in the isolation of six roles in which teachers
should be competent and appfopfiate descriptions of the
many significant aspects associated with each of the roles.

The second major portion of this investigation
involved the development of the specific content required
in student teaching as provided for prospective business
teachers. The content pattern was developed in terms of
the knowledges and understandings to be gained and the
abilities to be acquired through student teaching experi-
ences. The material presented in this study relative to
the content of student teaching is stated with reference to
what the prospective business teacher will gain through his
activities in a particular cooperating school. However,
all elements are applicable to the work of a business
teacher in any secondary school.

The culminating aspect of this study involved prepa-
ration of a concise outline of the content of student teach-
ing for prospective business teachers. Actually, this out-
line consists of a summarization of the voluminous material
presented in Chapters III and IV wherein significant ele-
ments were defined and_authenticated.

The outline of content presented in the next sec-

tion of this chapter specifically indicates the kinds of
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competences the student teacher should endeavor to gain,
the understandings and abilities which he should endeavor
to acquire,'and the activities involved. The material is
organized in this pattern because it is recognized that the
cooperating teacher and the college supervisor will continu-
ally provide supervision and aid rather than offer instruc-
tion to the student. They will require specific duties to
be fulfilled and assignments to be completed. It is true,
however, that the student teacher must assume much of the
responsibility for acquiring the understandings and abili-
ties inherent in the content of student teaching. With the
student teacher, the cooperating teacher, and the college
supervisor, each having a copy of the outline of content to
follow, the understandings and abilities to be gained and
the activities conducive to their development can be con-

tinually emphasized.

The Content of a Student Teaching Program

for Prospective Business Teachers

I. The student teacher should endeavor to gain competence
in curriculum planning and maintenance.--He must
.acqguire a general understanding of the over-all sec-
ondary school program and a more specific understand-
ing of the offerings of education for business.

A. Understanding of significant elements affecting
the over-all program of the cooperating school.

l. The student teacher should study and evaluate
the community served in terms of:
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Socio-economic backgrounds of pupils.

The extent of interest exhibited by indi-
viduals and civic groups relative to edu-
cation.

Agencies affecting educational programs.

student teacher should study and evaluate
facilities and services available in

terms of:

Buildings and setting of the cooperating
school.

Space available for instruction, admini-
stration, and activities.

Laboratory space and facilities.
Lunchroom services and adequacy of space.
Library space and facilities.

Services provided for pupils.

student teacher should study and evaluate
administrative organization in terms of:

The type of organization in operation.
The extent of pupil self-government.
School policies.

The major faculty and pupil committees.

student teacher should study and evaluate
effectiveness of the faculty in terms of:

Its number.

Existing working relationships.
Professional preparation.

Number of classes in teaching load.
Size of classes taught.

Extent of extra-class duties.

student teacher should study and evaluate
pupils of the cooperating school in terms

Their interest in school.

Their respect for buildings and equipment.
Number enrolled.

Their educational goal patterns.

The curriculum needs of groups of pupils.
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The student teacher should study and evaluate
the prevailing educational philosophy in

terms of:

a. Primary objectives of the curriculum.
b. Course or courses emphasized.

¢. Fields recognized for excellence.

d. Evaluation procedures employed.

e. Adjustments and changes in the program.

B. Understanding of significant elements affecting
the business program of the cooperating school.

1.

The student teacher should study and evaluate
the business community served by the business
department in terms of:

Types of business firms in which secondary
school graduates seek employment.

The extent of interest of business firms
in the school program.

Communication between the business depart-
ment and the business community.
Extent of participation in work-experience
prograim for business pupils.

Use of an advisory committee for the
business department.

The student teacher should study and evaluate
the business education facilities and services
available in terms of:

The adequacy of space.

The desirability of location.

The type and kinds of machines used with
regard to:

(1) Adequacy of number.

(2) Modernity and upkeep.

(3) Adequacy of kinds for objectives of
program.

Audio-visual and other supplementary
teaching aids.
Placement and follow-up services.
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The student teacher should study and evaluate
information regarding the organization of the
business department in terms of:

a. The type of organization in operation.

b. Leadership in the department.

c. Policies within the department.

d. Committees for advancing the program.

e. Existing relationship between the busi-
ness department and other departments in
the school.

The student teacher should study and evaluate
the effectiveness of the business faculty in
terms of:

a. The cooperation among members.

b. The enthusiasm and effectiveness of teach-
ing and advising.

c. Professional preparation.

d. Their teaching loads and the size of
their classes.

e. The extent of extra-class duties.

f. The extent of cooperation with the busi-
ness community.

The student teacher should study and evaluate
the pupils enrolled in business subjects in
terms of:

a. Their needs and interests.
b. Their abilities and educational goal
patterns.

The student teacher should study and evaluate
the prevailing philosophy of business educa-
tion in terms of: '

a. The place of business education in the
total school program.

b. Contributions of education for business
to the primary objectives of the total
program.

c. Offerings of basic business education.

d. Offerings of job-preparation business
education.

e. Objectives of basic business education.

f. Objectives of job-preparation business
education.
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The student teacher should endeavor to gain competence

in quidance and counseling.--He must acquire an under-

standing of the over-all guidance services offered by
secondary schools and actively engage in the guidance
of pupils enrolled in business.

A. Understanding of significant elements affecting
the over-all guidance program of the cooperating

school.

1. The student teacher should study and evaluate
the organization for guidance in terms of:

a.
b.
c.
d.

The type of organization in operation.
The testing program and guidance records.
The guidance duties of the faculty.
Homeroom, classroom, and extra-class
guidance activities.

2. The student teacher should participate in
general guidance activities such as:

a.
b.
c.
d.
e

Occupational survey.

Career day.

Part-time work opportunities survey.
Placement and follow-up services.
Activities for professional improvement.

B. Understanding significant elements affecting the
guidance activities in the business department of
the cooperating school.

1. The student teacher should study and evaluate
the organization for guidance in the business
department in terms of:

Q.

b.

The extent of guidance activities in the
business department.
Testing program and records maintained.

2. The student teacher should study and evaluate
the sources of guidance information available
to pupils and teachers such as:

Q.

b.
c.

d.
e.

Materials in the library, business depart-
ment, and guidance offices.

Materials prepared by civic organizations.
Materials published by Federal agencies,
business and industry.

Audio-visual guidance materials available.
Vocational information secured from the
businessmen of the community.
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The student teacher should gain understanding
of the pupils enrolled in the business depart-
ment by becoming familiar with:

a. Their names and personalities.
b. Their individual needs and abilities.
c. Individual pupils who have:

(1) Mental, physical, or emotional
problems.

(2) Exceptional ability.

(3) Excessive absences records.

d. The background of pupils by:

(1) Attending P.T.A. meetings and other
school functions.

(2) Attending community activities.

(3) Attending teacher-parent conferences.

(4) Making home visitations. ‘

The student teacher should observe, aid the
business teachers, and participate in guidance
activities to evaluate the program and to gain
ability in:

a. General duties pertaining to: --

(1) Establishment of rapport.

(2) Appraisal of pupil interests and
apilities.

(3) Educational programming.

(4) Orientation of pupils.

(5) Dissemination of voactional informa-
tion.

(6) Individual conferences.

(7) Maintenance of aptitude, work experi-
ence, placement and follow-up
records.

(8) Cooperation with businessmen of the
community.

b. Classroom guidance pertaining to:

(1) Orientation of pupils.

(2) 1Individual evaluation of progress.

(3) Pupil participation in activities.

(4) Provision for individual differences
and needs.
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c. Individual guidance pertaining to:

(L) Development of social status and
leadership.

(2) Re-appraisal of interest and
abilities.

(3) Specific vocational information.

(4) Pupil-teacher conferences.

(5) Pupil-teacher-parent conferences.

d. Group guidance pertaining to:
(1) Motivation for group projects as:

(a) Collection and dissemination of
vocational information.

() Preparation for job interviews.

(c) Achievement standards.

(2) Selection of resource person.
(3) Field trips.
(4) Career programs.

The student teacher should endeavor to gain competence

in the directing of learning.--He must acquire under-

standing of and develop ability in instructing pupils
in basic business subjects and in job-preparation
business subjects.

A.

Understandings and abilities to be developed as
preparation for first teaching of business sub-
jects.

1.

The student teacher should observe his coop-
erating teacher and discuss with him the goals
of instruction in:

a. Teaching the basic business subject infor-
mation.

b. Teaching the job-preparation business
sub jects.

c. Helping pupils develop personal traits.

The student teacher should observe business
classes to gain understanding of:

a. Existing teacher-pupil relationships.

b. How routine tasks and discipline problems
are handled.
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3. The student teacher should prepare for offer-
ing instruction in business subjects by:

a.

Becoming familiar with the long-term
pPlans for business subjects and the choice
and use of instructional methods of the
cooperating teacher.

Becoming familiar with the textbooks,
workbooks, teacher's manuals, and pub-
lished tests of business subjects.
Aiding the cooperating teacher with
teaching duties.

Carrying on a self-directed program of
teacher preparation.

Abilities to be developed and expanded by means
of actual teaching experiences.

1.

The student teacher should prepare lesson
plans for:

ad.

b.

Units of study which he will teach in one
or more basic business subjects.

Phases of one or more job-preparation
business subjects.

The student teacher should direct the learn-
ing of pupils in basic business subjects by
employing various methods of:

a.

b.
c.

d.

Pre-testing to determine the understand-
ings the pupils possess of the topic to

be studied.

Presenting materials to the pupils.

Making practical application of the infor-
mation the pupils have gained.

Evaluating information and understandings
gained by individual pupils.

The student teacher should direct the learn-
ing in job-preparation business subjects by
employing various methods of:

Reviewing previous learning with the
pupils.

Presenting information or techniques.
Making practical application or informa-
tion or techniques. '

Evaluating the manipulative abilities,
understanding of related knowledges, and
production capacities of individual pupils.



Iv.

135

The student teacher should evaluate the effec-
tiveness of this teaching through:

a. Self-evaluative procedures.
b. Accepting cooperative teacher's criticisms.

The student teacher should endeavor to gain competence

in supervising extra-class activities.--He must be

made aware of the value of such activities and develop
ability to advise pupils relative to their participa-
tion.

A.

Understandings of values pupils in the cooperating
school receive from participating in business
pupil organizations.

1.

2.

The student teacher should gain information
relative to the purposes of the F.B.L.A. or
local club of the business pupils.

The student teacher should gain understanding
of the values the pupils receive from parti-
cipation in cooperative efforts.

Abilities the student teacher should develop
relative to advising pupils in extra-class activi-
ties.

1.

The student teacher should gain experience in
directing pupils without assuming formal con-
trol as:

a. Guide pupils in selecting worth-while
extra-class projects.

b. Steer pupils into accepting leadership
and assuming responsibilities.

c. Keep pupils orderly and gainfully occu-
pied.

d. Manage the rotating of duties among mem-
bers through suggestions.

The student teacher should gain experience
and ability in evaluating the effectiveness
of extra-class activities and in promoting
educational objectives.
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The student teacher should endeavor to gain competence

as a liaison between the business department of the

school and the business community it serves.--He must

acquire understanding of the function of a business
teacher in promoting cooperation between businessmen
and business teachers.

A,

Understandings and abilities the student teacher
should gain through exploring ways to serve in
liaison capacity.

1.

The student teacher should gain experience in
working with the businessmen of the community
through:

a.

b.

Attending meetings of civic groups and
N.O.M.A. with members of the business
faculty.

Attending meetings of the business faculty
and their advisory committee of business-
men.

Visiting pupils who are taking part in a
work-—experience program in business
offices.

Aiding with the business department place-
ment and follow-up program.

Aiding with pupil activities that utilize
the services of businessmen.

The student teacher should extend his insight

into the significance of cooperative efforts
relative to:

a.

b.

C.

d.

e.
£.

Importance of work-experience program for
business pupils.

Cooperation involved in placement and
follow-up program for business pupils.
Source of vocational information for
business pupils.

Extension of business teacher's profes-
sional growth.

Enrichment of economic education.
Development of competent employees.
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VI. The student teacher should endeavor to gain competence
in the professional relationships in teaching.--He
must be made aware of the value of professionalism
and begin to develop a professional attitude which
will facilitate his work as a business teacher.

A. Understanding and abilities the student teacher
should gain from participation in professional
activities while student teaching in a cooperat-
ing school.

1. The student teacher should improve his ability
as a teacher of business subjects through:

a. Attending professional conferences.

b. Attending workshops and other types of
in-service programs with the business
faculty.

c. Carrying on a planned reading program of
professional literature.

d. Meeting with the businessmen of the com-
munity.

Conclusions

From the outset, the major desired outcome of this
research investigation was a statement of what should be
included in a program cf student teaching for prospective
teachers of business subjects. Thus, it was obvious,
throughout the time involved in completing the study, that
detailed and numerous findings were not being developed as
the basis for broad conclusions. In the opinion of the
author, the major desired outcome of this study has been
accomplished. The content of student teaching is determined,
described, and authenticated in this formal report.

Upon completion of the background study required in
solving the problem and extensive work done in developing

the statement of appropriate content for student teaching
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in the area of business, the author was enabled to synthe-
size to the extent of presenting three broad generaliza-
tions. 1In accordance with the format usually expected in
the preparation of a doctoral dissertation,., these generali-
zations reached are presented here as conclusions:

1. There are six fundamental areas of educational
endeavor in which teachers should be competent if they are
tc be rated as "master teachers." These fundamental areas
include: curriculum, guidance, instruction, extra-class
activities, liaison, and professionalism.

2. The nature and scope of the work of business
teachers is such that numerous kinds of understandings and
abilities must be acquired or extended through student
teaching activities if prospective business teachers are to
become adeqﬁaéely prepared for initial employment.

3. The outline of the content of student teachiné
for prospective business teachers presented in this research
can and should be utilized in the immediate future to ful-
fill its purpose of ensuring that adequate pre-service
experiences are provided. It should be ﬁtilized by admini-
strators of student teaching programs, college supervisors

of student teaching, secondary school administrators, coop-

-~
-

erating teachers, and student teachers so that its value

mayv be maximized.
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